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Navigating TE

!

To use the many features of TOPSpro Enterprise (TE),

you will need to know how to find them by navigating
through the menus. TE uses the same type of menu

system that you see in most Windows-based

applications.

Install and Open TE Online

To access TOPSpro Enterprise (TE) for the first time, launch the web browser and enter the URL for
the CASAS Online System your program uses.*

Server ‘ Use any modern web browser

Global https://etestsonline.org/

California https://ca.etestsonline.org/
LARAEC https://laraec.etestsonline.org/

Miami Dade | https://etestsonline.org/miamidade

Washington | https://etestsonline.org/washington

Step Screen Description ‘

Ul sanls e Access TE in one of three ways, from the —
(¢ | & Secure | https://etestsonline.org/RollingHills/html5/#/

1. Web browser

e (lick Install TE Client if first
access on local machine.

Install TE Client o

2. Taskbar icon

3. Desktop icon

e C(Click the Server field down-arrow and from
the drop-down menu,

2.
Server:
I Rolling Hills - eTests Simulati... | =

State/Agency(/Site):
4908

TOPSpro -
p [coordinatora3@rhas.org

enterprise

o Select the Server for your online
account.”

Password:
[”u”””.

Unauthorized access to personally
identifiable information is a violation
wa.
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o Enter your Agency ID.

o Enter your User name.

o Enter your Password.
e Click Connect.
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Explore Menus and Submenus

TE opens with an empty screen and a menu bar
along the top. Not all agencies using the CASAS
Online System have access to all menus and data
functions, and not all users have access to data or

rights to edit records. Access rights depend on the TE

Package and user rights granted by the agency.

Visit Visit the CASAS website for more information about Assessment and Database
Online S  Management Features to understand “basic’ vs. ‘enhanced’ access to the CASAS
Online System.

Take a Highlights Tour to look at some menu features and to see how TE organizes menus.

Screen Description

E View Organization Records Reporis Tools Help

All data and reports display on the screen
from accessing the Menu bar along top left.

Top right displays,
User: Administrator 43 Version: 3.
o Logged-on User.

Pages

o Application Version.
o General screen Controls.

o Pages tab to clear your screen(s).

Click the TE Icon at top left of your screen.

Unlock
Lock

Connect o Disconnect your TE Client to close

Before exiting TE, it’s best to —

Disconnect . .
connection with the server on your

local machine.

Click Options...

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved. Table of Contents 5
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Screen

Inactive Timeout Interval: (30 minutes

On Start

Auto Open Reports Manager:

Auto Open Shortcuts:

Warn me when remaining WTUs equals: | 500

Description

Look at the General tab.

o Interactive Timeout Interval

* Adjust # of minutes before
the TE Client suspends
activity.

* Applies to TE Client on the
local machine only.

Click the On Start tab.

o Remaining WTUs

=  Set a TE Client reminder
when # of WTUs reaches a
minimum set by users.

= Applies to TE Client on local
machine only.

Dashboard
Shortcuts

Small

Click the Edit / View tab.

o Name Options.
*  Set option for entering names.
= Apply option to correct names.
= Applies to TE Client on local
machine only.

To close the Options window,

o Click the Red X Box at top right.

v Normal

Medium
Large

Click the View menu.
o Screen Display
=  Normal is the default.

* Adjust for viewing on local
TE Client.
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8. [TE

View

Screen

Description

California Core Performance Wiz
Additional Assessments Import
Scheduler

Create desktop shortcut

Contents

Release Notes
End User License Agreement (EULA)

Y e Highlight or click the Organization menu.
onso|
Agencies . .
Sites o Sub-menus contain detailed
Classes information about the organizational
jeer setup of an online account.
Access Groups
o . Organization Reports Tools Heg [ ] Cllck the Records menu.
ersonne Students Demographics
Test Administratior slasses In program years o Menu Categories ldentlfy groups Of
WSCS Administratic o9 0" Records . A .
Tests. lists with records for tracking
Forms Certificates L.
Special Programs T Gy program and S‘L'udel‘lt aCtIV]ty.
Places of Employment
Testing Stations o Sub-menus ldentlfy the type of
Testing Sessions reCOI'dS.
Testing Session Templates
L
CRN it - .
nization  Records i e Highlight or click the Reports menu.
CASAS eTests
Demographics o Menu Categories identify groups of
Program QOutcomes
Test Results reports that help programs meet a
Consumer Repor SN " " "SR wide variety of reporting needs.
Data Managemer  c,sas erests
State Reports Demeographics . .
Federal Reports |0 Suicomes o o Sub-menus identify the type of
Consumer Reports om| en erformance
My Reports Data Manage::lent Eﬂm’:tl SS’“;B:’S report.
Report Locator v ;52 8o Learning Galns
Reports Manager . .. T:Zt H?:t‘::se
Dashboard Sources
Ad Hoc Reporting
10. Drga atio Record Repo Tool . . .
o o e Highlight or click the Tools menu.
Scanning Wizard
3rd Party Import Wizard o Sub-menus list operations for
Class Replication Wizard managing data.
Proxy Wizard
e Highlight or click the Help menu.

o Release Notes are included with
each update to the Online System.

o Review Notes for important new
features and enhancements as well as
any necessary fixes.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Finding Information

The online system functions like a web browser to fetch information and display on the screen in
tabbed pages. Using tabs as a navigational tool is a feature that allows you to switch between multiple

pages of information.

Understanding the Relationship of Records in TE

TOPSpro Enterprise is a relational database that contains a collection of interrelated records,
which stores information and relates records by a common element. In TE, that element is the
identification field. For a student, that field contains the identification code unique to the learner

that links all records related to the learner. The graphic below presents this concept.

* Enrollment Records
* Attendance Records

¢ Enrollment Records
® Progress Records

* Records

The Student Identification (ID) code provides the minimum information for TE to add a student
record. The student Demographics record is the "parent" record for all other learner-related
records. Every time you add another record, TE links the ID to the corresponding student, and
creates a new record. These other records contribute additional information to the student and are
the “child” records in the database. TE connects the parent and child records by ensuring that they

all include one common variable — the Student Identification (ID) code.

Customizing Lists of Records

TE uses Listers to display lists of records. Each lister name indicates the information that it
contains. Listers are like spreadsheets but in electronic form. You may sort, filter, add, hide, and
organize columns, set advanced filtering options, print, and export the information displayed.

8 Table of Contents ©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.
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Using the student as an example, let’s customize the Demographics lister.

Description

Screen

Step

GGG Reports  Tools Help

1, Organization

e From the Menu bar at top,
Students Demographics
n program years .
TS e e (lick Records.
Tests
Certificates o Select Students.
Employment History
Places of Employment . .
o Click Demographics.
2, ‘ia view Organization Records Reports Tools Help .
e A tabbed page opens to the list of
5 by e bar al
[TI) | 2905 - Rolling Hills Adult School (RHAS)| emographics records with a Toolbar along
s Site f[t)“d‘“‘“t B Name +  Birth Date the tOp.
v 14 . .
[ T I o Records display for students having
02 - RHAS: Sout.. 005208242  Richard Williams 5/20/1987 ivity in the C P Y
01 - RHAS: Nort.. 023945893 Trayla B Ford 3/16/1988 aCtIVIty in the Current rogram Year
01 - RHAS: Nort.. 034903948  Carmen Rodriguez 7/30/1958 (July 1 _ June 30).
01 - RHAS: Mort.. 039493489  John W Bestway 7/15/1988
02 - RHAS: Sout.. 045621382 Timothy McFlurry 4/5/1974 o Sorts on Student ID.
01 - RHAS: Mort... 049485858 Carey D McGarnagle 6/8/1989
01 - RHAS: Nort... 090983439 Krissy Bartholomew 9/9/1985
01 - RHAS: Nort.. 091919119 Karen V Corkey 7/13/1988 e Most Column Headers have Up/DOWIl
arrows and Filter icons.
3. E View Organization Records Reports Tools Help
* Tosortby Name,
[ETE) 2206 - Roliing Hills Adult School (RHAS) . ~ [N T e E GI .
e — o Click the Name column UP arrow.
% Student ID = Birth Date
M v :
- RHAS: North City 515559917 Abraham Sharon 3/29/1979 L4 By default, the Name column sorts by First
- RHAS: North City 575555204 Albello Martinez 6/7/1978
11 - RHAS: North City 518204444 Alberto Perez 6/22/1973 name'
4, E View Organization Records Reports Tools Help . .
-~ e Each list of records has its own default
own e
EZTIE) | 2905 - Roliing Hills Adult Schaol (RHAS)| ~ [ Subsit] Schema, or Column Conflguratlon.
s site e Name o ¢ You may change the configuration of
A 4 T Hide Full Name
! columns and save the Schema on your TE
02 - RHAS: Sout.. 005208242  Rich ~ Show Address .
01 - RHAS: Nort.. 023945893 Tray :::: :ﬂ:s“ cores Client.
01-RHAS: Nort.. 034903948  Carm  gpooo oo ) ) .
01 - RHAS: Nort.. 039493439  lohr  Show City e To spht the Name column into FlI‘St,
02 - RHAS: Sout.. 045621382  Tim¢  Show Communications .
01 RHAS:Nort.. 049485358 Care  ShOW Consent Status Middle, and Last name columns,
Show Consumer/Student Status . .
01-RHAS:Nort.. 090983439  Kriss gpoo o oo o Point your mouse in the Name
01 - RHAS: Nort.. 091919119 Kare  Show Earned Outside US
01 - RHAS: Nort.. 092340934  Hum  Show Email column header.
01-RHAS: Nort.. 092409833  Jaim 5::'“" EmIT it ST 1 Richt _click
01 - RHAS: Nort.. 093182584  Romohom FaX o 1ght mouse-click.
01 - RHAS: Nort.. 093548385 Phal  Show First Name L.
01 RHAS: Nort. 093734754  Jay e From the drop-down menu listing
. | Show GED 2002 ID o . .
01-RHAS: Nort..  D9SBJR3E3 Mot e additional columns available in the
01-RHAS:Nort.. 098359843  IWiTe o s o . .
01 - RHAS: Nort... 098503953  Norl  ghow GED 2014 Scores Demographlcs hster,
01 - RHAS: Nort... 098509389 Rob Show Highest Degree or Diploma . .
01 - RHAS: Nort... 098538348  Filbe _ Show Highest Year of School o Click Show First Name.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Screen

Description

] : . ; . . ) . .
5 e e s e Now you will see the First name has its own
Demographics [} 1
column.
[ | 1905 - Rolling Hills Adult School (RHAS) 54
* Site ESiudan + First Name = Name .
. » . . e Repeat these steps to add a Middle name
T
: o and Last name column.
01 - RHAS: Nort... 005208216 Rick Rick Williams
02 - RHAS: Sout... 005208242 Richard Richard Williams
6' View Organization Records Reports Tools Help . L.
e Now that the Name column is split in to
e ) “"’“”""'”g:l"‘:“d““ — '" subsites 1« Jriner ¥ col three columns for First, Middle, and Last
s Site ncen - s
o " name, you no longer need the column.
01 - RHAS: Neort... 005208216 =
02 - RHAS: Sout.. 005208242  Richard wi ow . . :
e e o stownse e Right mouse-click in the Name column
01 - RHAS: Nort... 034903948 Carmen Ro ow Cel one
01 - RHAS: Nort... 039493489 John w Bel ::"W E'tl: " header'
o Select Hide Full Name.
E view Organization Records Reports Tools Help . .
e The Name column is now hidden from the
=) | 2505 - Rotiing Hills Adur R Aaaregated > [ subsites iz list.
e Site Student| - First s Middle s Last = Birth Date
D Name Name Name
r v v v v ¢ You may unhide any column to display
01- RHAS: Nort.. 005208216 = I T — 5/20/1987 .. .
02-RHAS:Sout. 005208242 Rihard Witiams sy201087 again in the list of records.
01 - RHAS: Nort... 023945893 Trayla B Ford 3/16/1988
01 - RHAS: Nort... 034903948 Carmen Rodriguez 7/30/1958 PY Listers may be Reset to Defaults at any
time.
‘ia Vi 0 izati R d R rt: Tool Hel . . .
- rgaa o e e e TR ¢ Reordering columns will further customize
. .
(O 505  Fotimg s Adutt ehool (145) - o= the list of Demographics records for your TE
’ - it Studentast Firf}‘ . Middle _ Last Client.
ID Name Nal Name Name
T . .
2 M T i o Left click-and-hold your mouse in
01 - RHAS: Nort... 005208216 Rick Williams
02 - RHAS: Sout.. 005208242  Richard Williams the Last Name column header.
01 - RHAS: Nort... 023945893 Trayla B Ford Wh'l h ld' d h L t N
o ile holding, drag the Last Name
column left of the First Name, and
then release your mouse.
9. E View Organization Records Reports Tools Help . . .
e The Demographics lister now displays
B2 | 2905 - Rolling Hills Adult School (RHAS)|  [FTTSSTRESIES) ERTReTRgH names in a Last’ First’ and Middle name
Lo B Name |7 Wame | Name |° mnoute column configuration
i Y A 4 A 4 A 4 = gll :
01 - RHAS: Nort... 005208216 imams icl 5/20/1987
02 - RHAS: Sout... 005208242 Williams Richard 5/20/1987
01 - RHAS: Nort... 023945893 Ford Trayla B 3/16/1988

10 | Table of Contents
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Screen

E@ view oOrganization Records Reports Tools Help

10.

Demographics n

site

11 - RHAS: Nort...
01 - RHAS: Nort...
02 - RHAS: Sout...

First
Name

. Middle

+ Birth Date
Name

A4

Lasl
Name
ACOSta

Studen
555141083
913425098
94193397

Melmda 1/30/1983
5/9/1992

11/7/1987

Acuna Rosalina

Adalberto Maria

Description

e In the Last Name column header

o Click the UP arrow to sort
alphabetically.

e Suggestion: Configure and presort columns:

1. Click the UP arrow in the Last Name
column header.

2. C(lick and hold the Shift key on your
keyboard, and then click the UP arrow in
the First Name column header.

3. Click and hold the Shift key again, and
click the UP arrow in the Middle Name
column header.

¢ Release the Shift key.

11. Sort 81
A 4 A 4 T h
1. First, sort on Last Name.
2. Second, sort on First Name.
3. Third, sort on Middle Name.
Note! Adding Gender and DOB columns
helps with identifying any duplicate
records of the same student.
12. ¥ | =

Default) «

| Edit Schema &

Delete

Reset to Default

e To save the configuration of your columns,

o Click the More button from the
Toolbar at top right for “‘more’
buttons.

o Click Edit Schema.
o Click Save.

Remember!
You can always reset listers to their default
schema.

View Organizatitn Records Reports Tools Help

{4908 - Rolling Hills Adult School (RHAS)| ™

Aggregated m

- Site - Student Last First Middle
D 1 Name 2 Name = Name
T T T A 4
11 - RHAS: Nort... 555141083 Acosta Melinda
01 - RHAS: Nort... 913425098 Acuna Rasalina
02 - RHAS: Sout... 94193397 Adalberto Maria

e Check to confirm that your TE Client will
display the Demographics lister in “your’
default Schema next time you open it.

e To close the Demographics lister,

o Click the Red X Box on the
Demographics tab.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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14. ersion: 30 buid 32 (2) (D @ @ )
¢ You can also close several pages at the same
Close All Pages time by clicking Pages at top right.
= New Horizontal Page Group L] From the drOp-dOWn menu,
|| New Vertical Page Group
Open All Lists Here :
open All Edit/Views Here o Click Close All Pages.
Class Instances o Or dick individual Pages listed at
1001 - ABE Interme...
340993385 - Dustin... bottom of the menu.
15. E View Organization Records Reports Tools Help . .
e To reopen the Demographics lister, go to
[T | 2905 - Roliing Hills AdulpsehaalRtiac, = JRTReren Subsites iz .
I v (e e R [ » Records > Students > Demographics
A . .
! . . . 5 o The list of Demographics records should
01 - RHAS: Nort... 913425098 oy T 5/9/1992
02 - RHAS: Sout.. 94193397 Adalberto Maria 11/7/1987 dlsplay as the Saved default SChema on your
02 - RHAS: Sout... 599661108 Aguaniste Jose 1/1/1992
TE Client.
16.
Note!
¢ You may also name different Schemas and
(Default) access them from the Toolbar at top of the
Education hSt
Consumer
T o Click the (Default) window down
arrow and select a saved Schema.

1 2 Table of Contents ©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.
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Using the Navigator

Let the TE Navigator be your guide! In listers, the Navigator links all “child’ records related to the

“parent’ record and displays them in a list to navigate easily between them. The report setup

Navigator gives quick access to listers to refine information to include in the report.

The Navigator will also guide you to adding ‘child” records to “parent’ records by prepopulating

key fields from the “parent’ record. When entering data manually, it is recommended to use the

Navigator for data-entry accuracy.

Using the student as an example, let’s explore “child’ records and see how many are linked to the

student’s ‘parent” Demographic record through the Navigator.

Screen

1. (TE |

view Organization Records

Reports

Tools

Help

Description

Address, Contact & Provider Use

‘ Address: N/A

Zip: 93702 City: WA State: Caifornis

e Filter for a Student with your First or Last
BB 4205 - Roliing Hills Adult School (RHAS) |+ [ Subsit Name.
’: Stte | ¢ Student|, Last |, first | Midde o Click the First or Last Name column
A 4 . .
= g ) I Filter icon.
01 - RHAS: Nort... |stans viith| | |Melinda
02 - RHAS: Sout... ——— .
02 - RbtAS ot [ ok ] o Enter your First Name.
02 - RHAS: Sout... 96191583 Aguilar Lisa .
o Click OK.
E View Organization Records Reports Tools Help . .
2 e The Demographics lister may or may not
. .
EETEE) |2005 - Rolling Hills Adult School (RHAS)| ~ [ subsi] dlsplay arecord of a student haVIHg your
. Student Last First First or Last Name. That’'s Ok!
T 1D Maroo
a . o Filter for a friend or any other name
11 - RHAS: Nort... 555141083 Acosta Melinda .
: instead.
o Double click to open the Highlighted
record.
e A new tabbed page opens to a split screen
with the —
o Record Navigator at left.
ot e o Student Information at right.
et 3 et s ot e Edit/View contains the ‘parent record” data
for the student.
Ethnicity, Race & Language
i e e e Remaining selections on the Navigator

represent ‘child records.’

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Screen

Description

E View Organization Records Reports Tool ° Chckmg the dlfferent Opthl'lS fI'OITI the
Demographics 555141083 - Melind... Navigator provides views of a variety of
Navigator information about that student.
In Program Years Agency/Site:
Student Records Student: 55514108: Remember!
Class Enroliments Add Entry/Update Re:
Class Records e The student’s unique Identification (ID)
Progrem Enroliments code is what links all of the records assigned
E Record . .« .
fogram Recoras Gender: Female to the student, and supplies the minimum
Tests . .
SSN: N information TE needs to create a student
Certificates .
o GED 2002 1D Demographic record.
Demagraphic History
Employment History 2 Education
5' view Organization Records Reports Tools H .
bemoaraphics e From the Navigator at left,
Navigator .
et view Student Information o Click In Program Years.
Agency/Site: 4908 /11 - RHAS: North City|
Sudont s Student 555141083/ Melinda Acosta e Atright lists records for each program year
Class Enroliments Add Entry/update Record . . e
i e In Program Years in which the student has dated activity.
Program Enroliments. m M
prosem st < Programyear |+ sie ‘ e A Program Year is defined as July 1 through
Tests v A d
Certificates 7/1/2017 - 6/30/2018 11 - RHAS: No... June 30
Demaographic History
Employment History
6. B3 view oOrganization Records Reports Tools Help .
oemcaronis e From the Navigator at left,
o Click Student Records.
prarrw— e The records listed at right are of all dated
RN — activity that occurred for the student during
e o site o SWN L, | Hecora
- T = the program year.
SO | rors-—rrrar e
1-R 555141083 Melinda Acosta 9307201
7. .
e From the Navigator at left,
o Click Class Enrollments.
e This list will only include one record for
each class in which the student is enrolled.

