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1. Navigation TGPSprd

enterprise

Objectives:

1.1 Install TOPSpro Enterprise (TE)

1.20penTE

1.3 Explore the menus and submenus

1.4 Explore the relationships of records and database hierarchy

'

1.1. Install TOPSpro Enterprise (TE)

1.1.1. From your Internet browser, type www.etestsonline.org/html5. This is the Website
where you can install TE online.

Q @T https://www.etestsonline.org/htm5/%

T CASAS eTests Online x |1

el es!qwsf

Register this computer

1.1.2. Click Install TE Client on the upper left hand corner of your screen.
1.1.3. Follow the prompts from your Web browser to save and/or run this file.
1.1.4. When the prompt appears, click Install. It will take a few minutes to install TE,

depending on the speed of your Internet connection. TE will automatically open
once the installation is complete.
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1.2. Open TE

1.2.1. Start the program by double-clicking the TE icon located on the computer
desktop. If you just installed TE, this icon appears on your desktop
automatically during installation.

1.2.2. Log in using the credentials below. The facilitator will provide you with a specific
User profile. The password is admin.

Server:

‘ Rolling Hills - eTests Simulati... | ¥

State/Agency(/Site):
| 4908

TG PS pro l:csi:i:nistrator‘l @rhas.org

enterprise

Password:

[*****

Unauthorized access to personally
identifiable information is a violation
of state and federal law.

el ==3

1.2.3. Click Connect or press ENTER on the keyboard.
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1.3. Navigate the menus, submenus, and icon bar

TE uses a similar type of menu system that you see in most Windows-based applications.
Look at the menu bar.

m View Organization Records Reports Tools Help

1) The left side of the bar shows the menu bar options: TE, View, Organization, Records,
Reports, Tools, and Help.

2) To the right is the title bar. It displays your Username and the version of TOPSpro
Enterprise that you are using, and other options to adjust your screen size.

User: Administrator 01 Version: 3.0 build 38 El |;, E| |EJ |EI

Now let’s take a look at some of the menu features. Do not worry about using any of these
functions yet — just point to the different features menu so you can see how TE organizes its
menu.

1.3.1. Find the TE Menu icon and click once. Highlight each menu option.

1.3.2. On the View menu, point to Large. Note the change in font Dashboard
size on the menus. Shortcuts
1.3.3. On the Organization menu, point to Classes, and select Small
Definitions. Normal
Medium
1.3.4. On the Records menu, point to Programs, and select v Large [;
Enrollments.
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1.3.5. On the Reports menu, point to Demographics, and point to Demographic
Summary.

Reports [T ER G 4

CASAS eTests
Demographics
Program Outcomes
Test Results
Consumer Reports Instructional Hours
Data Management Last Activity

State Reports
Federal Reports

Demographic Detail
Demographic Summary I})

Report Locator Wizard...
Reports Manager

Dashboard Sources

Ad Hoc Reporting

1.3.6. On the Tools menu, select TE to TE Import/Export Wizard.

1.3.7. On the Help menu, point to Contents. Help

Contents

EXERCISE 1.1

1. Which Website enables you to install TE?

2. How would you change the Display to a larger font size?

3. How would you open the Learning Gains Summary report?

4. Where would you import data from a 3rd party system?

5. What is the difference between the listers featured on the Organization menu and
those on the Records menu?
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1.4. Explore the relationships of records and the database hierarchy

1.4.1. On the Organization menu, click Agencies.

Organization G R 1 T

AEBG Consortia

Agencies R
Sites

Classes

Users

Access Groups

1.4.2. Near the top of the TE reporting hierarchy is the Agency. Place the cursor on top
of the Agency Name that is highlighted in blue. Double-click the agency name
with the left-mouse button.

Rolling Hills Adult School (RHAS}  California k Director Patricia Rickard (858) 292-2900

1.4.3. A new tab containing agency information will open.
View the Navigator section of this window to the left.

' MNavigator

Edit/View is highlighted indicating that the data for

this agency is editable. Sites

Test Administrations

Program Years
Caore Performance Measures

Users

1.4.4. Click Sites. Each Agency in TE contains one or
more Sites. Sites can be a physical location or a

cluster of locations within the agency. Class Definitions
Deleted Objects

Access Groups

Demographics

In Program Years
Personnel

Testing Session Templates
Testing Sessions

Testing Stations
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1.4.5. Double-click the first site, Site 1, North Campus.