14
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The Navigator eTests TOPSpro

Screen Description

8. - e From the Navigator at left,

o Click Class Records.

e This section includes separate records of all
class related activity for the student.

9. e From the Navigator at left,
o Click Program Enrollments
e This section will only include one listing for
each program in which the student is
enrolled.
10. .
e From the Navigator at left,
o Click Program Records.
e This list includes separate records of all
program related activity for the student.
11. .
e From the Navigator at left,
o Click Tests.
e This is a list of tests taken by the student.
12. View Organization Records Reports

e Return to Edit/View to edit Student
Information.

Demographics 555141083

Navigator
Edit / View

In Program Years

Student Records 555141083 / Melind

Class Enroliments Add Entry/Update Record

Class Records

& Tdentification
Program Enroliments

Student ID: 555141083
Program Records

Gender: Female
Tests

. SSN: N/A
Certificates
N GED 2002 ID:

Demographic History

& Education

Employment History

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved. Table of Contents 1 5



enterprise

eTes’g: ‘ TOPSpro

Editing Data

Editing Information

13. Student Information
Agency/Site: 4908 / 11 - RHAS: North Ci
Student: 555141083 / Melinda Acosta

Add Entry/Update Record

[:I Identification

Change to EdifMode |¢ 1D; 555141083
C

Gender: Female

Description

14. | 555141038 - Melind...

Agency/Site: 49

Student: 555141038 / Melinda Acosta

& | # Identification

[ Student ID: |555141U3g|

Records

E View Organization

Reports Tools Help

Demographics 555141038 - Melind... [

MNavigator ‘

Edit / View

Student Information

In Program Years Agency/Site: 4908 / 11 - RHAS: North City

Student Records Student:

555141038 / Melinda Acosta

Class Enrollments Add Entry/Update Record

Class Records

Tests

new & Jraver v Jcormns = Jsort 21 o

Program Enroliments

Program Records

Tests

Certificates
- RHAS: North...

11 - RHAS: North...
11 - RHAS: North...
11 - RHAS: North...

555141083
555141083
555141083
555141083

Demographic History Melinda Acosta

Melinda Acosta

Employment History Melinda Acosta

Melinda Acosta

e By default, the Edit/View page opens in
View mode.
e To edit a student ID,
o Click the Pencil icon in the
Identification section and Change to
Edit Mode.
e Type in the Student ID field and change the
ID.
e From the Toolbar at top.
o Click Save.
Note! A change to the Student ID will
simultaneously edit all “child” records linked
to the student.
e To see how that works,
o Click Tests from the Navigator.
¢ You may notice that the ID does not appear
to have changed.
[ ]

Continue on to solve the mystery!...

Table of Contents
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Screen

Description

16. Administrator . .
r e At top right of the student’s Tests lister,
o Click Refresh.
e This will ‘refresh” the page on your TE
Client.
Gender: Female
L xl:; % Accurate | ¢ E:Ef:;::tive
T T T
224 Yes Yes
194 Yes MNo
187 Yes No
220 Yes Yes
17, E View Organization Records Reports Tools Help
Demographics 555141038 - Melind... B
Nevigaor [ : e Voila!
Edit / View Student Information
In Program Years Agency/Site: 4908 / 11 - RHAS: North City le) NOW you see that the ID on all Tests
Student Records Student: 555141038 / Melinda Acosta 1'
inked to the student are changed.
Class Enrollments Add Entry/Update Record € © € stude arec ge
Class Records Tests
Program Records 7 Student
*
-
Y
Certificates v
- - RHAS: North... 555141038 Melinda Acosta
Demographic History
: 11 - RHAS: North... § 555141038 Melinda Acosta
Employment History 11 - RHAS: North... | 555141036 | Melinda Acosta
11 - RHAS: North... § 555141038 Melinda Acesta
(R \/c<ion: 3.0 build 32 (2) (=) (@) @) (X
————— e Toclear your screen,
o Click Pages at top right.
) : N * Select Close all Pages.
- New Horizontal Page Group
|| New Vertical Page Group
Open All Lists Here
Open All Edit/Views Here
Demographics
555141038 - Melind...

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Adding Records

The CASAS Online System offers four methods for adding records to your online account through both
applications — eTests Online together with TE Online.

> eTests Online
1. Sessions — for testing and collecting demographic information
> TE Online

2. Manual data entry — using the keyboard and mouse
3. Scanning - using an optical mark scanner
4. Importing — from a 3¢ Party System or fillable Import Template

Steps to Add Sites

Sites are part of the organizational structure of an online account and represent physical locations
where testing, instruction, and training take place. A site may serve learners in multiple instructional

and training programs. Agencies may add Sites to their online account at any time.

eTests Site

Any Site using eTests Online must comply with all testing requirements in each lab within a Site as
outlined in the Online Implementation Agreement training.
o  Web-test units (WTUs) must be available in an online account to enable an eTests Site.

e Sites must be enabled for eTests to register computers and administer tests.

Screen Description

1, iia view IOELFELLLE Records Reports Tools Help
e From the Menu bar at top,

AEBG Consortia
Agencies

Sites
— e A== »
Users - SeleCt SiteS.

Access Groups

o Click Organization.

Authentication Settings
Personnel »

Test Administrations
WSCS Administrations

Forms L
Special Programs
Deleted Objects

Testing Stations
Testing Sessions
Testing Session Templates

Tests in Progress

1 8 Table of Contents ©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.
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Step Screen Description

View Organization Records Reports Tools Help

B9 | 2505 - Rolling Hills Adult School RHAS)| ~ | B Gicd

s ;?tzTests < Site Name

e A new tabbed page opens listing the Sites
setup in the online account.

Sites that use eTests Online are identified as
an eTests Site.

@
[ ]

Site ID

RHAS: North Campus

02 Yes RHAS: South Campus e Tobe an eTests Site, agencies complete a
03 Yes RHAS: East Campus " . . " . . . .
o . RHAS: West Campus Going Live" Checklist , which includes:
05 RHAS: Sunrise Center o Online Implementation Agreement
o7 ves RHAS: Central Library Coordinator Certification

11 Yes RHAS: North City

o
o Proctor Certification
o Order web-test units (WTUs)

e From the Toolbar at top left,

o Click New.
E Viewn Organization Records Report Tools Help
Phewsie B e A new tabbed Page opens to add
Sites
Navigator [Save & Jcanc | information about the new Site for your
Edit / View Site Information agenCY'
Site ID: Site Name:
e e Sites are added to Containers, which
bt ‘contain’ records of activity occurring at that
& | Select Container .
site.
Container: ‘4908 - Rolling Hills Adult School (RHAS)
4)4) site 1dentification o Your Agency is the ‘parent’ container

Site 1D: Site Name: r

Time Zone: [(UTC—DE:OU] Pacific Time (US & Canada)| ¥
(W] eTests Site

for your online account.

m View Organization Records Reports Tools Help

[ New site Bl
(Save & Jooncel O e Sites are typically added to the “parent’

e Sites are “child’ records of your Agency.

Site Information

aojebinen

container but may also be a Sub-Site.
Site ID: Site Name:

Agency: e The determination of ‘where’ to add a new

Site depends on How? you plan to track and
record outcomes.

WTUs Available:

2 |#| Select Container

Container: |4908 - Rolling Hills Adult School (RHAS) hd

® 14) st} {00 Boting His At e (1) e C(lick the Container field down-arrow

Site ID: 01 - RHAS: North Campus i

Time Zone: 02 - RHAS: South Campus o Select the Container to add the new
(9] eests sit 03 - RHAS: East Campus Site.

212 sit 04 - RHAS: West Campus

Contact ID- 05 - RHAS: Sunrise Center

Title: [ 07 - RHAS: Central Library

Address: [ | 11 RHAS: North City

State: i —

Phone: Fax:

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved. Table of Contents 19
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Step Screen Description

view Organization Records Reports Tools Help

[save 1]
Site Information

Site ID: 08 site Name: RHAS: Meadowbrook o Enter the Site Name.

Agency:

WTUs Available: o Check eTests Site —

2 #| select Container

efests’ ‘ TOPSpro Site Records

e For Site Identification,

[New /7 o Enter the Site ID.

aoebiney

*  Only check if you plan to use

Container: |4908 - Rolling Hills Adult School (RHAS) -
2 |#| site Identification CASAS eTeStS Ol’llil’le at the Site
Site ID: 08 Site Name: | RHAS: Meadowbrook and WTUS are available for

Time Zone: [(UTC—DB:OU] Pacific Time (US & Canada) *

@) eTests Site online test administration.

e From the Toolbar at top,
o Click Save.

6. View Organization Records Reports Tools Hel ° TO CIOSQ the new Site record,

Sites 08 - RHAS: Meadowb..
T uplicate (o NO1E o Click the Red X Box on the Site tab.

Site Information

=
]
H

sojebiney

Site ID: 08 Site Name: RHAS: Meadowbrook
Agency: 4908 - Rolling Hills Adult School (RHAS)

WTUs Available:

7. E View Organization Records Reports Tools Help . . .
P D e This returns you to the Sites lister where
EER 505 - Roiiing Hils Adut school (RHAS)| @ you will see the new Site in the list of
Ste |, IseTests | . groname | Contact Name records.

T T L

01 Yes RHAS: North Campus

02 Yes RHAS: South Campus

03 Yes RHAS: East Campus

04 Yes RHAS: West Campus

05 RHAS: Sunrise Center

kRHAS: Central Library

brock Program Coordinator Mary Perkins

8.

 TE IRV IEES SRR BT SR o Click the Red X Box on the Sites tab and close

m the lister.

New |4908 - Rolling Hills Adult S5choel (RHAS) ™

Site - Is eTests -
ID Site
b 4 T

Site Name

b 4
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Steps to Add and Manage Users

Access to the CASAS Online System requires a User record with login credentials. Users are part of the
organizational structure of your online account. When setting up a new account, CASAS establishes
one User for the agency with rights to manage data and grant User access to TE Online and/or eTests
Online for other staff as appropriate. When adding Users to your online account, CASAS recommends
adding records at the agency level for ease with managing records and user access.

Access to TE Online
e May be granted to any staff as appropriate.

e eTests Online coordinator and proctor certification is not required for staff access TE Online.

Access to eTests Online
e May only be granted upon confirmation of coordinator and/or proctor certification.
e The agency must maintain copies of certificates on file.
o Coordinator Certification — Staff responsible for online testing management.

o Proctor Certification — Staff responsible for online test administration.

Screen Description

1.

Organization [JEUTIT R T ° From the Menu bar
4
Agencies
sites o Click Organization.
—Closses -
Users = Select Users.

Authentication Settings
Personnel L

Test Administrations
Forms »
Special Programs

Testing Stations
Testing Sessions

e A tabbed page opens to the list of User

: d
e ame | ©  User Account records.
v .
4908 - Rolling Hills Adult School (RHAS) _TE Enhanced (Data Manager)... _Administrator 01 _administrator1@rhas.org [ ] From the TO Olb ar at top left Of the llst_
4908 - Rolling Hills Adult School (RHAS) _TE Basic Access, ET Coordinator _ Coordinator 01 coordinator1@rhas.org
4908 - Rolling Hills Adult School (RHAS) _TE Basic Access, ET Proctor Proctor 01 proctor]@rhas.org
4908 - Rolling Hills Adult School (RHAS) _TE Teacher Access (Enhanced)  Teacher 01 teacher1@rhas.org le) Click NeW.

4908 - Rolling Hills Adult School (RHAS)  TE Enhanced (Data Manager).... ~Administrator 02 administrator2@rhas.org
4908 - Rolling Hills Adult School (RHAS)

TE Basic Access, ET Coordinator  Coordinator 02 coordinator2@rhas.org
4908 - Rolling Hills Adult School (RHAS)
4908 - Rolling Hills Adult School (RHAS)
4908 - Rolling Hills Adult School (RHAS)
4908 - Rolling Hills Adult School (RHAS)

( )

( ) TE Basic Access, ET Proctor Proctor 02 proctor2@rhas.org

( )

(@ )

( )
4908 - Rolling Hills Adult School (RHAS)  TE Basic Access, ET Proctor Proctor 03 proctor3@rhas.org

( )

( )

( )

(@ )

( )

TE Teacher Access (Enhanced)  Teacher 02 teacher2@rhas.org
TE Enhanced (Data Manager)...  Administrator 03 administrator3@rhas.org

TE Basic Access, ET Coordinator  Coordinator 03 coordinator3@rhas.org

4908 - Rolling Hills Adult School (RHAS)  TE Teacher Access (Enhanced) Teacher 03 teacher3@rhas.org

4308 - Rolling Hills Adult School (RHAS)  TE Enhanced (Data Manager).... Administrator 04 administratord@rhas.org
4908 - Rolling Hills Adult School (RHAS) ~ TE Basic Access, ET Coordinator  Coordinator 04 coordinatord@rhas.org
4908 - Rolling Hills Adult School (RHAS)

4908 - Rolling Hills Adult School (RHAS)

TE Basic Access, ET Proctor Proctor 04 proctord@rhas.org

TE Teacher Access (Enhanced) — Teacher 04 teacherd@rhas.org
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Screen Description

3. . . . L.
e Check Link with existing personnel —
ontainer
o o When a Personnel record exists in
Link with existing personnel: ¥
Container: ot 008 - your online account.
- ontainer: -

o Ifarecord does not exist, you will have
the option to link accounts when
adding the Personnel record.

4 & # Select Container
* [ uink with axiting personnet: O e (lick the Container field down-arrow.
Container: | Container: 43908 - Rolling Hills Adult Schaol (RHAS) -
\"_*_User Identification 44908 - Rolling Hill Adult School (RHAS) O SeleCt the container to add the new
® # User Contact 01 - RHAS: North Campus USer record
® Menu Access Rights 02 - RHAS: South Campus *
o Container Access Rights 03 - RHAS: East Campus ,
o 0t RHAS West Campas Note! Add Users at the Agency level when
|, ata Access Rig
5 RS S Centr linking accounts with Personnel records.
07 - RHAS: Central Library
11 - RHAS: North City
5. E View Organization Records Repo oo . . .
e User Identification will be the login
dentials for th U
E. - - ] - credentials tor the new User.
= : .
= Vsenlemay o Enter a Work e-mail address as the
+)|#) Select Contalner user name (recommended).
Link with existing personnel: [
Container: Container: o Enter a temporary Password.
2| U Identificati
I = Users are prompted to
User Account: m_perkins@rhas.org .
. _ change their password the
assword:
Retype Password: |******% ﬁI‘St time they log in
™
6 Groups: No groups selected.
) [Type here to search.. - &0 e Add the new User to an Access Group.
T e
["] No Concurrent L¢ ET Coordinator/Proctor -=- System -=- . .
) Password Reeyc o1 peorser o o You have three options to do this.
[7] Password Should| Tg Admin Access 4908 - Rolling Hills Adult School (RHAS) . .
2|[# uUser Con TEBasic Access 4908 - Rolling Hills Adult School (RHAS) [ ] Cth the Group fleld down-arrow,
TE Teacher Access (Basic) 4908 - Rolling Hills Adult School (RHAS)
c“"'“@ TE Teacher Access (Enhanced) 4908 - Rolling Hills Adult School (RHAS) 1L TYPe to Search for the Group‘
Title: " -
~ 2. Scroll to Select the Group.
@ 3. Select [Group] from Lister.
7 2| # User Identification
* | U Account [ permsGrmag e After selecting an Access Group,
Password: oo
e — o Click Add at right of the selected
Is Disabled
Groups: No groups selected Group.

[TE Teacher Access (Enhanced) [4908 - Rolling Hills Adult School (RHAS)]I Ral ~dd]
[ 1s Susnended

Table of Contents
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Step Screen Description

If the new User will need access to eTests

Group Name

Users m_perkins@rhas.org [}
——— ey

User Information

aojebineny

Container: 4908 - Rolling Hills Adult School (RHAS)

Full Name: Lead Teacher Mary Perkins

K view Organization Records Reports Tools Help

=TI | 505 - Roliing Hils Aduit School (RHAS) |~ [

First & Last

TE Teacher Access (Enhanced) [4908 - Rolling Hills Adult School (RHAS)]| % o
[ET Coordinater/Proctor  [-=- System -=-] - m Onllne to:
TOPSpro Enterprise
o Manage online testing (Coordinator).
I am Administrator 43.
I confirm this user completed Coordinator and Proctor certification training. o . .
I have copies of the Certificates of Completion on file. O Admlnlster Onlll’le testS (Proctor).
Click Yes to confirm.
* Add the new user to the
Y
— access group that matches
with their certification.
9 I EE) view oOrganization Records Reports Tools He User Adminisir
—_— ¢ Add Contact Information for the new User.
G- o) (e 208
S)2) Seuc comatanr e The minimum information required for
#  User Identification addlng an aCCOl,ll’lt IS
4| # user Contact
Contact ID (optional):
Title: leaﬂ‘lea(he[ﬂﬂlNumz' Mary Middle Name: Last Mame: | Perkins ] O Flrst Name.
2 o Last Name.
Phone: (123) 4567891
e ) o Email
Cell Phone: 1967) 654-3210
10. E View Organization Records Report .
¢ No other setup is needed for the new User
Users
E when added to Access Groups.
a =
i« User Information e From the Toolbar at top,
= C« ntainer: 4908 - Rolling Hills Adult Scl ool (RHAS)
Fu'l Name: Lead Teacher Mary Perkins @) Cllck Save.
Phone: (123) 456-7891
Address:
Email: m_perkins@rhas.org
E View Organization Records Report] .
e C(lick the Red X Box on the User record tab

and return to the lister.

Use the First/Last Name column filter to
locate the new User among the list of

records.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Access Groups

Step Screen Description

View Organization Records Repo

(TE_

|4908 - Rolling Hills Adult School (RHAS) | = |

r

Click the Red X Box and close the Users
lister.

Group Access Rights

Screen

For ease with managing Users through Access Groups, establish and maintain groups at the agency

level (i.e., parent container).

[l ELIFGLOI Records Reports Tools Help

Description

AEBG Consortia e From the Menu bal‘,

Agencies

Closees : o Click Organization.

p—uTerr
Access Groups L SeleCt ACCCSS GI'OHPS-
ieation ot

Personnel L3

Test Administrations

'WSCS Administrations

Forms L

Special Programs

Deleted Objects

Testing Stations

Testing Sessions

Testing Session Templates

Tests in Progress

view Organization Records Reports Tools Help T
e The tabbed page opens listing Groups for
Agencies to manage User Access to TE.
e TE Data Managers may —
4908 - Rollin...  TE Admin Access o Edit, Rename’ or Duplicate the
4908 - Rollin... | TE Basic Access
4908 - Rollin... § TE Teacher Access (Enhanced) defau}‘t Set Of groups added by
CASAS when setting up a new
online account.
B3 view oOrganization Records Reports Tools Help
P e TE Data Managers may also —

Access Group Information

¥ [#| Select Container

2| # Access Group Identification

Group Name: | TE Counselor Access

[ o selection ~
[¥] Usable in Child Containers

4 # Menu Access Rights

Rights: | (7] Test Results ®

[¥] skills Profile
(V] Individual Skills Profile

(V] Individual Skills Profile Summary

o Add new TE Access Groups to
manage users based on their role at
the Agency, such as a School
Counselor or the Registrar.
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Actess Group Identification

Menu Access Rights
Rights: Menu access has been restri
Container Acce

Rights: Mo container access rights are

Screen

eports  Tools  Help

R0 > 106 6

Group Name: TE Counsslor Access

s Mo users sevected,

ot this access group. By DEFAULT all containers under the main container are ENABLED.

Description

Groups have access to TE according to the
rights enabled in three areas:

1. Menu Access Rights
o Defines access to menus and

submenus.

2. Container Access Rights

Role Access Rights:

Personal Information Access Rights:

Supplemental Data Access Rights:

Add Access Riah

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

Role Access Rights:
Personalinformation Access Rights: ((TIEESTINNY . . .
. [ s el v el o Defines access to sites and sub-sites.
3. Data Access Rights
o Defines read-only access, or rights to
create, update, and/or delete data.
5. & || Data Access Rights

Granting Teachers access to TE requires
having a User record linked with a
Personnel record to identify their
Functional Role as the teacher for their
classes.

Teachers may,

o Generate Reports for their own
classes.

o Manage their Class Enrollment.
o Record Attendance.

o View Test results taken by students
enrolled in their class.

Ask CASAS! To apply the default set of Access Groups to your online account

Visit For more information about Access Groups is available from the training materials
Online SN library on the CASAS website at Home > Training and Support.
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Student Records

Steps to Add Student Records

The recommended approach to adding and editing Student records is from the Demographics list of

records. Using the Navigator to add or edit “child” records will ensure data entry accuracy with

prepopulated ‘parent’” information.

Step Screen Description
1. E View Organization LEULLIGEE Reports Tools Help ° From the Menu bar,
Students " Demographics
o I -
T T e .
Programs | Records o Click Records.
Tests
Certificates = Select Students.
Employment History
Places of Employment * C(lick Demographics.
2. _'"""' cet e From the Toolbar at top left of the
<R M I B e | e < Demographics page,
o o Click New.
3 nization Records Reports ools 7= 82 x
. New Student )| Pages T
Em— — ¢ A new tabbed page opens to input Student
Information.
o Select the Site where the student will
Site: |01 - RHAS: North Campus -
47 1dentification have activity_
Titla: First Mame: [ Manual Middle Name: Last Nama: |Rodriguez . .
R e e .- _ N e Enter the minimum (recommended)
:s:noono:; 7777777 Ds:z:w:u: - “”'"”':ﬂ:::":‘" “‘“'“’u“ :n_ o Identification.
= # Education
B o StudentID.
# Consumer Information

Note! Use eTests Online to collect and “fill-
in’ remaining Demographics, or add
students in TE automatically.

o First/Last Name.
o Gender.

o Birth Date.
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Screen

Description

4. E View Organization Records Reporis Tools Help . Clle Save from the Toolbar at top,
Demographics 321456987 - Manual... [
Navigater S N B B . i adding no other record for the Student at
et view StudentiniRe this time, the new record will not display in
In Program Years y/Site: 4908 /01 - RHAS: North Campus . .
the list of Demographic records
Student Records Student: 321456987 / Manual Rodriguez X g P
Class Enroliments Add Entry/Update Record automatlcallY'
Class Record P
e Tests o This is because the Student has no
e =0 activity in the current program year
¢ sie ¢ Stdentin e (i.e., no In Program Years record.)
A d
Certrficates
Demographic History e Adding any record from the Navigator, such
Empleyment Histery as results from a paper Test, will add the In
Program Years record automatically.

e Adding paper Test results also prepares the
online system to give the student the next
assigned test in eTests Online automatically.

’ . ontinue wi oadd a record for new student.
5 Continue with steps to add a Test record for the new student

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Test Records

Steps to Add Test Records

Use the Navigator from the student’s Demographics record to add a Test record. Again, this

recommended approach will ensure data entry accuracy with prepopulated “parent’ information about

the student.

Screen

1. (TE

View Organization Records Reports Tools Help

Description

New Test [}
NENIENEN Go To Link

Demographics 321456987 - Manual...

Tact Infarmatign

I Site: 01 - RHAS: North Campus Program Year:

Student: 321456987 / Manual Rodriguez
Assessment Date: 6/11/2018 Form Code: Form Name:

® # Select Student in Program Year

& |# Assessment Info

Assessment Date: 6/11/2018

Assessment Type: [] Fixed Form [ EL Civies Additional Assessment Form [+

V! Appraisal [] Observation L
[ Fixed Form Locator (V) Long CAT L
N [ Practice [| CAT Locator L

Fj 1 ’ l185R - Life and Work Reading Level C | hd

Score Override: [/ Raw Score: |29 ]Scale Score: y

Passed: ]

Accurate: ] Retested: | |

e From the Navigator at left,
Demographics 321456987 - Manual... [
Navigator \ o Click Tests.
Edit / View Student Information e From the student’s Tests lister
7
In Program Years Agency/Site: 4908 /01 - RHAS: North Campus
Student Recards Student: 321456987 / Manual Rodriguez o Click New.
Class Enroliments Add Entry/Update Record
Class Records
Program Enrollments
® Site ¢  Student ID e
b 4
K3 view organization Records Reports Tools Help .
Demographics 321456987 - Manual... ® A new tabbed page Opens to lnput TeSt
g e information.
‘E Test Information
m site: 01 - RHAS: North Campus Program Year: ° The Test record prepopulates Wlth Site,
Student: 321456987 / Manual Rodriguez .
Assessment Date: 6/11/2018 Form Code Form Name: Program Year and Student flelds
2 |4 Select Student in Program Year automatlcally_
Student: | site: [01 - RHAS: North Campus =
Program Year: (77172017 - 6/30/2018 (Current - ° Enter the Assessment Date.
Student (321456987 Manual Rodriguez / 01 - RHAS: North Campus | ~
Class Instance: [No selection -~ o Use the drop-down Calendar
Assessment Date: \L /112018 [~
o Or type the Date.
E View Organization Records Reports Tools Help .
e For Assessment Information,

Scoring Option #1

o Click the Form field down-arrow,
and select a Test Form.
* Type to Search.
= Scroll to Select.
= Select from Lister.

Check Score Override.
o Enter the Raw Score.

Scale Score auto-populates after saving the
record.
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Screen

E view Organization Records Reports Tools Help

User. Admin
Demographics 321456987 - Manual... 321456987 - Manual... B

4_ / Score Override: | | Raw Score: Scal Score: |
Accurate: O] Passed: (] Retested: [ |
2|4 Assessment Items
Item Resy 102345 |6|7)8f9]0

|2 |8 Jic o [ 6 [c|ofafs
1112|1314 15| 16|17 |18]19] 20
[c o fla [ [c [lo [a & fc o
21(22|23|24|25|26|27|28|29|30
[ [8_Jic [lo f s Jc Jo |a s
31(32|33|34|35|36|37|38
clofafs fcfolals] J
Scoring Option #2

Description

* You also have the option of entering item
responses if you plan to generate
performance reports from test results.

o Leave Score Override unchecked
o Enter Responses to each test item.

¢ Raw and Score Scale auto-populate after
saving the record.

e C(lick Save from the Toolbar at top.

Test Information

Student:

Assessment Date: 6/11/2018 Form Code: 185R

cords  Reports  Tools  Help

ization -
321456987 - Manual... B
Q@ e s

Site: 01 - RHAS: North Campus Program Year: 7,

Form Name: Lif

08

e C(Click the Red X Box on the Test record tab
and return to the student’s Demographics
record.

Demographics [

) o1 - RHAS: North Campus| =

View Organization Records Reports

Tools

e You will now see the new record in the
student’s Tests lister.

o Click Refresh in the Tests lister
Toolbar if needed to display Tests.

Help

Demographics B

01- RHAS: Nort.. 321456987  Rodriguez
] —

g - Student Last First Mic
- Site ¢ D 1 Name 2 Name = Na
i Y 3214 v 4 Y
[starts with| ~ [321458987 Jenny B
m ola Samuel A
L Billy 5
8 EG) view Organization Records Reports Tools Help
.

6/11/1968

e (lick the Red X Box on the Student record
tab and return to the Demographics lister.

e (lick the Filter icon in the Student ID
column.

o Enter the Student ID.
o Click OK.

Male

¢ The new Student record is now in the
Demographics list of records for the current
program year.

ACTIVITY: Sign back on as your fictitious Teacher to Enroll the Student in your Class and see the
student’s Test record. Note: Student record must be at the Class Site to enroll and see Tests taken at any

site.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved. Table of Contents p) 9
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Steps to Add Class Records

Overview
e The CASAS Online System offers two methods for adding Class Records to your online account
with -
» TOPSpro Enterprise (TE) through —
1. Manual data entry, or
2. Import from a 34 — Party System or fillable Import Template.
e Adding Classes in the CASAS Online System is a two-part process.
1. Class Definition — defines classes as they occur across time.

2. Class Instance — adds instances of classes occurring within a program year (i.e., July 1 -
June 30).

Class Definitions

e The first record to add for the new Class is the Class Definition record.

e The Class Definition record defines what class occurs across time.

Screen Description

Organization [T TR Y TTy SR T

e Classes are manually added —

Agencies
Sites
Classes " Definitions

Instances

o From the Organization menu, and

o Selecting Classes.

Authentication Settings

e Each Class set-up in your online account has

Personnel LJ

Test Administrati o e e
s Pemimstrations o One Definition record, and

Forms 4
Special Programs

o An Instance record per program

Testing Stations
Testing Sessions year

30 Table of Contents ©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.
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Step

Description

2_ Organization JEGTTE R G LTy TS 11
- e Toadd anew Class,
Agencies
l Classes o Definitions (@] Clle Definitions.
Users Instances
Access Groups
Authentication Settings
Personnel »
Test Administrations
Forms 4
Special Programs
Testing Stations
Testing Sessions
3. View Organization Records Reports Tools Help . . o e
e Alist opens to display Class Definition
Class Definitions [} ds i li t
EZ2) | 4205 - Roliing Hills Adult School| = records In your onliine account.
: Site 1 Class1D | & Class Description e By default, the list is sorted by Class ID.
T
6 - Southwest Campus ESL - Intermediate Low ° TO add a new Class Definition record’
6 - Southwest Campus 002 ESL - Intermediate High
6 - Southwest Campus 003 ESL - Intermediate High o From the Toolbar at tO ].eft Of the
6 - Southwest Campus 005 ESL Intermediate Low - Distance... . p
1- North Campus 1 ABE list,
1 - North Campus 1001 ABE Intermediate
11 - North City ESL 110 Low Beginning =  (Click New.
11 - North City ESL 111 Intermediate High
11 - North City ESL 112 Mixed ESL
1 - North Campus 12345 ESL - proxy
1 - North Campus 210 Concurrent - afterncon
S ELTR T LTHGH RO EIL] o A new tab opens to input Class Definition
Information in two distinct sections.
® # Select Site
1. Selecting the Site, and
T | initi . o age
#| Class Definition 2. Entering Class Definition
information.
5. &||# Select Site .
e All Classes are set-up at Sites.
ite: - Rolling Hills Adult School = ]
i e To select a Site,
Class 1 - North Campus . 3 1
o Click the down-arrow in the Site
Cour: 11 - North City ESL .
o field, and
ass 2 - South Campus

3 - East Campus

4 - West Campus

5 - Sunrise Center

6 - Southwest Campus

SI - SI Testing

o Select a Site from the drop-down
menu.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Class Records

Step
6.

Screen

& |# Select Site

Site: [1 - North Campus b

& |#| Class Definition

[ Class ID: (10001 }:xtended 1D: [FALL
Course Code:
Class Description: | ABE - Multi-Level

Description

e The Class ID is assigned by the agency to
uniquely identify a Class at a site.

¢ Enter a unique Class ID.

Note! This is a mandatory field and should match
with a 3 Party System if you plan to exchange
data between systems, such as importing Class
Enrollments or Attendance Hours.

7. 2|4 Select Site .
e Use an optional Extended ID to make
Site: (1 - North Campus = multiple instances of the class from a
&/|#) Ciass Definition common Cass Definition.
Class ID: 10001 Fxtended ID: |FALL ] .
— — e For example, if the Class occurs each
Course Code:
semester per year,
Class Description: | ABE - Multi-Level
o Extended ID: FALL allows you to
use the same Class ID in Fall of the
current program year and in Fall of
each program year thereafter.
8. 2| |# Select Site . .
e Course Code is optional.
Site: |1 - North Campus v
o e A course code records class content
2 ||#| Class Definition . . Lo
according to local or statewide definitions.
Class ID: 10001 Extended ID: [FALL
[ Course Code: | ] e If entered, the course code appears in
Class Description: IABE - Multi-Level reports Wlth the Class ID
9. 2.4 Select Site

Site: |1 - North Campus hd

@ | |#| Class Definition

Class ID: 10001 Extended ID: | FALL
Course Code:

Class Description: | ABE - Multi-Level [

e To describe a Class offered at a particular
Site,

o Enter the Class Description as
identified at the agency or from a
registration system.

o This is a mandatory field

32 Table of Contents ©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.
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Screen Description

10. E View Organization Records Reports Tools Help

e From the Toolbar at top of the New Class
Definition Information record,

Class Definitions New Class Definition

Class Definition Information o Click Save.

sojebiaeny

Agency/Site:

Class ID: 10001 Extended [D: FALL
Course Code:

WTUs Available:

@ |# Select Site

Site: [4908 - Rolling Hills Adult School -

2 |# Class Definition

Class ID: 10001 Extended ID: | FALL
Course Code:
Class Description: | ABE - Multi-Level

B3 view organization Records Reports Tools Help

Class Definitions 10001 - ABE - Mult... 3

Class Definition Information
B Rgenoisne (e} NaVigator at left to add and access

Class Records Class ID: 10001 Extended ID: FALL “ . P
- Course Cods: child”-related records for the Class, and

WTUs Available:

e The new Class Definition record screen splits
to display the —

Class Enroliments

o Class Definition Information at the
right.

2 | Class Definition

Class ID: [lOGUl Extended ID: | FALL

Course Code:
Class Description: | ABE - Multi-Level

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved. Table of Contents 3 3
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Class Instance

e The next record to add for the new Class is the Class Instance.

¢ The Class Instance record identifies when the class occurs during a program year.

Screen Description

e From the Navigator at left of the Class
Definition Information record,

o (Click Class Instances.

e To add an Instance for the Class,

Classip | o EXtended o goc paccription

o Click New at right.

e A new tab opens to input Class Instance
Information in three distinct sections.

Class Instance Information L. Class Definition
Class Description: 10001 - FALL - ABE - Multi-Level 2. Class Instance
Program Year: Class Note 3. Intensity
Class Start Date: Class End

WTUs Available:

= | # Select Class Definition

% | # Class Instance

= ||# Intensity

Ao
3. 2 |# Select Class Definition . R .
tossDetimtion{( e = ¢ Using the Navigator is the recommended
Program vean \ - approach when adding records that are
Class Definition: [10001 - FALL - ABE - Multi-Level -
J related.

Recommended! Site and Class Definition fields *  When using the Navigator to add a Class
auto-populate saving time and ensuring Instance from the Class Definition record,
accuracy with manual data entry.

4. 2 [#| Select Class Definition
N ‘ e To select the Program Year,
Program Year: ‘7/1/2014 - 6/30/2015 (Current) ~ .
o Click the down-arrow and

CT3ee DETmIon. T72015 - 673072016

[7/1/2014 - 6/30/2015 (Current)
; _ 7012013 - 672072014 o Select the Current Program Year
= #| Intensity 7/1/2012 - 6/30/2013

/201 - 530/2012 from the drop-down menu.

7/1/2010 - 6/30/2011

®||#| Class Instance

3 4 Table of Contents ©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.
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Step Screen escription
5. 2 # class Instance . . .
(Class Start Date: 8/11/2014 ()| classEnd Date: [12/18204 [ A The next section PTOV1des details about the
Instructional Programs: | () N/A () citizenshi
\. ’ [/ Basic skills (ABE) [ | High S:hcpo\ Dif - E]) Class IHStance'
M EsL ) Hse Sun Mon Tue Wed Thu Fri Sat
(O est/Gitizenship_[) CoreerfTechea] 30 1 2 3 4 5 6 For Class Start and End Date, click the
Special Programs: () None f_'Fam\IyL Z © 2 o i e
Ot Oword 1 15 16 17 [l 15 20 drop-down calendar.
"] Community Corrections Wmor\:g d M & & B dd
28 29 30 31 1 2 3
e Dot s 5 5 7.8 3 o Select the Start Date.
o Select the End Date.
nstructional Programs: itizenshij (") Workforce Readiness ] Parent Education
6. |’ o EE;(’ HSE” E:Mjw QE{::’;E;;M Check the Instructional Program that best
(] eSL/Citizenship  ["] Career/Tech Ed ["] Home Economics [ | ROCP deSCI'ibeS the ClaSS Offering
7. Special Programs: [ None [ Family Literacy [_)A\lsrrr\alws Ed. [K12] [ cBeT . X
o e e Check a Special Program to further define
S el E:;;";f:s the class offering if applicable, such as —
o Distance Learning.
8. Transition Focuses: O A oge .o
A Transition class has a specific purpose to
T Tranemons To workiorce training prepare students for entry into
[ Transitions to postsecondary education postsecondary education/ training/ or an
ﬁ This class does not focus on transitions . .
apprenticeship program.
Check a Transition Focus that applies to the
class.
9. . .
Focus Area: | MN/A - If apphcable,
o . .
[N’r A Select the English Literacy Focus

Civic Participation

Citizenship Preparation

Area from the drop-down menu for
the class otherwise,

= Leave N/A selected.

Class Notes: (
10' CBEDS Code: [

Note! CBEDS Codes reflect instructional
practices and CA state curriculum

Enter Class Notes to provide additional
details about the class.

If applicable, enter the California Basic

guidelines. Educational Data System code.
Instructional Setting: O N/A
11. . .
O Learning Center/Lab (® Classroom plus Distance Learning Instructlonal Settlng 1S the Contextual
O Tutorial Only . ey . . .
O Tutoria plus Leaming Lab characteristic of the setting where actual

instruction takes place.

Select the Instructional Setting that applies
to the class, such as -

o Classroom plus Distance Learning.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Ste

12 Physical Setting:
.

Description

(O Community College ) Home

O High School

() CBO Center

iAdult School ; Correctional Facility iCummunily site ° Physical Setting 1dent1f1es the environment
ol Library © Other . . .
O Middle/unior High Schoo! () Work Site of the classroom, or instructional setting, to

support teaching, or learning.

Select the Physical Setting that applies to
the class.

13. Start Time:

(Ol Evening (after 5pm)

Identify the time of day when the class
starts.

14 Computers used in class: ‘Cunnacted to Internet ¥
.

Connected to Internet

| Not connected to Internet

N/A

P s used in lab: |[N/A hd

Specity if Computers are used in class or in
a lab and whether or not computers are
connected to the Internet.

15. |« # | Intensity

Days per Week:

Hours per Week:

4

Fra—

Estimated Total Hours per Class/Term) | 216 )

E@ view Organization Records Reports  Tools  Help

Class De/initions 10001 - ABE - Mult... 10001

e Information

10001 - FALL - ABE - Multi-Level

/2015

2|2 Class Instance

Class Start Date: (12152018 7]

For Intensity, enter the number of

o Days per Week when the class meets,

o Total Hours per week, and

o Estimated Total Hours per Class or
Term

Class End Date: [12/18/2014  []

Instructional Programs: | () N/A [ Citizenship

[¥] Basic Skills (ABE) [~ High School Diploma
Dest [ Hse

[ ESL/Citizenship [ | Career/Tech Ed

[~ Workiorce Readiness (| Parent Education
(7] Adults w/Disabilities [~ Older Adults

[ Health & Safety ["] Other Program
("] Home Economics [ | ROCP

[ Family Literacy
[ 1ait [ Workplace Ed.
[ Community Corrections [ Tutoring

[ state Corrections
[C] Homeless Program

Special Programs: ] None

[ Special Needs

] Alternative Ed. [K12] [l cser
["] Non-tradiitional Training [~ | Other
[ EL Givies

[#] Distance Leaming ] Carl Perkins

[ Even Start

Transition Focuses: ONA

[¥] Transitions to work

[ Transitions to workforce training

[ Transitions to postsecondary education
[ This class does not focus on transitions

Focus Area: (a5

Class Notes: (

CBEDS Code: [

Instructional Setting: OnA © Classroom

O Learning Center/Lab
O Tutorial Only
O Tutorial plus Leaming Lab

(® Classroom plus Distance Learning

) Distance Learning only

2/[#| Intensity

Days per Week: (4

Physical Setting: Ona © Community College ) Home
@ Adult School © Correctional Facility ©) Community Site
) Elementary School O Library O Other
© Middle/lunior High School () Work Site
) High School ) CBO Center
Start Time: Ona
@ Moming
O Afternoon
O Evening (after Spm)
Computers used in class: [Connected to Internet| = Computers used in lab: [N/A -

To save detailed information about the Class
Instance,

o From the Toolbar at top of the
record,

=  (Click Save.

3 6 Table of Contents
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Screen

View Records Helo

Class Definitions

Organization Reports  Toolks

10001 - ABE - M B
——— ——— —
=

10001 - ABE - Mult...

Class Instance Information

aojebineny

Class D tion: 10001 - FALL - ABE - Multi-Level

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

Class Start D Class End Dai

WTUs Avai

66 »00 CIITEE

Description

Click the Red X Box on the Class Instance
tab to close the new record and return to the
Class Definition record.

Class Definitions

View Organization

10001 - ABE - Mult... [E3

Records Reports Tools Help

4908 / 1 - North Campus
10001

Class Enroliments
Extended ID= FALL
Class Records

Teachers

Class Definitions

View Organization Records Reports Tools Help

New Class Definjé =

TN (N (D |

Class vernniton Information

4908 /1 - North Campus
10001 Extended ID: SPRING

WTUs Available:

a|# Select Site

Site: |1 - North Campus -

l Extended ID: | SPRING

Class Description: [ ABE - Multi-Level

a|#| Class Definition

Class ID: [ 10001

Course Code: [

The new Class Instance record is now listed
at right of the Navigator in the Class
Definition Information record.

A Class Definition and Instance for the
same class occurring in the Spring may be
added at the same time.

From the Navigator at left,
o Click Edit/View and then

From the Toolbar at top,
o Click Duplicate.

Class Definitions

View Organiz=tinn Darnrds  Danncts  Tnols  Help

In the new Class Definition Information
record,

o Change FALL to SPRING, and then
o From the Toolbar at top,
= (lick Save.

Navigator

Edit / View Class Definition Information

Class Instances

Class Enroliments

4808 / 1 - North Campus

10001 Extended ID: SPRING

Class Records

Teachers

Class Instances
Prow & J iter v I Columns =

Extended
2 ID

* Site
T

1 Class ID
T

* Clas:

T

Click the Red X Box on the Class Definition
tab to close the new record and return to the
Class Definitions Lister.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Screen

B3 view organization Records Reports Tools Help User: Administrator

Class Definitions [

<+ Site 1 ClassID | = Class Description 2 Extended ID
T T T T

ESL - Intermediate Low
ESL - Intermediate High
ESL - Intermediate High

- Southwest Campus 001

- Southwest Campus 002

- Southwest Campus 005 ESL Intermediate Low - Distance...

6
6
6 - Southwest Campus 003
6
1

- North Campus 1 ABE

1 bloch SCl

finition Information

Description

To add an Instance of the Fall class in the
Spring,

o Double-click to open the Fall Class
Definition record.

10001 - ABE - Mult... [}

Duplicate

Class Instance Information

Class Description: 10001 - FALL - ABE - Multi-Level Agency/!

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

Class Start Date: 8/11/2014

WTUs Available:

Class instance Information
Class Description: 10001 - SPRING - ABE - Multi-Level Agency/Site: 4908 /1 - North Campus
Class Notes:

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

Class Start Date:  1/19/2015 Class End Date: 5/22/2015

WTUs Available:

2| Select Class Definition

Class Definition: | Site: |4908 - Rolling Hills Adult School i

Class Definition: [10001 - SPRING - ABE - Multi-Level -

From the Navigator at left of the Fall Class
Definition record,

o Click Class Instances.
o From Class Instances list at right,

* Double-click to open the Fall
Class Instance record.

From the Toolbar at top of the Fall Class
Instance record,

o Click Duplicate.

2 2 Class Instance

1/19/2015 (] Class End Date: | 5/22/2015 [~

Class Start Date:

In the new Class Instance Information
record,

o Use the drop-down menu and

* Select the Spring Class
Definition record, and then

o Change Class Start and End Date.

From the Toolbar at top,
o Click Save.

3 8 Table of Contents

©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.




Class Records

eTeszs’ TOPSpro

enterprise

Screen

Class Instance Information
Class Description:
Program Year: 7/1/2014 - 6/30/2015
Class Start Date: 1/19/2015

WTUs Available:

Class Definitions 10001 - ABE - Mult...

10001 - SPRING - ABE - Multi-Level

Description

Click the Red X Box on the Class Instance
tab to close the new record and return to the
Class Definition record.

e C(lick the Red X Box on the tab to close the
Class Definition record and return to the
Class Definitions Lister.

Navigator

|
Edit / View
Class Instances

Class Enrollments

Agency/Site:
Class ID:
Class Records

Teachers Course Code:

WTUs Available:

o s

Class Description 2 Extended ID ‘ s
12

(R 500 - g s At Schosi] =

+ Classip | =

Class Definitic

[print - IS
[view -}

Class Description

ESL - Intermediate Low

- Central Library o001
)7 - Central Library 002
7 - Central Library 003
)7 - Central Library 005

e Click Refresh to display both ABE — Multi-
Level classes for
o FALL and
o SPRING semesters.

e To view related records, at far right in the
Toolbar,
o Click More, and then from more
buttons available,
= (lick Child Lister.

te ESL
~Spring 2012

= City - Spring 2014
i High Intermediate ESL
G Spring 2014

11162 K = Centre City 4C - Fall

Class Instances

[ew = Jruer ] cotumns = ] sort 11 peere <]
Extended | _

= site 1 Class 1D| -
v T v

Class Description

e From the Child Lister Navigator at left,
o Click Class Instances.

e With the ABE — Multi-Level FALL Class
Definition record highlighted in the top
page,

o The Class Instance record will
automatically display in the Child
Lister page at the bottom.
e From the Class Definitions page at the top,
o Click to highlight the ABE — Multi-
Level SPRING Class Definition

01 - North Ca... 10001

ABE - Multi-Level

record.
=  The Class Instance record for the

Spring now displays in the Child
Lister page at the bottom.
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Import Class Data

Step ‘ Screen ‘ Description
L. Mame - e See TOPSpro Enterprise Data Exchange
Specifications for more information about

]| ATT - Attendance Data importing Class Data.
CLS - Class Data
| DEM - Demographic Data
ENTR - Entry Data

» IMPORT: CLS - Class Data

e A folder of TE Data Import Templates is
available from the CASAS website to help you

HSE - High 5chool Exam Results populate your online account without manual
PERS - Personnel and User Data data-entry or 3 Party System.

5C5 - Student Class Status o Go to: Home > Product Overviews >

5P5 - Student Program Status Software > TOPSpro Enterprise >

TEST - Test Data TOPSpro Enterprise Help > Data

Exchange > TE Data Import Templates

UPDT - Update Data
Note! Before importing Class Data, import
Personnel Data first to assign teachers to classes —
i.e., automatically add Functional Roles.

> IMPORT: PERS - Personnel and User
Data

4 0 Table of Contents ©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.
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Steps to Add and Link Personnel Records

Personnel records are part of the organizational structure of an online account and include

Registration, Functional Role, Employment Record, and Professional Status information.

Personnel Registration

AU Organization

AEBG Consortia
Agencies
Sites
Classes

Users

Access Groups

Records

ieadico.coiiinos

Reports Tools Help

Personnel

Forms
Special Programs

Testing Stations
Testing Sessions

Tests in Progress

Testing Session Templates

Registration
Employment Records
» Functional Roles
Professional Status

2. Organization GG

Agencies
Sites
Classes »

Users
Access Groups
Authentication Settings

Reports Tools

Step Screen Description

Help

Personnel M

Test Administrations
Forms »
Special Programs

3 MG

Personnel [}

View Organization

Registration

Functional Roles

Professional Status

Records Reports Td

908 - Rolling Hills Adult School (RHAS)| ~ it

L1

Container

Personnel ID

T

e From the Menu bar.

o Select Personnel.

» (lick Registration.

e To add a new Personnel record,

o Click Registration.
e A tabbed page opens to the list of Personnel

records in your online account.

e From the Toolbar at top left of the list,

o Click New.
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Step Screen Description

4. Personnel Information
e When a User record exists in your online

2| # Select Container account,

Link with existing user: [V

o Check Link with existing user.

User: | Container: 4908 -

5 Personnel Information

* a4 select container e C(lick the Container field down-arrow.
Link with existing user: (/]
User: Container: 4908 - Rolling Hills Adult School (RHAS) - o Select the Agel’lcy level
User: | (008 - Rolling Hills Adult School (RHAS) (re commen de d)

=/ # Personnel Identification 01 - RHAS: North Campus
02 - RHAS: South Campus .
I o Or Site level.
04 - RHAS: West Campus
05 - RHAS: Sunrise Center
07 - RHAS: Central Library
11 - RHAS: North City

6. E3 view organization Records Reports Tools

o e You have three options to select an existing
REEEERE) Go To Linked
User.

Personnel Information

Container: 4908 - Rolling Hills Adult School (RHAS)

e (lick the User field down-arrow,

Personnel: -

2| Select Container

Link with existing user: [v/| 1. Type tO Seal‘Ch fOI‘ the USGI‘.
User: Container: ‘4905 - Rolling Hills Adult School (RHAS) e
s ( 1 ’ (Trpe here o search - 2. Scroll to Select the User.

1@rhas.org

10@rhas.org 10 .
e——— - H 3. Select [User] from Lister.
12@rhas.or 12

ws@maso: 13 Middle Ni

14@rhas.org 14

administrator 5@rhas.org Administrator 15
rhas.org Administrator 16 ®

Select from Lister...

7 K3 view organization Records Reports Tools Help
.

i ¢  When the User is located,
Personnel Information o Click on the User to select.

Container: 4908 - Rolling Hills Adult School (RHAS)

2
£
H
&
s
g

Personnel: -
2//#  select Container

Link with existing user: [/

User: Container: ‘49“5 - Rolling Hills Adult School (RHAS) -

User: [m_perkins -

. m_perkins@rhas.org mary perkins

i Clear selection [ Select from Lister...

Personnel ID:
Title: Last Name: Middle b
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4 /| Select Container
Link with existing user: [
User: Container:

User:

4908 - Rolling Hills Adult School (RHAS) -

[ newuser @agency.org - Teacher New User
- —

c #  Personnel Identification D
User Account: [newiser agency o

Personnel ID: |43

N Teacher  Last Name: [User Middle Name: First Name: [New |

9. TE

aoyebiaeny

Personnel

View

View Organization

Personne!

Containe "

Personne - 43 -

Organization

Records

Pers onnel Information

4908 - Rolling Hills Adult School RHAS)

Mary Perkins

Records Reports Tools

43 - Mary Perkins [

Step Screen Description
Personnel Information

Personnel Information fields auto-populate
after selecting and linking the User.

o Enter an Agency Personnel ID.

From the Toolbar at top,
o Click Save.

Help

Personnel Employment

Professional Status

Navigator
Edit / View
Functional Roles

Personnel Information

Container: 4908 - Rolling Hills Adult School (RHAS)

Personnel: 43 - Mary Perkins

Functional Roles

Sort :

+ Container 1 Personnel ID

T

<+ Name

-~

The new Personnel record page splits
automatically with

o Personnel Information at right

o Navigator at left to add and access
Personnel records.

Click the Red X Box on the Registration tab
and return to the Personnel record.

Functional Roles

Functional Roles identify personnel involved in the administration and teaching of adult learners.
Personnel may have more than one Functional Role within the agency. Adding Functional Roles for

teachers gives them access to their classes at any time from any location with Internet connection.

Personnel

View Organization

Screen

Records

43 - Teacher New User [

Navigator

Functional Roles

Py

Professional Status

Reports Tools

Help

[cancer o]

Personnel Information

Functional Roles

New & J Fiter ¥ J columns

= Ci

1 Per 1 ID

T

Description

From Navigator at left of the Personnel
Information record,

o Click Functional Roles.

To add a Functional Role for the Personnel
member,

o Click New at right.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Screen

Description

2 Functional Role Information . .
Container: 4908 - Rolling Hills Adult School (RHAS) A new tab Opens to mpllt FunCtlonal ROle
L Information in three sections.
Personnel: 43 - Teacher New User
2/1#] select Personnel 1. Personnel information,
Personnel: | Container: rl4908 - Rolling Hills Adult School (RHAS) v
personnek (& TeacherNew User = 2. Container to associate the role.
@ |# Select container/associatons for role . o .
conta : _ 3. Role Identification.
ontainer: | Container: &1908 - Rolling Hills Adult School (RHAS)J -
Class Definition: No selection v . .
o ' {N ‘ “: Personnel and Container fields auto-
pecial Frogram: 0 selection v
populate when using the Navigator to add
records.
3 2 |# Select container/associations for role A .
container: | comamer = To link the Personnel member with a Class,
Class Definition: [rype here to search... ks . L. .
e ———rere — o Click the Class Definition field
002 ESL - Intermediate High
=% Role dentification 003 ESL- Intermediate High H down-arrow and
005 ESL Intermediate Low - Distance Learning
1 ABE
1001 ABE Intermediate
1002 ABE-éEC ' " Type to seal‘ch.
110 Low Beginning
W L = = Scroll to select.
= Select from Lister
o Select the Class.
4 Functional Role Information .
Contaners 4308 - Roling Hils Adlt School (RHAS) If the Personnel member is not a teacher,
Class Description: 1 - Low Intermediate ABE . .
e o Leave “No selection” in the Class
(2).#] select Personnel Definition field.
|= Container: |4908 - Rolling Hills Adult School (RHAS) v
Personnel 43 - Teacher New User - -
Special Program will auto-populate if
2 # Select container/associations for role defined for the Selected ClaSS.
Container: | Container: [4908 - Rolling Hills Adult School (RHAS) A
Class Definition: l1 - Low Intermediate ABE -
Special Program: [No selection v
5. 2|# Role Identification

Functional Role: () Administrator
() Scorer

@ | (®) Teacher |

Start Date: 7/1/2017 [~
End Date:
! nd Date E|

For Role Identification,

o Select Administrator, Scorer, or
Teacher.

o Select the Start Date when the role
begins.

o Leave End Date empty if the role
will continue across program years.

4 4 Table of Contents
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6_ E View Organization Records Reports Tools Help

e From the Toolbar at top,
o Click Save.

43 - Mary Perkins New Functional Role [

No ltems

Persc nel

——

F M ule Information

Container: 4908 - Rolling Hills Adult School (RHAS)

Class Description: 113 - ESL Advanced - Distance Learning

Personnel: 43 - Mary Perkins

7. E View Organization Records Reports Tools Help

Personnel 43 - Mary Perkins
[New © | velete X Jouphcate 1 o Click the Red X Box on the

R e Functional Role tab and return to
Container: 4908 - Rolling Hills Adult School (RHAS]
the Personnel record.

e Return to the Personnel record.

aoyebiney

Class Description: 113 - ESL Advanced - Distance Learning

Personnel: 43 - Mary Perkins
2 Role Identification
Functional Role Teacher
Start Date: 7/1/2017
Related Class: 113 - ESL Advanced - Distance Learning
8' m View Organization Records Reports Tools Help . . .
: e The Functional Role record is now listed
Personnel 43 - Mary Perkins [ .
. with the Personnel record.
Navigator
Edit / View Personnel Information
Container: 4908 - Rolling Hills Adult School (RHAS'

o e Note! Personnel may have more than one

Professional Status Functional Roles F .
nctional Role at th ncy.
ew & Jriter ¥ P columns = sort 81 o] unctional Role at the agency

- Pe... Class
# Container . ID # Name > ID
T T 4
43

4908 - Rolling... Mary Perkins 113

Employment Records
The next record to add for Personnel is information about their employment. Personnel may have

more than one Employment Record to identify different types of employment within the agency.

Professional Status
The last record to add for Personnel is information about their professional status.

AR Detailed steps for adding Personnel Employment and Professional Status records
On Iiie N ame available from the training materials library on the CASAS website at Home >
Training and Support.
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ACTIVITY: Access the New Teacher’s Class

Screen

Description

Class Instances

113 - ESL Advanced...

Navigator

Edit / View

Class Instance

Attendance

Class Enrollments

Class Description:

Program Year:

Class Records Class Start Date:

Tests WTUs Available:

Information

S| Advanced - Distance Learnin

17 - 6/30/2018

7/1/2017

1, TE View Orga
v e At top left of your screen,
Lock . .
o Click the TE icon.
Disconnect
= o Click Disconnect.
Options...
Exit
9
2. e .
Rt i - ¢ Login as the Teacher.
State/Agency{/Site):
TGPS . o Enter Credentials.
pro
o Click Connect.
CASAS
3, \/C"A Organization
G . e From the Menu Bar at top,
onsortia
Agencies . . .
sitcs o Click Organization.
Classes " Definitions
e Instances o Click Classes.
Access Groups
Authentication Settings .
o Click Instances.
Personnel 3
E3 view organization Reporis
e The teacher’s Class will display in the list.
| 4908 - Rolling Hills Adult School (RHAS)| ~
€055 - o poseripion | - - tostuctions e Double-click on the Class to open the
record.
- RHAS: North City 113 ESL Advanced - Distance... /2017 6/30/2018  ESL/ELL
E View Organization .
e  With access to Classes, teachers can —

o Record Attendance.

o Enroll students and update their
Status in class.

o View Tests taken by students
enrolled in the class.

o Generate Student & Class Reports.

e Note! For training, you will need to Disconnect from TE and then Connect again with
your Admin account to proceed with the next steps.
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Scanning Data

Scanning is a commonly used method for entering data into TOPSpro Enterprise (TE) Online using an
optical mark reader (OMR), or scanner. For a list of OMR compatible scanners, visit the CASAS website

at Home > Product Overviews > Software > TOPSpro Enterprise.

There are eight answer sheets for use with TE. These answer sheets provide agencies with options for
gathering demographic, testing, program, and accountability information. Answer sheets also simplify
the process of capturing new data required by many federal reporting requirements. A list of answer
sheets used with the type of data you plan to bring in to TE can be found on the CASAS website at:

Home > Product Overviews > Software > TOPSpro Enterprise > Answer Sheets and Test Records.

A set of simulated scanning files is available from the CASAS website at: Home > TOPSpro Enterprise

Help > TE Hands on Training > SimScan Files to learning the features of scanning in a “controlled”

environment. This will ensure that you follow the same steps and learn these concepts as they relate to

TE without concern for any specific features of your own agency’s scanner.

Prepare Records for Scanning

Before bringing any new data into TE through scanning, it is recommended that you prepare the

answer sheets and test records to minimize errors when scanning.

Students are given specific directions for marking answers.

Directions for marking answers Right Wrong
e Use No. 2 pencil only » Make dark marks that fill oval completely O FWORNONE IO,
e Do NOT use ink or ballpoint pen e Erase cleanly any answers you change o ®© o &

To prepare for scanning, visually inspect answer sheets and test records for quality of marks. This will

ensure that all bubbled information reads correct when scanned.

e Fill in marks that do not fill the oval completely.
e Darken marks that may be too light for the scanner to read properly.

e Erase errant marks and answers that were not erased cleanly.

Take note of ID and Date fields for accuracy.

©*srupentientiFication @ genper © Male  [© HisHesT
O Female SCHOOL e S S
[T L1] |
e e e ® DATE OF BIRTH COMPLETED +  NUMBER pe TEST DATE
19 FEr B | 21 ]v] |
DDDODDDODDDDD || i § | [ - |
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¢ Knowing the format of an ID assigned to your students, make sure entries in the Student
Identification field match with that format.

e The Date of Birth field requires leading zeros for month and day;, if single digits.

e The Highest Year of School field also requires a leading zero if the number of years is a single
digit.

e Use scanning overrides for Class ID, Program Entry Date, test Form Number and Test Date
when possible (recommended).

Even though you may be diligent with preparing forms to scan, you will have the opportunity to edit

any scanned information due to scanning errors prior to importing the data.
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Steps to Scan Records

The Scanning Wizard will step you through the process for importing records through the scanning
process. The process is essentially the same for each type of record however; it is important to take note

of subtle differences for how you allow specific imports to populate your online account.

Step

17. E View Organization Records Reports m Help

Class Replication Wizard

Proxy Wizard o Click Scanning Wizard.

From the Menu bar at top,
o Click Tools.

TE to TE Import/Export Wizard
California Core Performance Wizard

Additional Assessments Import Wizard

Create desktop shortcut

18.

his screen you can choose to run 2 new scanning session or return to a previous session to continue with data correction or with the
import operation of the scanned records.

The Scanning Wizard opens with two
choices for how you want to proceed.

1. Run a New scanning session.

2. Return to a previous scanning
session to continue with data
correction or with the import

e e | operation of the scanned records.

19.

= Using Scanner
' Simulate Scanning

e On the Scanner Settings window, it is
Hardware Control .
Sooos e SO necessary to ensure scanner settings are

Baud Rate: 19200

o correct for the type of Scanner your

Stop Bits: 1bit =

Scanner Settings

parity: fane
COM Fort: 1
Scanner Sensifivite | 3 [
Oiagnostics mode:

program uses before scanning any new data
into TE.

e Scanner Settings will change depending on
the Scanner Type selected.

[ ] e To begin the scanning process,

Note! For scanner installation, refer to the o Click Next.
instructions that came with the scanner. You

may also contact Scantron or CASAS Tech

Support for assistance.
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20. Note! For training purposes,

Step

G e L R — o Select Simulate Scanning.

ardware Control

Scanner Type:  [NCS Opscan (auto) ~ e This disables Hardware Control settings so
Baud Rate: lices - that TE looks for a scanning file instead of an
Data Bits: 8 bits -
—_—— actual scanner.

Stop Bits: |1 bit -
Parity: bz = e Use this setting when training on the

. 1 . . . . .
COoMFort : Simulation Server using SimScan Files.
Scanner Sensitivity: S
Diagnostics mode: [ | o Cth Next.

2. P T ¢ On the Answer Sheet Selection window,
@ o S o Identify the type of record(s) you are
@ Crey Cvristr ot o] scanning.
e o Lt . .
: 1. For single-sided OMR scanners,
o  Select a Front Side option only.
2. For dual-sided OMR scanners,
e o Select Front Side and Back Side
options.
o Click Next.
22,

_ Note! For simulated scanning,
Front Side

("'None §( WFEntry (" 80 Appraisal

@iy O wr Update O £Cs 130 Appraisa e Use Front Side for training with SimScan

(7 Updatef (" Observation (' ESL Appraisal Files.

() Test () Consumer

Back side o Select Entry, Update, or Test.

(e None () WFEntry () 80 Appraisal . .
CEntry  CWFUpdate () ECS 130 Appraisal e Leave selection to None for Back Side.

(" Update (" Observation (" ESL Appraisal
() Test " Consumer
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Step
= O 5 ]

23.

e 00X e The Scanning Wizard is ready to scan.
No records scanned @ 1. Click Scan_
Degrortcs | Scan |
[ sop | e  When all records are scanned,
clea'oteet .
A\ <) 2. Click Stop.
P Diagnostics mode
(e T .
24, OO , ,
No reconds scamned Note! For simulated scanning,
— o Click Scan.
TRy s e Locate SimScan Files on the local machine.
J Scan simulation file loaded. Click next to continue. o Select Entl‘y, Test, OI‘ Update
o This initiates the “scanning” part of
simulated scanning.
e The selected SimScan File will load quickly!
o Click OK.
25.

e The total number of sheets scanned will
display at top right of the Scanning Wizard
Disgnosics window.

o Click Next.

Status:

Not started s
=

Continue with Override Scanning Options.
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Steps to Override Scanning Options

Override Scanning is a highly valuable feature in TE. Taking full advantage of this feature can save

time by automatically entering an ‘override” value that will replace information for that particular data

field. Override options will differ depending on the type of form you are scanning.

“ou can use either field overrides or field defaults.
The field overrides will be applied to all records, averriding even existing field values read from the scanned answer sheets,
The fild defults il be pplied only when there was no field value read from the scanned answer sheels

=" Select field overides (override empty and non-empty scanned fields)
" select field defaults (replace empty scanned fields)

fsombarene ______________________________ OCO&)
2.

Front Overrides

State:
Agency:
Site:
Class:

Entry Date:

Special Program:

Instructionsl Progran:|

Instructional Level: [ |

! |California -
! |4906 - Rolling Hills Adult Schocl (RHAS)| =
£ ‘ -

@ Not Set O Citizenship ) Career and Technical Education (CTE) (' Adults support
() Basic Skills (ABE) (" High School Diploma ) Workforce " Other Prograrr
O EsyELL O Hse ©) Adults w/Disabilities C Roce

) vl
[@ ot set O ESLintermediate High () ABE/ASE Intermediate Low
) ESL Beginning Literacy ) ESL Advanced € ABE/ASE Intermediate High
) ESL Begi O ESL Completed Advanced () ABI E Low

) ESL Beginning High (' ABE/A
) ESL Intermediate Low (™ ABE/A!

Jeginning Literacy () ABE/ASE ASE High
ginning ) ABE/ASE Completed ASE High

- =
) Not Set [ State Comections [ Distance Leaming Carl Perkins

[ None [ Homeless Program [ Special Needs r |
we scanning session [ next >> |

import process in case you don't have the neccess:
to auto-populate such fields from the existing dat.
Check "Auto-populate missing required contact names._* to have the person names derived from their identification codes.
Check "Allow record creation culside..” to enable the creation of date-bound records outside current program year.

Check “Auto-populate start and end dates.." Lo define activity date ranges using the program year boundaries.

[/ When missing auto-populate required names and user accounts with ID values (recommended)
[ Allow records with dates outside the curment PY to be created (not recommended)

(! Automatically adjust dass and/or program activity ranges (recommended) r

s certain fields (which are not available in the supplied format) to be
ation. Therefore these values MUST be supplied. However, ta ease the
nation, one of more options (depending on the import format) are provided
e import fle

e After records are scanned,

e Use data field Overrides to apply to all
records in the scanned batch.

e Use data field Defaults to apply only when
a data field is empty.

Note! For simulated scanning, keep Select field
overrides selected.

o Click Next.

e From the Front Overrides window,

o Use drop-down arrows next to each
field to choose an Override value
option.

e A second window for Back Overrides will
display with dual-sided scanning.
e After applying Override values,

o Click Next

e The Scanning Wizard is ready to process the
raw data.

IMPORTANT! Pay close attention to
information about the options and default
settings on this window before you proceed, as
they will vary based on the type of record you

are scanning.

e C(Click Next.
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Steps to Edit Scanned Data

After you complete simulated or regular scanning, the Scanning Wizard preview window appears. It is
recommended that you always preview what you scanned before accepting it into your database. You

may also want to review your scanning information from a paper copy.

Step

1 e The Scanning Wizard window opens with

the list of scanned records.

e The Data Grid at left of the list provides
directions for editing records, if needed.

o Yellow records are cautionary.

o Red records are invalid.

e Click on a color record to display an
advisory message about the record at
bottom of the list.

\ 4

Errcr: Feld olidstion fabee. The followig Felcs ave vl Birth Dnte

e With the color record highlighted,
o Click Edit Records.

o Or double-click to open the Data
Correction Grid.

Note! You have the option to Save
scanning session to continue later with
data correction.

e To edit multiple records, first select them with Ctrl + click and / or Shift + click.
e To select all records, click first on any row, then press Ctrl + a.

e After selecting records, click Edit Records.

Sedect the fields that you want to change and then select their new
lues.

val
Viou might need to scroll down to see all fields.

— 3500 - Raling s AgltSchool FHAS)

gl

(4308 /01 - RHAS: North Campus

Student ID:
First Name:

11

Oscay

Middle Mame:
Last Name: Pefia

|

Birth Date: 10/30/1978 -

.

1 < h

Race: € Mot set [ Asien
[¥) white

[ Maska Native [ Pacific Islander

Native Language: ) [0 wot set
@ Englist
) Spanish

Highest School Vear:
School Outside US:

Highest Diploma:

" individual Education Plan
ate O Other Diploma/Degree

Diploma Eamed Outside US: ™ 1o
o

The Data Correction Edit Window opens to,
o Editindividual records.

o Apply a global override to all

records.
o Correct invalid records.

e Check fields to change and then select their
new values.

¢ You may need to scroll down the grid to see
all data fields.

Note! Data fields will vary based on the type of
records you are scanning.
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Provider Use: ]

4. State Student ¢: aly o After editing all fields as needed or
Class Start Date: a [:} . .
I s necessary for the appropriate action,
EEeEEEEEE L o Click Save at bottom of the grid.

- =

5. e  When returned to the Edit Records window,
o The list of records should be clear of
any color records to indicate that all
records are ‘cleared” for importing
into the database.
e e  When you are ready to import the records,
e o Click Next.
6.

Additional Button Options:

o Remove Records - eliminates a record from being imported.
o Cancel - ends the import session without importing records.

o Save scanning session — creates a file of the scan session so that you can continue later
with data correction.

o Create Data Report — will save a PDF report showing a breakdown of the records in
the scan session.

o Load Existing Data — will auto-populate existing student information.

o Back —will take you to each previous window.

¢ Continue with Importing Scanned Records
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Steps to Import Scanned Records

_ e The Ready to import window indicates the
T et st e o e number of Valid records the wizard will
Click the Next button to start the import. b

; attempt to import.

o Click Next.

a record at the server. If this

Note!

e Even though a record is considered Valid
according to your TE Client, it may conflict
with a record at the CASAS server.

e [f this occurs, the system will inform you
about the number of records that could not
be imported.

Note! You may Save [the] scanning
session and continue later with the
import operation of the scanned records.
e You will also have the option to correct data
that could not import.

e The time to import records varies depending
on the type of record and number of records
being imported.

Click the Neat buttan o start the import

e You will have another opportunity to Save
[the] Import Session and return later to
finish.

_ _ e You may also Cancel importing records.
w%m?mﬂawmupm\wuw
Depending on when you cancel, records

may have already imported.

9 S O e e The Scanning Wizard ends with a Scanning
results window indicating the number of
records that imported or did not import
successfully.

e You have the open to Save [the] scanning
session so that you can continue later with
data correction or with the import operation
of the scanned records.

e To end the scanning session,

o Click Finish.
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Quick References to Locating Scanned Information in TE

ﬂn‘ﬂ;let h‘ For detailed descriptions of each field, click WIOA Data Dictionary.

SCANNED ENTRY INFORMATION

Field | Description TE Menu Navigation
1. a. Student Name (non-scanned data) Records -> Students -> Demographics
1. b. Student Address (non-scanned data) Records -> Students -> Demographics
1. c. Email Address Records -> Students -> Demographics
2. Instructor Name (non-scanned data) Organization -> Personnel -> Functional Roles
3. Student Identification Records -> Students -> Demographics
4. Gender Records -> Students -> Demographics
5. Date of Birth Records -> Students -> Demographics
6. Highest Year of School Completed Records -> Students -> Demographics
7. Highest Diploma or Degree Earned Records -> Students -> Demographics
8. a. Ethnicity Records -> Students -> Demographics
8. b. Race Records -> Students -> Demographics
9. Native Language Records -> Students -> Demographics
10. Date of Entry into this Program Records -> Students -> Records
11. Instructional Program Records -> Programs -> Enrollments
12. Attainable Goal Within Program Year Records -> Students -> Records
13. Special Programs Records -> Students -> Records
14. Employment Barriers Records -> Students -> In Program years
15. Class Number Records -> Students -> Records
16. Personal Status Records -> Students -> Records
17. Labor Force Status Records -> Students -> Records
18. Instructional Level Records -> Students -> Records
19. Provider Use Records -> Classes -> Records
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Visit
Online S

For detailed descriptions of each field, click WIOA Data Dictionary.

SCANNED TEST INFORMATION

Field | Description TE Menu Navigation
1. Student Name (non-scanned data) Records -> Students -> Demographics
2. Instructor Name (non-scanned data) Organization -> Personnel -> Functional Roles
3. Student Identification Records -> Tests
4. Form Number Records -> Tests
5. Test Date Records -> Tests
6. Class Number Records -> Classes -> Records
7. Instructional Program Records -> Programs -> Enrollments
8. Hours of Instruction Records -> Classes -> Records
9. Raw Score Records -> Tests
10. | Test1 Records -> Tests
11. | Test2 Records -> Tests
12. | Test3 Records -> Tests
13. | Test4 Records -> Tests
Student does not yet have the skills to be tested. Records -> Students -> Records

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.

Table of Contents 57


https://www.casas.org/docs/default-source/caacct/wioa-data-dictionary-2018-19.pdf

eTes!g ‘ TOPSpro

enterprise

Scanning Data

Online S

WVisit

For detailed descriptions of each field, click WIOA Data Dictionary.

SCANNED UPDATE INFORMATION

Field | Description TE Menu Navigation
1. d. Student Name (non-scanned data) Records -> Students -> Demographics
1. e. Student Address (non-scanned data) Records -> Students -> Demographics
2. Instructor Name (non-scanned data) Organization -> Personnel -> Functional Roles
3. Student Identification Records -> Classes -> Records
4. Date of Program Update Records -> Classes -> Records
5. Instructional Program Records -> Programs -> Enrollments
6. Program Status Records -> Programs -> Enrollments
7. Program Progress Records -> Programs -> Records
8. Services Received Records -> Programs -> Records
9. Learner Results - Work Records -> Students -> Records
9. Learner Results — Education Records -> Students -> Records
9. Learner Results — Family / Community Records -> Students -> Records
10. Class Number Records -> Classes -> Records
11. Hours of Instruction Records -> Classes -> Records
12. ziz’zifﬁ’ic;;eading to Postsecondary Records -> Students -> Records
13. Instructional Level Records -> Students -> Records
14. Téierlili?ngletr?tPostsecondary Credential or Records -> Students -> Records
15. Reason For Exiting Records -> Programs -> Enrollments
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Tracking Results
Pre- and post-test pairs must always be from the same test modality.
Testing Guidelines

Pretests

Administer pretests as soon as feasible upon entry into the program and before the occurrence of

any substantial instructional intervention.
All students with 12 or more hours of instruction must be pretested to include in the Federal Tables.

Students should be assessed in the areas that are the focus of instruction, using the appropriate

CASAS standardized test in reading, math, listening comprehension, or writing.

e Required skill areas for ABE/ASE are reading and math.
e Required skill areas for ESL/ELL are reading and listening.

Post-tests

Administer post-tests using the next-assigned test forms.

e At the end of a semester, term, quarter, or other substantial block of instruction to document

learning gains.

e Post-test scores obtained at the end of a semester or other reporting period may serve as a
pretest for the next semester or reporting period, if the interim does not exceed four months
for continuing students.

Multiple Modalities Paired Tests

What if a student has two sets of pretest and post-test scores, such as one in reading and one in listening?

e The pretest and post-test pair with the lowest accurate pretest score determines benchmark

attainment.
¢ This satisfies the Federal requirement to address the student’s “highest area of need.’

What if the student has two pairs of tests, but one pretest/post-test pair is in an ESL class and the other pair
is in ABE?
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e This is the one exception to what is stated above.
e If a student has tests in multiple programs, then TOPSpro Enterprise follows an established
hierarchy, which is:
1. ESL/ELL - English as a Second Language/English Language Learner
2. ABE - Adult Basic Education
3. ASE - Adult Secondary Education
¢ Soin the example above, TE would select the tests that are assigned to ESL.

Test Scores Outside Accurate Range

Scores Below the Accurate Range (#)

If a student scores below the accurate range on a pretest,
¢ Do not delete the test from the database. Retain the record for historical data tracking /
auditing and for determining the next appropriate / assigned test (NAT).
¢ Retest the student with a test from the next lower level for accurate placement. CASAS
eTests Online will present the NAT automatically.
If a student scores below the accurate range on a progress / post-test,
e Do not delete the test from the database. Retain the record for historical data tracking /
auditing and for determining the next appropriate / assigned test (NAT).
o Retest the student with a test from the next lower level. CASAS eTests Online will present
the NAT automatically.

Conservative Estimate Scores (*)

If a student receives a conservative estimate score, which is above the accurate range, on a
pretest,
e Retest the student with a test from the next higher level within one week of the initial
pretest.
e The new assessment score replaces the conservative estimate score.
e Mark the replaced test as ‘Retested” in the database to exclude results from reports and
to retain the record for historical data tracking / auditing.
If a student receives a conservative estimate score on an appropriate level progress / post-test,
e The student has sufficiently demonstrated skill gain during that period of instruction
and retesting is not needed at that time.
e Do not mark the progress / post-test as ‘Retested” in the database.
e Atbeginning of the next scheduled period of instruction, retest the student with a test
from the next higher level. CASAS eTests Online will present the NAT automatically.
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Customizing the Tests Lister

Sometimes the obvious is the best place to start tracking results! The Tests Lister displays all current
tests in your account. This is the ‘go-to” Lister for monitoring the validity of test results. The default
schema in the Tests Lister includes columns for test scores below accurate range and conservative
estimate scores. Customizing this Lister further will help to detect test-taker behavior for tests

administered with eTests Online such as:

e How much time did the student spend on the test?
e Was the student speeding through the test?
¢ Did the student finish the test within ‘normal’ test time?

e Did the student run out of time and the test ‘timed out’?

Follow these steps to customize the Tests Lister to help identify suspicious test results worth

investigating.

Screen Description

1, Organization [LEWIGEE Reports Tools Help

e From the Menu bar at top,

o Click Tests.

Students [
»

Classes

=
Tests

Gaskificat

Employment History

Places of Employment

Assessment
Date

- Scale e Accurate || e Cm}servative i
Scere | Estimate e The Tests lister default schema:
T

6/12/2018 Yes Yes

o Sorts on most current Assessment
B8/12/2018 083R 218 Yes No
6/12/2018 981L 204 Yes No Date.
6/12/2018 037M 222 Yes No
6/12/2018 023M A4 Yes o MNo ¢ Includes columns for:
B6/12/2018 985L 233 Yes No
6/12/2018 037M 247 Yes No F
6/12/2018 187R 243 Yes No o Orm
B6/12/2018 031M 209 Yes Yes
6/12/2018 9351 227 Yes No o Scale Score
6/12/2018 038M 224 Yes No
6/12/2018 2851 214 Yes No o Accurate (scores)
6/12/2018 083R 197 Yes No
6/12/2018 0B5R 35 es Ne o Conservative Estimate (scores)
/1272018 187R 245 Yes No
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Screen

3. ;;:ssment & Accurate || ¢ E:tlzrs:ar;l:tive .
— e To filter for scores below Accurate range,
T T
[CInga . . . .
orepoe o 2 Ay e o (Click the filter icon in the Accurate
6/12/2018 083R 21 (=3 No
6/12/2018 981L 2 [vINo o column.
6/12/2018 037M 2 | ok | o
o220 oM : Ao e From the drop-down menu,
6/12/2018 985L 233 Yes No
6/12/2018 037M 247 Yes No
6/12/2018 187R 243 Yes MNo o CheCk No'
o Click Ok.
4 Assessment & Forn (V‘ Scale R — - Col};ervative
bate . Score | ||| Estimate e Scores below Accurate range are invalid.
T T r
oo o - ° o Retesting is required for both pre-
4/26/2018 986L - No o
4/17/2018 187R - No o and post-tests.
3/23/2018 031M - No o
3/25/2015 GEIR - Mo R ¢ Invalid scores are not reportable.
3/21/2018 986L - No o
3/21/2018 9821 - No o
s ool \ S ¢ The test record should not be deleted from
the database in order to retain historical data
for tracking and accountability.
5.
= _Accurate | ! e Check the Red X Box on the Accurate
No x .
N column filter.
Ne h e This removes the column filter and returns
Mo M . . . .
N \ the Tests lister to its last configuration.
o
6. Assessment ¢ Form | & Scale s Accurate . . .
Date . Score | e To filter for Conservative Estimate scores,
T T
BIRS/E0E 33M 22 e o Click the filter icon in the
Be/12/2018 083R 218 Yes
6/12/2018 981L 204 es Conservative Estimate column.
6/12/2018 037M 222 Yes
BHZR0E 033M g e e From the drop-down menu
B6/12/2018 985L 233 Yes ’
B6/12/2018 037M 247 Yes
6/12/2018 187R 243 Yes No o CheCk Yes
o Click Ok.
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Screen

B Description

7 Assessment
’ pate o Conservative Estimate scores are valid and
T
6/12/2018 033M 229 Yes Yes reportable-
B6/12/2018 031M 209 Yes Yes
6/12/2018 a8sL a0 v e o Retesting is required for pretests.
6/12/2018 027R 202 Yes Yes
o120 027R o e e o Check with your State Assessment
6/12/2018 187R 262 Yes Yes . . .
6/12/2018 985L 240 Yes Yes PO]ICY for further guldance If/ when
e et = e retesting is required for post-tests.
8. Assessment e Form | & Scale + Accurate Cnl}servat.ive . .
pate . sicore | L e Add the Retested column to identify Tests
Yes
Shom Additional Farm T excluded from reports and 3¢ Party Exports.
12/2018 031M Show Age
h2/2018 9851 o modaiey ) nght mouse-click in the column
12/2018 027R Show Native Language h d
2/2018 027k e cader.
12/2018 187R Show Races .
122018 s8sL Shosuon an e From the drop-down menu of additional
12/2018 083R sloiwl ﬁe“eisilen iiside LIS
Show Scoring Date COlumnS’
Show Scoring Status
= o Click Show Retested to produce a
Show TASC ID . .
Show Terminate Test Reason list of potential retakes.
Show Testing Station
Show Time Stamp
9, Rent % Form :cale %+ Accurate || ¢ Curfservat.i % Retested . . . .
. core | Etimate | | oy, e (Click the filter icon in the Retested column.
T
[+
PR 196 Ve Yes M e From the drop-down menu,
187R 262 Yes Yes B
985L 240 Yes Yes
083R 231 Yes Yes o) CheCk Yes'
085R 248 Yes Yes .
D85R 247 Yes Yes No O Clle Ok
187R 258 Yes Yes MNo
985L 240 Yes Yes No
10. et | Form Scale s Accuralk | & Calzservat.ive + Retested
. Score | M. — e If students Retested, those test records
T Yes
would appear in the list.
e If no tests appear, that's worth investigating!
e Check the Red X Box to remove both filters
and move on...

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.

Table of Contents

63



eTests ‘ TOPS

pro

enterprise

Tracking Results

Screen

Description

Show Scoring Date
Show Scoring Status
Show SSID

11_ ment + Accurate | ¢ Cmfservat.ive <+ Retested . . .
—_ bl ¢ Right-mouse click in the Retested column.
Hide Retested
033M ) e —— o Select Hide Retested.
083R 21 Show Age
12- Assessment e Form | & Scale & Accurate Cﬂqsewaﬁve . A X
pate - Seore || _ Fstimate e Right-mouse click in the Accurate column
T Hide Is Accurate
Show Additional Form header'
6/12, ow Age es No
5/12, Show Assessment Duration in Minutes as No le) Select Show Assessment Duration
6/12l - = Fes No . .
in Minutes.
13. ent & Form | & Scale Duratiun Accurate Cor:servatl've .
v Score|  (minutes) Fetimate e The Duration column tells you the total
number of Minutes the student spent taking
083R 2184 23:.02 Yes No the teSt.
981L 2044 32:49 Yes No
037Mm 2220 1835 Yas No .
- ol 250 . e ¢  When students spend less time than
sest 23 271 Yes Mo appropriate for the test form level and
037M 2474 51:20 Yes No A . .
187R 203 3727 Yes No modality, this is another area to address.
031M 2094 1411 Yes Yes
985L 2274 27:30 Yes No
———
14. Assessment ¢ Form | & ® . o e . .
Date . e To gain additional insight about test-taker
- - v
Hide Scale Score . behavior while taking the test,
Show Additional Form
Show Age 218 2302 Yes N . X .
Show Assessment Type 204 3249 s N o Right-mouse click in the Scale Score
Show Birth Date Show Medality Yes N
Show Class Descriptf]  Show Native Language Yes N COluml’l header.
Show Class Extende z:nw :EDP D v Vas N
ow Program Year
N o Ys N o Select Show Raw Score.
Show Cnnsumer/stj Show Raw Score Yes Ne¢
- "7 71 Show school outside us °

Take note of Raw Score results compared to
the Duration minutes.
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Screen

. Scale
Score

.. Duration
~  (minutes)

. Conservi
~  Estimate

T

32:15

23:02 Yes MNo
9231 29 042049 Yoo No
037M 9 222 1835 Yes No ]
™ T 2nas Ves NG
9851 29 233 2745 Yes No
037M 27 247 51:20 Yes No
1278 22 43 370 Yoo No
031M 22 209 14111 Yes Yes ]
TEoL i 7T 2T Ves o
038M 10 224 32551 Yes No
9851 14 214 2620 Yes No
083R 9 197 25:20 Yes No
0858 28 235 20:44 Yes No
187R 23 245 34:01 Yes No
9851 13 213 3035 Yes No
187R 23 245 29:44 Yes No
187R 23 245 41:40 Yes No
9851 36 240 2538 Yes Yes
083R 16 208 3428 Yes No

Description

If Duration is low and Raw score is low,

o There is a high probability the
student clicked through the test
rapidly.

o Even though results may be
Accurate, retesting should be
considered.

If Duration is low and Raw score is high,

o That's a good indicator the test was
too easy for the student.

o And if Conservative Estimate is
“Yes’, that’s confirmation the student
should be retested.

Another column to consider adding,
o Show Terminate Test Reason.

This will tell you more about the timing of
the test.

16' urate || & Conservative | _ Ierl;ninate
| ~ Estimate - les
Reason
v v X

r B

[ I Normal

[ 1 Error

[ ] Time Out

[ | station Request

[ console Reguest
17. 3 |E

3 CZ8 [fo-iun - =

o scnema @ J[view -]

Reset to Default

Remember!
You can always reset listers to their default
schema.

If the additional columns and configuration
of columns is something you want to save
for when you reopen the Tests Lister,
remember to save the schema!

o Click More from the Toolbar at top
right for ‘more’ buttons.

o Click Edit Schema.

Save as ‘your’ Default schema on your TE
Client, or enter a Schema name.

o Click Save.
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The Report Generator

Whenever you select any report from the Reports menu, you are presented with the Report Setup
screen, also referred to as the Report Generator. This mostly generic reporting interface allows you to

set up complex filtering and sorting options for each report.
Each setup screen consists of two main sections.

1. Report Setup Navigator
2. Report Setup Toolbar

m View Organization Records Reports Tools Help User: Administrator 43 z0buid 33 (?)(=) (3 (2] (%)

Individual Skills ... [} Pages

Report Setup Mavigator [-’-19'3-3 - Rolling Hills Adult School (RHAS)| ¥ | UL CICY N m e m
. ...

Class Definitions .
= | Common Filters
Personnel

= Date Ranges
Class Instances

Student Demographics ¥ Output Layout Parameters

In Program Years = | Special Options
Assessment Forms

Teacher (for test)

Class Definitions (for test)

Class Instances (for test)

Tests

Report Selection

Report Setup Navigator

Let the Navigator be your Guide! Use the Navigator to:

e Define specific settings using the General Settings page
e Filter the initial population using available Listers
e Choose which reports to display using the Report Selection
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General Settings
The General Settings page contains five distinctive sections for all reports, as follows:

Session Name

TOPSpro Enterprise assigns the Name to the reporting Session based on the report generated. This

includes the date and time the report was generated and the logged-on user.

m view Organization Records Reports Tools Help User: Administrator 43 Version: 3.0 build 33 |1| |; Ql |E| |i|

Student Competency... [} Pages

Report Setup Navigator [49"38 - Rolling Hills Adult School (RHAS) | ¥ | RGDIELEIES] m
SGeneisetngs

Class Definitions

Session Name [Student Competency Performance on June 17, 2018 at 19:09:56 by administratord3@rhas.org

Class Instances .
Session Comments

Student Demographics

Common Filters
As the section title implies, Filters in this section are Common for many reports.

m View Organization Records Reports Tools Help User: Administrator 43

Student Competency... |3

Report Setup Navigator [49’38 - Rolling Hills Adult School (RHAS)| ¥ | EUEIENELGN] m
SGememisetings

Class Definitions

2| Common Filters

Class Instances

Program Years | (®) Current Program Year | | 7/1/2018 - 6/30/2019 [ | 7/1/2017 - 6/30/2018 [ | 7/1/2016 - 6/30/2017 [ 1771

Student Demographics

Class Status: | ®) N/A [ Active [] Completed [ Inactive |
In Program Years . /

Date Ranges

The combination of Data Ranges varies depending on the type of report you are generating.

owiild33 (2)(2)@ @) (x)

m View Organization Records Reports Tools Help User: Administrator 43 Versi

Individual Skills ... B Pages

Report Setup Navigator [1-19C8 - Rolling Hills Adult School (RHAS)| ¥ | U DLEETCT N m m
SGememisetings

Class Definitions

¥ Common Filters

Personnel
% Date Ranges

Class Instances
Student Demographics Activity date: [NJA v | from: [ E| to: [ IE”

In Program Years Assessment date: [NJA - from: [ E| to: [ IE”
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Output Layout Parameters

Settings in this section are specific to the type of report you are generating.

Student Records & Qutput Layout Parameters
Class Enrollments Report Sort Order:
Program Enrollments Selected Available
Report Selection Program
Agency
Site
Class

Remove All ->

Warn if too many pages: [¥] Include Criteria Info: [/] Include Prepared By: [¥] Include Print Time: [V _
Chart Type: Pie Chart Descriptors:
(® None (®) Legend
O ‘ () Labels
uel |
Report Style Option: Agency Print Option: Site Print Option:  Class Print Option: Personnel Print Option:
O Baw (®) ID Name (®) ID Name (®) ID Name (®) ID Name
(®) Blue OID O O O
() Green ) Name () Name () Name () Name
() Red () Name ID ) Name ID (0 Name ID ) Name ID

Special Options

Most reports include Special Options to filter the report further. These options can be very
helpful to target a specific segment of the learner population. Settings in this section vary

depending on the type of report you are generating.

In Program Years 2| Special Options

Class Enrollments Reporting Level: Participation Source:

Additional A t: 1 -
itional Assessments O Agency O Update

Assessment Forms O Site ® Test

Sites (for test) (®) Class () Observation
— ™ D .l

Teacher (for test) ! ally

. O Cumulated
Class Definitions (for test)

Class Instances (for test) Break on Instructional Program: O
Tests Exclude Inaccurate Scores: J
Report Selection Exclude students missing Tests\Obs.: ]
Display Class based on: e Class Enrollment |
(® Test

Enforce Class Start and End Date: 2

Exclude Retested: V]
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Listers Selection m View Organization

Student Test Summary [

The Navigator gives access to lists of records as each Lister name indicates to Report Setup Navigator
include in the report. General Settings

Class Definitions
After applying any settings for your report in General Settings, then select a personnel
Lister to filter for classes, students, assessments, etc. before generating the W
report.

In Program Years
Class Enrollments

Additional Assessments
E View Organization Records Reports Tools Scoring

Acseszment Forms
Report Selection Report Setup Navigator 8 - Rolling Hills Adult School (RHAS)| ¥ Sites (for test)
General Settings 2| Select report: Teacher (for test)

The Report Selection lists the oo S o Defitons (orte=h

Personnel NRS Teble 2 Class Instances (for test)
available sub-reports or related clss nances (4 s e 3 .

In Program Vears (/] NRS Table 4
outputs that apply to the primary Student Records (7 NS Tabe 28 Report Selection

Class Enrollments [¥] NRS Table 4C

report you are generating. With

Program Enrollments [V] NRS Table &

certain reports, you can use this list e T
Tests [¥] MRS Tables Summary Audit

to have the results saved to a 2:: :m;ym'j‘d Poeiect
spreadsheet. e
[1nvert selection]
Report Setup Toolbar

B3 view oOrganization Records Reporis Tools Help User: Administrator 43 Veersion: 3.0 build 33

WTU Balance [
0 - Rolling Hills Adult School (RHAS)| = | (R TR EierdD Gl oad Saved Para Edit Parameters - | (T2 Rl Edit Schema = ll Design Mode

O 06060 6 © © ©

Specify the base Container: an agency, a site, or a state (all agencies from that state)

Specity if the report will Aggregate data or not (combine all learner records into one)

Specity if the report will include Subsites or not

Generate a reporting session to display the report in the Report Viewer

Return to the report page from any screen with View Reporting Session
Edit Parameter settings for filtered reports and Load Saved Parameters

Edit general settings and save the Schema to retrieve and generate again

Design the general settings page

© ® NS U AW N =

Use Pages to clear all pages open on your screen at the same time or close specific pages
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Report Viewer

The Report Generator displays reports in a Report Viewer. In “TE’ terms, a generated report is a

‘Reporting Session.” When the report generates, a new tabbed page opens displaying the report with a

Toolbar along top of the report with several options for viewing and the report displayed.

Reporting Session Toolbar

Student Test Summary

View Organization Reports Help

Student Test Summa... B

T Euportreport *
« 4 [ Metwork » FS + Files » Tisining + SUMMERINSTITUTE » v & | Search SUMMERINSTTUTE 0

File mame: | Student Test Summery on June 17, 2018 2t 21364 by teachesd3@rhes.org
Save a3 type: [Adobe POF

Riech Text Format

Ward Dacument
PowePgint Document
Xps

Comma Separsted Values

~ Browse Folders

General

[~ Select Pr

SIHP Laserlet P4015 UPD PCL 6
I Microsoft Print to PDF
@ Microsoft Print to PDF (redirected 2)

SIMicrosoft XPS Docurners
FIMicrosoft XPS Documen
FIPDF-XChange 3.0 (redire

< >
Status Aitention Required Preferences
Location
Comment Find Prirter.
~Page Rang
(o] Number of copies: [1 =]
€ Selection € Curent Page
" Pages: ™ Collate
Enter sither a sngle page number or a single 4153 4252 43@
page range. For example.
Print Concel | repy |
- [r—.
[ <-naa ] [ < ada ]
[ Remeve-> | [ Remova > |
P
L=l ] o Lo ]
= i s
[ Fiest | up Joown] Lost | et | U Joowm ] Lust |
L - — brpare by ineiude J—
Ince Addres farmion:
zaw . %10 Nam [T w 4
e ® o
Name o .
e Hom Mame D D e
...........
Stutent eama Farms
Apety

Export the displayed report to a file on the
local machine. The default file type is PDF.
Use the File Explorer window to change the
tile type. Export to save as a PDF file, or
other file type, on the local machine.

Print the report on a local printer.

Layout Settings displays the Output Layout
Parameters section in the Report Viewer.

Change Layout Settings, and then use
Apply to generate the report again.
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Step

4. e [0 (D O 5 7 (TN (IS (ETTN ORI (N O e oo o
CEE—

e TFit Page displays the whole page on the
screen.

Use to zoom the document so you can see
the entire page in the report viewer.

B - — e - )

e () (N IO 5
]

e Fit Width displays the report so that the
Learning Gains page matches the width of the window.

o517
Fok o High

221958 “ e

i

Agency: 4508 - Rolling Hils Adult Schosi (RHAS) Teathar: 1110 asew,
13- WA orth City Modality: EASAS Reading

e : This is the default display after generating a
o i T report.

T B Use Fit Width to return to the default

080272017 0A2RX | |02/01/2015_0BeR

T display after using other display options.

\05/16/2018_08eR

oyun01s ousk

e Two Pages will zoom the report so you can
see two pages displayed side-by-side in one
window.

This also enables two-page scrolling.

e Thumbnails applies a bar to the right of the
report viewer with miniature displays of
each page in the report.

Thumbnails enable you to toggle through
many pages on the screen at once.

Add Thumbnails when displaying reports as
Fit Page, Fit Width, and Two Pages views.

i
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B - — e [ ]

e Show Summaries identifies all cells

9545 RS Dsta Interiey S displayed on a report with Drill Down to
Aguncy 508 R s St ST ] g ese: o158

data functionality.

i3 FC——
[ FCo——
i |
o= )
o

= |
= |
o 3|
[

o Edit Session returns you to the General
Settings screen for you to edit any settings
and then generate the report again.

Saving Reports

Step

10 B3 view organization Records Reports Tools Scoring Help
.

Reports Manager [

* Container < Session Name

e Keep Session saves an electronic copy of the

report in the TE Reports Manager.*

- Rolling Hills Adult Sch... _Student Gains 2017 on May 30, 2017 at 11:03:07 by administrator23@rhas.org When CliCked, the Report Viewer Closes

- Rolling Hills Adult Sch... Data Integrity on May 29, 2017 at 10:44:58 by administrator23@rhas.org
4308 - Rolling Hills Adult Sch...  Data Integrity on May 27, 2017 at 17:42:36 by administrater43@rhas.org
4908 - Relling Hills Adult Sch...  Persister en May 25, 2017 at 13:11:51 by administrator23@rhas.org

4908 - Rolling Hills Adult Sch.. Next Assigned Test on June 20, 2016 at 23:29:11 by proctor33@rhas.org

4908 - Rolling Hills Adult Sch...  WTU Balance on June 20, 2016 at 09:17:27 by administrator6@rhas.org to the Report SEtup Screen automatically'

4908 - Rolling Hills Adult Sch... WTU Balance on May 31, 2016 at 13:49:15 by administrator33@rhas.org

immediately (without warning!) and returns

[[4508 - Roting His Adutt School RiAS)] = { *Tip! Before saving reports in TE, use General

Na Settings to Name the report to help locate in
Session Name Fsmdem Test Summary for Class 1001 - ABE Intermediate the Reports Manager_

11.  Refresh will update the report if any data changed or new data was added while displaying the
report in the Report Viewer.
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Using Drill Down cAAS

0s/18/2018

NRS Data Integrity

- Pagalof2

023308 NRSDIRY

gency{ 4308 -Raling Fils Adult Sencal (RHAS) Program Year: 2017-2018
P - 2

The Drill Down function in TE allows you to get at data

displayed in reports. To drill down through a series of

L]
35z
si5le

lists means to go through the hierarchy of data to find a

|33

specific record. This is a very beneficial feature to make

HEIEIFIE]

HF

corrections to data or add missing data on an ad hoc

Bly

e lalo gl

basis. The Report Viewer enables you to move from the

FEEE IS

AREEAH

summary information displayed on a report to detailed

7 lainlflzlizlalals

data by focusing on a specific data element. For example,

if a birth date is missing, using drill down will take you
to the student Demographics record to add the date of

birth and then generate the report again to confirm the

§§§::93[r§ﬁaas- it
Kb
I

EEIEE
EFE
HEEH

change. S e

TOPSovo Buterprice 1.0 buid 34 © 3013 by CATAS Al right mstroed. Prepared by ddbmissceon 43

Displaying Data as Charts and Graphs

Reports for quantitative information and comparative data include the option to generate a report with
text only, as a pie chart, a bar chart, or both. Use Output Layout Parameters from General Settings to
select the type of chart or graph before generating the report.

Chart Type:

e Tl i T ]

Comparison type: i e o . - |||E =
l(—\ ey = - - A

() Text only e
(®) Chart only o
O Both e
iuin
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Printing Reports from Listers

The Print function in Listers enables you to create ad hoc reports of the records listed. These ad hoc

reports cannot be saved in the TE Reports Manger.

Step

e Use Lister columns to Filter and Sort the
records you want to include in an ad hoc
report.

e To print the filtered/sorted list,

Title: [CIass Records Report

Print Size: [(? Portrait { ' Landscape () Double-Portrait | Unlimited Page Wi'th]

o Click Print from the Toolbar at top

Selected columns Available columns
Site Student Skill Levels of the list of records.
Class ID
Class description ® If needed/
s —

o Set Print Size.
Record Date

Student Attendance
[ Fiest ]| up Joown] M o Select and order Columns.

e Before printing,

o Click Preview.

16. . .
peisans Clss Recarts Regort o1 e A tabbed page will open to display the
- =T — T
e e e report.
=
B o
o
01 RHAS: Norta 1001 ABEInmermediate 274564718 EricaKim 060520138 Daily Attendance: 1:00 :
= e From Preview, the report may be,
st o St e e oo o semien
Campus
st e i e owmsisies o .
;
Tmiven M e i Dwpae 0408 D ammim 10 o Printed, or
L
STctes e e S e o o emie
=
Tt o i e e s o mmien
= ' o Exported
Chstes o i e e s i
Campus
01 - RHAS: North 1001 'ABE Imermediate 443340507 Lari Fortier 06/0572018 Daily Attendance: 0:30
by = S h PDF fil
e aves the report as a 1le
=
Sctes e i tmme o o emien
e by defaul he local
e e — type by default on the loca
Campus
g, s ers 1001 ABEImermedise 666344517 SkipCreemleaf 06062018 Daily Attendance: 1.00 ma Chln e or
01 - RHAS: North 1001 ABE Imermediate 666344517 Skip Greenlaaf  06/042018 Daily Attendance: 1:00 4
Compus
01 - RHAS: North 1001 ABE Imermediate 723777111 Seal Agullar 060572018 Daily Attendance: 0.30
B .
s T T *  You may choose a different
Cmctes i S et s o mmien ) e £
e file type before saving the ad
hoc report.
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Records

nization

Reports Manager

CASAS eTests

The Reports Manager is a virtual file cabinet that you have access to at any

Test Results

time, and from any location with Internet access to retrieve your saved reports.

State Reports

E View Organization Records Reports Tools Help

Reports Manager [}
S n Report Locator Wizard...
|4208 - Rolling Hills Adult School (RHAS) | ~ Filter 7

Reports Manager

(
* Container * Session Name Parar

4908 - Rolling Hills Adult School (RHAS) Competency Performance Summary for Class 1 - Low Intermediate ABE  6/7/2018
4908 - Rolling Hills Adult 5chool (RHAS)  Student Test Summary for Class 1001 - ABE Intermediate 6/7/2018

Tools

nization Records Help

My Reports

CASAS eTeslts

The My Reports menu will become available after you Tt Reculte

set up shortcuts to your favorite reports using the Report

State Reports

Locator Wizard.

My Reports Individual Skills Profile
HEREEAR Student Competency Performance
Hepontlianaasy Competency Performance Summary
° Student Gains
Report Locator Wizard Student Test Summary
> 4

The Report Locator Wizard menu becomes available after you set up shortcuts to your favorite reports

using the Report Locator Wizard.

Report Locator Wizard

Code; MName:
Reports (filtered)

PSR Personal Score Report B

ISPS Individual Skills Profile Summary

sCS Student Content Standard Performance =

SCss Content Standard Performance Summary

CsL By NRS Level

CSF By Form @
K1l = ] (]
My Reports.

Isp Individual Skills Profile

SCP Student Competency Performance

SCPS Competency Performance Summary

PPSG17 Student Gains

STS Student Test Summary

Type: [(\ Al O) Agency (7 Site (# Class (' Data Management o Funding]

ounchlll “saa to wyweports [N Co=c

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved. Table of Contents 7 5
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Generating Instructional Reports

Reports from TE Online are always available for teachers to generate for their class. The CASAS eTests
report category gives teachers access to reports directly related to web-based testing. The Test Results
report category gives teachers access to performance reports for students and classes. The State Reports

category gives teachers access to monitor student gains (currently available for CA only).

nization Records

CASAS eTests CASAS eTests

CASAS eTests

Next Assigned Test

Personal Score Report

Test Results Skills Profile Test Results

Competency Performance
Content Standards
State Reports Learning Gains

Test Results

State Reports
State Reports . .
Test Response California

Report Locator Wizard... Test History

Reports Manager

Whenever teachers select any report from the Reports menu, they are presented with the Report Setup

Student Gains

Report Locator Wizard...
Reports Manager

screen, also referred to as the Report Generator. Each setup screen consists of two main sections.

1. With the Report Setup Toolbar along top of the setup screen, you can Generate the report.

EE view Organization Records Reports Tools Help User:Cfoﬂ version: 3.0 build 17 (2) (=) (B) (@) (]

Student Competency... R Pages
Report Setup Navigator n |49OS - Rolling Hills Adult School | ~ Subsites =

¥ Session Name

2. With the Report Setup
Navigator, you can:

Class Definitions .
®  Common Filters

Class Instances

e Define settings using the
General Settings page.

¥ Date Ranges

Student Demographics

In Program VYears ® | Output Layout Parameters

Assessment Forms ® Special Options

e Filter the initial
population using
available listers.

Sites (for test)

Teacher (for test)

Class Definitions (for test)

Class Instances (for test)

Tests

Report Selection

With the report displayed, use the Tip! Before saving reports in TE, use General Settings and Name
Toolbar to, the report.

e Print. o Click Edit Session.
* Export to save as a PDF, or e Edit the Session Name in General Settings.
other file type, on the local

. o C(Click [Re]Generate.
machine.

e Keep Session to save an e This will help to locate the report in the Reports Manager.

electronic copy in the TE
Reports Manager.

7 6 Table of Contents ©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.
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CASAS eTests Reports

Next-Assigned Test (NAT)

Access TE: Reports > CASAS eTests > Next-Assigned Test

.
Next-Assigned Test (NAT)
(.'ASAS Next Assigned Test
06/16/2018 Page 201§
225137 G i
Agency: 4308 - Rolfing Hils Adult School [RHAS) Course: 1
Siter 01 - RHAS: North Campus Teacher: 101 - Taam One, Main Campus -
Class: 1- ABE Low Intermediate
Last Test Mext Assigned Test
Class Raw | Sa
Student Aderunestered Date  Form Level Score Scorel Form Test Series
Acuna, Rosaling 513425038 oL/1 12/10/2017) OB6R | C | 22 | 227 | 08SA w-1
1858 w3
1868 O, Lw-2
Alpmaner, Robin A 098509389 1 09/19/2017 | 130M 9 214 oM ECs
033Mm ]
213 wis
o4/1 09/19/2017| 1308 [ 22 227 oum ECS, WS
187R | OO, LW-1, UW-2, Lw-3
AR, MortJ 202450982 011 08/01/2017] 130M | | 14 | 226 | OI5M | ECS
035Mm w
| 215m wis
011 10/01/2017) 0BSR | C | 27 234  065R LW-1, LW-3
1858 O, LW-2
Andrews, Dustin P 240992285 0171 02/01/2018 034M | B | 20 | 215 | 03IM | W
011 10/17/2017| 1308 | 15 | 239 | O | ECS, WS
1878 O, LW-1, N2, LW-3
Anicigl, Rick L 308303438 | oLl _02«'15."2018 033am 8 19 _311 OﬂM. w
oL/1 07/03/2017| 085k | ¢ | 17 | 221 | oesR W1, LW-3
1858 O, LW-2
Bork, Rupert 583579384 oLf1 02/13/2018) 012R | A 12 | 186 OLIR | ECS, WiS
082RX LWLT, D2, Lwe3
Cork, Joan P 587455744 | oy 11/12/2007) 026M | € | 15 | 220 || o3sm | W
Crespa, Jose 438098533 ol/1 07/26/2017| 035M (3 18 224 A36M W
CASAS National Summer Institute 2018 4

TE TIP!
1. Use General Settings > Special Options and set Display Class Based On > Class Enrollment.
2. Use the Navigator to select a Class Instance and generate the NAT.

This report is designed to take the legwork out of deciding which test to administer to individual students. TE
makes this process easier with the Next-Assigned Test (NAT) report.

TE searches the database to find the last test a student took in all classes across sites. Based on the form and score
of the last test taken, TE assigns the next test form for tests in each modality that a student tested in such as
reading, math and listening.

This report should be used along with other measures, such as hours of instruction, student class work, and
teacher judgment. Administrators, database managers, and teachers should remember that the number of hours
of instruction between pre- and post-test might affect a decision to post-test with the NAT or override the NAT at
the same level or at the next higher level. In addition, the following should be taken into consideration:
e CASAS does not recommend a lower level form at post-test unless the pretest score was inaccurate.
e Extended range forms (081RX or 082RX) are utilized differently than other forms because they are
measured across levels.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved. Table of Contents 77
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Personal Score Report (PSR)

Access TE: Reports > Test Results > CASAS eTests > Personal Score Report

TE TIP!

C Is Is Personal Score Report
06/16/2018
13
Agency: 4508 - Rolling Hills Adut School [RHAS) Class: N/A
Site: 01 - RHAS: North Campus Teacher: NfA
aTests Online Personal Score Report
for  Deigado. Locena Tiozez
Your Raading score on form 080R is 223
Mar 152018
E
F
I
= 4‘ =
B
I Advanced Basic Shilly
A Interprets COMMCN WNDET MAMTRN TEIND 10 EVETyIly Needs AN 1D 00 U
wveryday and wirk conbiads. Interprets Mo in ssandand enal
Srectoned 303 1mple reference matenaly | suty & g »
VNG B Somputer for common purposas such as e ading rovting e-mad and undentanding

'S T SvRral BUSTe of MOST wnten materaly n
tables and checkists. Finds informaticn in

3 pufSicient readng skills necessary for
Wl page

Pagelof2

CASAS National Summer Institute 2018 5

1. Use the Navigator to select a Test and generate the PSR.

This is a copy of the Personal Score Report that students see displayed on the testing station screen

after ending a test. Information displayed to the student may be customized to remove the levels bar
and skills description.

The report gives a summary of the student’s results on a given form to provide them with immediate
feedback after completing a test.

This is an optional report in eTests and if enabled, students may print the PSR.

78

Table of Contents

©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.



enterprise

Skills Profile Reports eTests'| TGPSpro

Skills Profile Reports
Student Individual Skills Profile (ISP)

Access TE: Reports > Test Results > Skills Profile > Individual Skills Profile

Individual Skills Profile (ISP)
ndividual Skills Profile
: Is IS Individual Skills Profile
06/16/2018 Pagelof2
19:54:01 5
Erica Kim Agency: 4508 - Rolling Hills Adult School (RHAS)
108 274564719 Program: HSE
Scale MRS *  Form Number of ltems
Most Recent Form Date Score  Level  Level Total [
Math QM 1/i7/2017 i3] 4 < % | 17 | »3 | 6.3
Reading 187 08/28/2017 240 H D 2 20 12 29
Consumer Economics 4 5% | | Vocabulary 16 62%
Community Resources 14 71% | General reading comprehension 28 67 %
Health 5. BO% | | Textinformat 4 T5%
Employment 6  B1% | Reference materials 3 %
Government and Law 5 0% | Reading strategies 12 B3i%
Learning and Thinking Skills "‘"::“"‘ 9 | 22% | Reading and thinking skills ] 1%
ompetend L "= N_forrect [} Math Content Standards N _Comect
Computation 35 48 % |  Number sense 17 58 %
Measurement 17 9%
Statistics, Data Analysis and Probability 7 51%
Forms 1 100%
Charts, maps, consumer billings, matrices, graphs, & 1%
Articles, paragraohs. sentences. directions, manuals 25 68 %
Erica Kim 1o pass this
has a likelihood of ... GED 2014 subsection
79% Reatoning Through Language Arts
More study needed Mathematical Reasoning

CASAS National Summer Institute 2018 7

TE TIP!
1. Use the Navigator to select a Student from In Program Years and generate the ISP.

The Individual Skills Profile (ISP) shows how an individual student performed on the most recent reading,
math, and listening test.

The report displays the CASAS Competency Content Areas and CASAS Basic Skills Content Standards
Categories assessed for each test modality.

The Skills Profile identifies by percentage the number of competencies within a content area the student
answered correct; and by percentage, the number of underlying basic skills embedded in CASAS Competencies.

At far right is an optional setting that you may add to the report to indicate Grade Level Equivalency.

The HSE Predictor is included in the report when a test modality score is 236 and above to indicate the likelihood
of the student passing a High School Equivalency Exam.

ACTIVITY:
1. Drill down to Test Item and Competency
2. Drill down to Test Item and Content Standard

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved. Table of Contents
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Skills Profile Reports

Skills Profile — Class Summary (ISPS)

Access TE: Reports > Test Results > Skills Profile > Individual Skills Profile Summary

Individual Skills Profile Summ
naividaua 1S Froviie su ary
: Is Is Individual Skills Profile Summary
06/16/2018 ,_ Page3of6
215839 & — e
Agancyt 4908 - Rolling Hills Adult Schoo! [RHAS) Form Level:
Program:  Basic Skills (ABE) Total Tests: Total Students: 10
Mean Mhean Number of lems
Mot Recent Students. Diate * Score Total Correct  Attempted
Listaring 1 01/22/2018 - 01/22/2018 218 B T ) Ry T |
Math 2 07/26{2017 - 11/12/2017 222 | 3 | % | 35
Reading ] 07/19/2017 - 03/15/2018 219 a7 1E 7
Reading Conter Standards N _Comet
Consumer Economics 1 3% ™0 AN
Commurity Rewources 26 34%  Genersl reading comprenension 70 45%
24 B2% | Textinformat 453 &N
Employment 468  45%  Reference materiahs 4 2%
Learning and Thinking Skifls 34 3% Reading strategies 7 BN
Reading and thinking skills 32 uN
Computation 136 4%  Numbersense 3% 58N
Measurement . 5. ]
Statistics, Data Anakyss and Probabiity 11 45N
Basic Communication 8 37% | Pronoiogy 4 0%
Consumaer Economics 10 30%  Vooabulary 27 %
Community Resources 17 2% |  Grammar 19 &%
Haalth 18 50% | General Discourse 5 W%
Emplaymert 24 41%  informational Discourse 3 a4
Governmaent and Law 2 50% | Strategies and Critical Thinking 7 40%
adi Tasks M Comrect
Charts, maps, consumer billings, matrices, gra. 67 4% question B 5%
Arbcies, paragraphs, sentences, directions, m. 229  43% | | Predict naxt fine of dialogue 12 58%
Identify true statement based on prompt 11 MN

CASAS National Summer Institute 2018

TE TIP!
1. Use the Navigator to select a Class Instance

and generate the ISPS.

The Individual Skills Profile (ISP) Summary shows how groups of students performed on the same

form level with their most recent reading, math, and listening test.

As with the ISP, this report also displays CASAS Competency Content Areas and CASAS Basic Skills

Content Standards Categories assessed for each test modality at the given form level.

The Skills Profile identifies by percentage the number of competencies within a content area, and by

percentage the number of underlying basic skills embedded in CASAS Competencies that the students

answered correct.

ACTIVITY:

1. Drill down to Form Level to see the list of student functioning at thatlevel.
2. Dirill down to Total Tests to see the list of tests students took at the Form Level.

Table of Contents
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Content Standards Reports

Content Standards — Student Performance (SCS)

Recommended

GOZALS

AS

Access TE: Reports > Test Results > Content Standards > Student Content Standard Performance

CASAS National Summer Institute 2018

TE TIP!

Student Performance

by Tt & Costems Standard Page 1of2
O
Form: DE3R - Life 3nd Work Reading Level B
Student: Acuna, Rosaling 913425098
TestDate:  03/01/2017
Raw Score: 13 Scale Score: 21E

Intarpret common symbols (4.1, restroom sin, traffic signs; 8, >, 7}

Interpret lets common prefiues and suffioes 1o determing the meaning of words (ef.,
impossible, anti-war, sttendes)

interpret familiar words used in 3 new context (g, enter a room, enter data on &
computer|

Intarpret specislized vocabulary in contaxt (8.3, contumar, work, fald of interest)
Interpret common high-frequency words and phrases in everyday conteats (..,
Hgns, 303, laces|

Interpret basic abbreviations (a.g., Mr, sot, b )

Interpret abbreviations in specialized contests (e g, tip., bafts )

interpret maaning from word formations (e.g., verd endings, plurals, potsessives,
comparative forms)

1ALaFAARE EAMMAA Brikbt BAD S M 15 ABLEFm AR the MEBAIAE OF wiidd (4 §, uh-
happy, work-ac)

Foliow pronoun references within a text (e.g, Ms. Smith_ she; This s important. |
Maie Connections between related information acroms different sections of a text
Use contextual clues 10 determine the meaning of words and phrases (e.g., Save 510
on your naxt purchase. )

Interpret sigral words a3 cues ta the onfanization and content of a text [e.f., fint.
then, however, it's important that._ |

Interpret idioms and coliocations from contest

Raad snd undarstand simpls santences that contain familiar vocabulary

Read and understand simpée texts on famifiar topics (e . short narratives, basic
consumer materisis)

06/16/2018

223523

Agency: 4508 - Rolling Hills Adult School (RHAS)
Site: 04 - RHAS: North Campus

s 1- ABE Low Intermediate
Course: 1

Teacher: 101 - Tearn One, Main Campus -
[comer sttt — ot s { corc
R21 1 100 %
R110 2 100%
R211 2 100 %
"1i2 15 e %
R2.3 21 7%
R1LE 1 100 %
R17 5 BN
L= $1 9%
g 2 nK
R3.10 i3 TR
R3i1 1 100w
LeRE] 1 55%
R34 ) won
R3.15 1 o%
R32 0 TN
R23 4 7%

1. Use the Navigator to select a Test and generate the SCS report with its default Layout setting
for Test & Content Standard.

The Student Performance by Test & Content Standard report is similar to the Student Performance by

Test Item & Competency report except this report indicates the students” performance in each content

standard by showing the percentage of correct responses to items that relate to each basic skills content

standard.

The SCS report has two Layout options.

1. Test & Content Standard (default)
2. Test Item & Content Standard

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Content Standards — Student Performance (SCS)

Access TE: Reports > Test Results > Content Standards > Student Content Standard Performance

Content Standards (Student)

Student Performance

08/16/2018 : Pagelof3
214416 by Tt faem & Comtest Stancard i
Agency: 4308 - Roliing Hills Adult School (RHAS) Form: 0B3R - Life and Work Reading Lavel 8

Sites 01 - RHAS: North Campus Student: Acuna, Rosaling 913425098
Class: 1- ABE Low intermediate TestDate:  03/012017

Courte: 1 Raw Scorm: 23 Scale Score: 218

Teacher: 101 - Team One, Main Campus -

wotdh {7 §. Toubie. o war atiender)

REET  ievpret b words used i & Porw Conbest (.. ovee 4 Foom, arter dat (106 & | ©
o @ camputsr)

T ET i e——p——p——r—pr—— eg—— T | [ R

ntrrrut)
BRIl nterpr common g v oty ot || 67| 0 B “lale) alnlele sls[slalall | T Tolatelelo[s]e]
feg. vgrm, wchy, Latcta)

26 fberpoet e sblersiaton (e.g Me sst_ 8] fwe'e 0] ]
o8 > e ~«CALIENENARSNENANNNRECRRARERARRNRANLN
RiB it mearng from wors Gnmason (€ 5. veTD g, e, ICCEIECERCEINOEECRECE

posrtalves, Coreerative horand

UL prebun s 1 ey golworch |11 0 |67 | ICURN!
te g . umtcacary, oo

RII0  Foow promoun relumon within @ tewt (2.4, M. Smeth_ ahe, Tha A NECD
pe———
11 sk P [ ——— )

CASAS National Summer Institute 2018 14

TE TIP!
1. Return to the Report Setup Screen and select Test Item & Content Standard for the Output

Layout.
2. Regenerate the SCS report.

This alternate version of the Student Performance by Test Item and Content Standard report

combines both competencies and associated basic skills content standards on the test in one report.

e Each row contains a reading content standard.

e The columns contain a test item and corresponding competency number(s).

e Each check mark indicates the student’s correct response to the test item that relates to that
particular content standard.

e Eachred “X” indicates the student’s incorrect response to the item relating to the content
standard.

8 2 Table of Contents ©2021 CASAS - Comprehensive Adult Student Assessment Systems. All rights reserved.
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Content Standards — Class Performance Summary (SCSS)

Access TE: Reports > Test Results > Content Standards > Content Standard Performance Summary

Content Standards (Class)

M1l
ME14
MALE
M4213
Mi2E
LET)
M452

M51.1
MS15

AAS

e

CASAS National Summer Institute 2018

TE TIP!

Class Performance

06/16/201 by T & C . Page 60f 20

21115 SCIEICE

Agenicy: 4508 - Ralling Hills Adult Sehasl [RHAS) Teacher: 101 - Teas Dok, Mala Cifpud -

Site: 01 - RHAS: North Campus Forme 0330 - Life Sicills Math Level

Crass: 1-ABE Low Intermediate Total Tests: 5 Total Students:

Course: 1

| Conteat Seandard | Mo of ems __Cormect _ Conteot Stacilheumec b smmned E—

M122 B 654  Addandsubt - umbers

M123 & “wu Recognize wi Shdont Pesgman Seos Ponfoson 2n with mult-digh
posTive intef g Papiell a0 inTerpret the
BnTwer in ool

M1316 3 79N Fgpcogr e w! . Deill Down bo Test & Content Stanard widing with mult.
o . Drill Do b Tast Hoen & Contant Standard ren e
nd ingerpret

M149 2 T8 Caleulyts per ., Dl Down o Test Hem & Content Standard Summary  1_pmang nzidimg

those invohing money
identify and use the SporOpriate LNits, instruments Bnd techniques for mesIUrement
L]

Read and use snalog scales: clocks, meters, gauges, (e.g. read to nearest b, Kg, % 10,
HKg o)

Read and use various indicators of time [ &g, place dates on fime line, inferpret.
MuUMmeric representations, compane 12- 24 hour ciocka)

Calculate with and convert between units of time: seconds, minutes, hours, day,
months, yesrs

Calculate with and conmvert betwean custamary US units of capacity: fluid ounces,
LS. pénts, quarts, galions

Caiculate srea of rectangies and othar common Rigures, using & given formuls
Interpret, caiculate and spply rates (e.g, cents/min, S/sg. fr, mi/pat)

identify, count and extract re‘evant data in E3ts, tales and charts

Use of cONSTruct B tabie that provides for calculation of data (&g, units x price; O,
subtotals)

1. Use General Settings > Special Options and set Display Class Based On > Class Enrollment.
2. Use the Navigator to select a Class Instance and generate the SCSS.

The Class Performance by Test & Content Standard report is also similar to the Class Performance by
Test Item & Competency by giving a summary of how students in the class performed on a given test.

With this report, instructors are able to see a percentage by which each item or each content standard
was successfully completed by the students who took the form.

How to use:

e Teachers can determine from the report the basic skills content standards in which the students

performed well.

e Teachers use this report to inform instruction and plan lessons to targetareas of need to prepare
students for the next testing cycle.

e Teachers can identify the students who took a given test and group instruction to work on
content standards the students need most to learn.
e Teachers can share the results with the class as a whole.

ACTIVITY: Drill down to the list of students who completed a given form.

© 2021 CASAS — Comprehensive Adult Student Assessment Systems. All rights reserved.
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Competency Performance Reports
Competency Performance — Student (SCP)

Access TE: Reports > Test Results > Competency Performance > Student Competency Performance

Competency Performance (Student) sinmer st

m Student Performance

06/16/2018 Taar Pagelof3
222647 by Tesz Toem & Compesency i
Agency: 4808 - Rolting Hills Adult Schoo! [RHAS) Form: O22R - Life and Work Reading Level 8

Sives. 01 - RHAS: North Campus Student: Acuna, Rosaline  10x 913425098

Class: 1 - ABE Low Intermediate TestDates  03/01/2017

Cw-m Raw Score: 23 Scale Scorm: 218

101 Teamn One, Main Campus -

mm

Mmmlmm indn msaninne

7 1 1 Identify and paraphrase pertinant information

2 Yes 421 3 Interpret waged. deductions. benefits. timekeeping forms
721 identify and paraphrase pertinent information

3 Yo 413 4 Identty, use information in job descriptions, ads
416 Interpret work-related vocabulany

4 No 413 4 Idenmty. use information in job descriptions, ads
416 Intarpret work-related vocabulary

5 Yes a2 1 Mpuhtmhlph.mmhﬂu
021 Respond pars. info.

& ez 412 1 Follow proc. for applying for a job, incl. application forms
021 Ratpass aopropriately 1o comman san afe quattont
232 Identify the months of the year and the days of the week

7 Yes La.7 3 Interpret info. about home maintenance; comm. w/landiord
721 identify and paraphrase pertnent information
731 Identify 3 problem and its possible causes

8 Yes 147 3 Interpret info. about
721 identify and paraphrase pertnent information

& No 147 3 interpret info. about home mai flandiord
721 identify and paraphrase pertinent information

10 Yes 142 4 Select nousing by interpreting 3ds, signs, and other info.

1 No 143 1 Interpret lease and rental agreamants

1 Yeos 143 1 Interpret lsase and rental agresments

13 Yot 143 1 Intarpret lase and rental agreements

CASAS National Summer Institute 2018 10

TE TIP!
1. Use the Navigator to select a Test and generate the SCP report.

The Student Performance by Test Item & Competency report shows how an individual student responded on a
given test form. This report displays by test item the competency number and statement, the task area for how the
item was presented, and if the student answered the item correct.

This is an excellent report to give to individual students to provide them with feedback for their performance on
the test and the life skills competencies they need to learn.

Competency statements can be more meaningful to students than raw or scale scores.

How to use:
* Target weak areas of understanding.
* Spend less time on mastered competencies.
* Evaluate retest needs if the sale score falls below accurate range, or the student ran out of time to
complete the test.

* Use the report to discuss the competency areas of need with the student.
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Competency Performance — Class (SCPS)

Access: TE > Reports > Test Results > Competency Performance > Competency Performance

Summary
Competency Performance (Class)
; Class Performance
06/16/2018 e Page 7of 28
212917 by Test Inem & Compevency lv“m“
Agency: 4508 - Rolling Hills Adult School (RHAZ| Teacher:  N/A
Siter 07 - RHAS: Cantral Library Form: 1858 - Life and Work Read; i€
Class: 300003 - ESL Advanced Total Tests:  § Total [
| position | _corer? | — e
E 0% 5.6.1 3 Intes | Student Program Year Populstion
273 ntery
15 2% 217 1 Take, | Assessments Population
443 intery
462 intery . Drill Down to Test Item & Competency ya
2 12% 432 3 Inter
121 intery ‘"'"?“"'““"‘W‘;"“?""‘"."_
3 2% 458 3 Demonstrate ability o select. set up, e 100k, machines
443 Interpret job-related signs, char, disgrama, forms, etc
448 interpret job-related technical information
20 3% 195 2 Interpret related to
432 interpret work safety manuals and related publications
457 Damonstrate ability to resolve problems with machines
W x% 516 3 Communicate one's opinion on a current issue
145 interpret information about tenant and landiord rights
F 3% 5.16 3 Communicate one’s opinion on a current issue
145 interpret information about tenant and landiond rights
3 7% 432 3 Interpret work safety manuals and related publications
121 Interpret ads, labels, charts, etc to select goods, services
% T8 19.4 ] Interpret mags related to driving
231 Ak for, give, follow, or clarify directions
225 Use mags relating to travel needs
7 7w 462 | Interpret work-relsted correspondence. e.§. memos and e-mail
412 Foliow proc. for applying for a job, incl. application forms
442 identify skiils, ion to keep B job, et
CASAS National Summer Institute 2018 11
TE TIP!

1. Use General Settings > Special Options and set Display Class Based On > Class Enrollment.
2. Use the Navigator to select a Class Instance and generate the SCPS.
The Class Performance by Test Item & Competency report gives a summary of how students in the class
performed on a given test.
o Identifies the position of each test item on the form.
¢ Indicates the percentage by which the number of students who took the form answered correct.
¢ Includes the competency number and statement assessed per testitem.
e Specifies the task area for presenting each test item.
With this report, an instructor is able to see a percentage by which each item, or each competency, was
successfully completed by the students who took the test.
How to use:
e Teachers use this report to inform instruction and plan lessons.
o Teachers also use this report to target the areas of greatest need to prepare their students for the next
testing cycle.
e Teachers can identify the students who took a given test and group instruction to work on competencies
the students need most to learn.
o Teachers can share the results with the class as a whole.
ACTIVITY: Drill down to the list of students who completed a given form.
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Learning Gains Reports

Learning Gains — Student (LG)

Access TE: Reports > Test Results > Learning Gains > Student Learning Gains

Learning Gains by Class immer Institut

m Learning Gains

06/16/2018 Pagedof§

180247 pni i
Agency: 4908 - Roliing Hiis Aduit School [RHAS) Course: 1

Satet 01 - RHAS: North Camput Teacher: 101 - Team One, Main Campus -

Classt 1-ABE Low Intermaediate Modality: CASAS Reading

First Test g Test

i

f

f
fr

Form  Score Date  form  Score  Gain lnstruction

Acune, Rossling 913425098 Actve  09/D1/2017) OSB3R | 218 12/10/2017| OS6R | 227 s ]
A, Mort 903450983 At 08/04/2017) O86R = 223 10/01/2017) OSSR | 234 1 -]
Anicei, Rick L 308303438 Actve  07/03/2017 OBSR | 21 | (]
Bork, Rupert S81579384 Acive  09/01/2017) O1IR | 169 02/13/2018| 0128 | 186 | 17 0
Ford, Trayla B 02345893  Active 09/01/2017 086k 7 0
Garcia, Chucioe T 897345398  Acvve 10/16/2017 O83R | 210 01/15/2018 OSSR | 213 bt ] 0
Gilmore, Bat 908374598 Actve  07/25/2017 O86R | 212 1122017 037R | 222 | 10 (]
Hiben, Japer 893593675 Achve  09/21/2017) OB3R | 06  12/21/2017| OBR | 205 -3 ]
Jacob, Lesan 938579834 Actve 07/11/2017) O82R = 19§ [12/17/2017| OSSR | 217 2 [
Jones, mmie T 983538757 Actve  09/28/2017 OB2R 182  [10/11/2017 OSSR | 221 ] (]
Long, Bob A SIEI6IEI6  Achee 09/01/2017) QITR | 2138 ]
Mortimar, Sady 508354096 Actve  07/01/2017, 037R | 240 ]
River, Autumn 258343872 Active 10/23/2017| OBSR & 226 |11/20/2017 O8&R & 237 1 o
Somnambulant, Amnota 983538347  Active 11/13/2017| ossR | 213 [
Thrime, Chanisha M SE7S48383  Active 07/19/2017 08SA 224 | (]
Ko of Studerts: 18

L] Mean N L Mean
A e scones: 15 21293 s 291 = []
Pared accurste wcores 9 20456 9 21911 M5 0

CASAS National Summer Institute 2018 17

TE TIP!
1. Use General Settings > Special Options and set Display Class Based On > Class Enrollment.
2. Use the Navigator to select a Class Instance and generate LG with its default settings.

The Learning Gains First to High report computes progress (or setbacks) from the first test to the highest test
given (in any class at any site) for a particular student.

The first test from which progress is measured is considered the anchor test. If a student changes classes several
times, TE will locate the student’s highest test and match it with the first test.

The benefit is that a teacher does not need to know all other classes the student is taking to compute the gains.
TE also matches tests by form type. For example, if a student takes reading, listening, and math test, the report
generator will selectively match reading tests to reading tests, listening tests to listening tests, and math tests to
math tests.

How to use:

e  Use this report to determine the highest gain a student (or the class as a whole) received on a particular
form type across classes.

e  Use this report to see which students have a pretest, but no post-test.

e  Use this report to see which students should be retested due to invalid test scores or high end
conservative estimate scores.

ACTIVITY: Generate the report again using any of the other Learning Gains Types.
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Learning Gains — Class Summary (LGS)

Access TE: Reports > Test Results > Learning Gains > Learning Gains Summary

Learning Gains Summary by Class

m Learning Gains Summary

06/16/2018 Farst 1 High by Class Fage3of 4

23:28:29 [T-=2]
Agency: 4508 - Rolling Hills Adult School [RHAS) Course: 1
Site: 01 - RHAS: North Campus Teacher: 101 - Team One, Main Campus -
Class 1 ABE Low intermediste Level:  BSIL
Program: Basic Skills ABE} Pretest: 211-220
No of Students: L] CASAS Math
L] First Teat N High Test Gain  Houry
All et 3COTRS: 2 2126 L] 2153 - oo
Paired sccunite scores & 088 6 2153 65 o0
No of Students: s CASAS Reading
N First Tast N High Tast Gain Hours
A test scones: 15 FIEL ] 9 2191 iz oo
Paired accurats 5 CONes ] 46 L] ns1 46 oo
(5] it {4y |

CASAS National Summer Institute 2018 18

TE TIP!
1. In General Settings > Output Parameters Layout, set Display Mode.

2. In General Settings > Special Options, set Display Class Based On > Class Enrollment.
Use the Navigator to select a Class Instance and generate the LGS.

This report is designed to show, by Instructional Program and Modality (Reading, Math, Listening), the
average gains (or setbacks) achieved between the scale scores of the First and the Last tests taken (not
necessarily highest) within a defined period.

How to use:
e Determine the greatest amount of testing being done in different modality areasand Programs
in a class.
e Administrators can see how well, on the average, that gains are being accomplished from class
to class for each Instructional Program by modality.

e Teachers can compare their own class Learning Gains reports with other classes to see how well
their own students compare

ACTIVITY: Drill down to the list of students who took the tests.
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Test Reponse Reports

Test Response Reports

Test Response — Class Profile (CPL)

Access: TE > Reports > Test Results > Test History > Student Test Summary

Class Profile

511156503
LTEEE
671222339
603605557
616116180
515565322
665555084
555565713
61770499

S434A44E5
568077777
515519212
616182361
559688538
S517BATER
595979585
518204444
515119987
555656815
581481381
614615550
BLE61T747
636342277
567899756
555556661
555585223
S67EIIEL0
640641103
BEIsEIEIE

Yang, Kee
£hou, A
Total Tests:

CASAS National Summer Institute 2018

23  Meam: 152

Accurate Scores: 79 Meam 152 2063

16 208
i3 m
12 202
13 303
11200 --
19 212
17209 -
1200 -
13 18
3 M8
& m --
13203 -

18 212
19 212
1303 --
§ 197 .es.
17 205
18 212
19 217 -se
g 195 -
17 209
19 212 -#+-
s
13 203
10 199
15 206 -
11 200 --*-
16 208 +e--
&3

D L P

Y G S

e resas s dssetl b stttk

TE TIP!

1. Use the Navigator to select a Class Instance (for test) and generate the CPL.

The Class Profile is a legacy report that is also included as a worksheet in some older Test Administration
Manuals. This report requires a class assigned to the test record for the report to generate.

The Class Profile report shows teachers how individual students answered questions on specific tests
within a specific class. The Class Profile report gives information at a glance on:

e Individual student achievement
e (lass average
e Total number of students

e Correct (+) and incorrect (-) item responses as well as blank (!) responses
e Competency number for each test item
e Scores outside of accurate range (*)

How to use:

e Determine if all students have mastered specific competencies
e Determine competencies that still need attention
¢ Identify students who have taken the same test twice within the date range (listed twice)

Table of Contents
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Test History — Student Test Summary by Class (STS)

Access TE: Reports > Test Results > Test History > Student Test Summary

Student Test Summary (STS)
; E Student Test Summary
06/16/2018 : Page 205
23:09:58 e st
Agency: 4508 - Roling Hills Adult School |RHAS) Course: 1
Site: D1 - RHAS: North Campus Teacher: 101 - Team One, Main Campus -
Class: 1- ABE Low intermadiste
Test
Hours of
Studect stam testruction
Acuna, Bosaling 913425098 Actve 09/01/2017 | os3m | 218
Active 12/10/2017 | 086R a7
Aymaner, Robin A 098509389 Active 03/19/2017 | 130M | 214 0
Active 09/18/2017 | 1308 | 247 ]
AR, Mort) 903450983  Active 08/01/2017 | 130M | 226 0
Active 08/01/2017 | 130R | 2119 0
Active 08/04/2017 | o8GR 23 o
Active 10/01/2017 | 0SSR 234 0
Andrews, Dustin P 330993385 Active 10/17/2017 | 130M | 212 0
Active 10/17/2017 | 1308 | 239 ]
Active 10/23/2017 | 03am | 212 0
Actve 02/01/2018 | 034M | 215 0
Anicel, Rick L 308303438  Actve 07/03/2017 | G85A i ]
Acove 07/05/2017 | 031m | 209e [}
Active 02/25/2018 | 03am | 214 0
Bork, Rupert 583579384 Active 09/01/2017 | 0118 | 169 0
Active 02/13/2018 | 0128 | 186 )
Cork, Joih P $57459744  Actve | 10/03/2017 | o3sm | 212 ]
Atk 11/12/2017 | 036M 120 o
Crespa, lose 438098833 Actve 07/25/2017 | 130M | 217 ]
Active 07/25/2017 | 1308 | 233 0
Active 07/26/2017 | 03sM | 224 0
Fabroso, Ruinistia L 872347348 Active o7/01/2017 | o33 | 219 ]
Ford, Trayla 8 023345893  Active 09/01/2017 | 0s6R | 217 o
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TE TIP!
1. In General Settings > Special Options, set Display Class Based On > Class Enrollment.

2. Use the Navigator to select a Class Instance and generate the STS.

The Student Test Summary by Class report lists every student that has taken a test in the selected class
and displays test history for each student.

Tests are listed in test date order for each student.

The report displays test date, the specific test given (Form number), scale score, and cumulative hours
of instruction.

The report also identifies test scores below the accurate range with an asterisk (*) and high-end
conservative estimate scores with a diamond symbol (¢).

How to use:
¢ Identify all tests each student has taken in a class.
e Identify test scores that are invalid (asterisk) in a class.
¢ Identify students who have taken a specific test (Form Number) in a class.
e Sort tests by form number to see what students have taken each test.
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Exit TE

Steps to Exit TE

To ensure data is secure and confidential and that unauthorized personnel are unable to gain access to

personal data, it is important to disconnect from the server before exiting TE.

Screen

Close All Pages

| New Horizontal Page Group
|| New Vertical Page Group
Open All Lists Here
Open All Edit/Views Here

Class Instances
1001 - ABE Interme...
340993385 - Dustin...

Description

When you are finished working in TE, or at
any time you have several tabbed pages
open,

o Click Pages at top right.
From the drop-down menu,

o Click Close All Pages.

View

TE

Unlock
Lock
ONNec

Orga

Disconnect

Options...

Exit

At top left of your screen,
o Click the TE icon.

o Click Disconnect.

Click the TE icon again.
o Click Exit.

o Or click the Red X Box at top right of
your screen.
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CASAS Contact Information

Mail:

Website:
Telephone:

Fax:

General questions:

Training questions:

Ordering questions:

Field Testing Opportunities
CASAS Technology Support Team:

Training Support

Help Documentation and Videos

Technical Support

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

WWww.casas.org

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

casas@casas.org

training@casas.org

orders@casas.or,q

fieldtesting@casas.org

techsupport@casas.org

The CASAS Technology Support Team is available to provide assistance with eTests and TE.

e Email Anytime: techsupport@casas.org

e Phone Support: (858) 292-2900 or toll free (800) 255-1036, option 2

o 6:00 am - 5:00 pm (Pacific Time)
o Monday - Friday
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