Persan Title: Full Name: /A

Phane:  MiA Faxi NA Bl A

1.4.6. The Site Information tab should open.

1.4.7. Once again, the Navigator bar opens to
Edit/View, and displays the basic information
about this site.

1.4.8. Click Class Definitions. Each Site contains one
or more Classes.

[ 100 =
Site Information
te Name: RHAS: North Campus

Place the mouse on top of the first class e -
on the list, Class 1, Low Intermediate
ABE. Double-click the record.

e <] (riner + J cotmes = J o 41 oeete <]
.

The Class definition tab opens again S
with the Navigator bar on the left and &
Edit/View at the top. 1 i - s
1.4.9. Click Class Instances. This displays a record Navigator
with more detailed information about that class. Edit / View
Class Enrollments
1.4.10. Double-click anywhere on the row to open Class Records
the record listed. Teachers
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1.4.11. Once again, this record includes a Navigator
bar that includes different selections related to r
the record that you opened. Navigator
Edit / View

Attendance

Class Enroliments

Class Records

1.4.12. Click Class Enrollments. This displays an
unduplicated list of students assigned to this class. fests

Navigstor 5] N [cottopse ai_s | ERBIEN i schemo = | e 1
Edit / View Class Instance Information

Attendance Class Description: 1 - ABE Low Intermediate Agency/Site: 4908 / 01 - RHAS: North Campus

Class Records Class Start Date:  7/1/2017 Class End Date: 6/30/2018
Tests

WTUs Available:

Class Enrollments

(O [0 v v o <) fsor ¢ ] ENEC

Student Date Entered Date Exited

¢  site * * Name = @ class Name e e e (=l

Y T v v v v

561677132 Susie Gallegos 1 ABE Low Intermediate Active 12/30/2017
01 - RHAS:... 872347348 Ruinistia L Fabroso 1 ABE Low Intermediate Active 7/1/2017 9/1/2017
01 - RHAS:... 908354098 Sally Mortimer 1 ABE Low Intermediate Active 7/1/2017 10/31/2017
01 - RHAS:... 987234982 Bilford Wrimley 1 ABE Low Intermediate Active 7/1/2017
01 - RHAS:... 308303438 Rick L Ankiel 1 ABE Low Intermediate Active 7/3/2017 2/25/2018
01-RHAS.. 983498350 Joseph E Mouton 1 ABE Low Intermediate Active 7/3/2017 2/15/2018
01-RHAS.. 938579834 Leean Jacob 1 ABE Low Intermediate Active /1172017 1/12/2018
01-RHAS.. 983579384 Rupert Bork 1 ABE Low Intermediate Active 772412017 2/13/2018
01 - RHAS.. 908374598 Bill Gilmore 1 ABE Low Intermediate Active 7/25/2017 12/2/2017

1.4.13. Click Class Records. This displays a duplicated list of students in the class, with
a separate record created each time new information is updated for that student.

1.4.14. On the right hand side of the screen, find the

Pages tab to open a new menu. On the Pages f !
| Close All Pages |

menu, select Close all Pages to clear your | 3

screen.

105€ AN move vages

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

Agencies

4908 - Rolling Hil...
1 - North Campus
1 - ABE

1- ABE:1
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Congratulations!

You have successfully navigated throughout TE.

EXERCISE 1.2

1. What is the Agency number for Rolling Hills Adult School?

2. How many Sites are included in Rolling Hills Adult School?

3. How many Classes are included in Site 2, South Campus?

4. How many Students are enrolled in the North Campus Class 1, ABE?

5. How many total records are there in Class 1 ABE when you click
Class Records?

6. Who is the first Student listed in the North Campus Class — 424 — ESL morning?

7. Which Class has a higher enroliment — 424 ESL morning, or 432 ESL high?

8. How many Students are assigned to Site 2 — South Campus?
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2. Verifying & Editing Data

Objectives:

2.1. Use TE listers to find records
2.2. Explore and Edit Student Records

'

2.1. Usethe TE Listers to find records

There are several selections included in the Organization and Records menus. These are
the two menus in TE that include listers.

The Organization menu includes listers that pertain to the agency’s organizational
structure--featuring “container” records such as agency-site-class, features that help

manage database security, and staffing related records.

The Records menu includes listers that contain more detailed student level information,
such as student demographics, and specific fields that link a student with a class or
program.

Each name in this menu indicates the specific information that it contains. For example, the
selection under Organizations/Sites is the table that contains site records. If you go to
Records/Tests, that is the table that contains a list of tests.

2.1.1. On the Records menu, point to Students, and then click In Program Years.

m View Organization Reports Tools

Students
Classes

Demographics

In program years %
Programs Records
Tests

Certificates
Employment History

Demographic History

Places of Employment
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2.1.2. The Student In Program Years Lister will open.

2.1.3. The contents of the lister will then appear. Each row that you see represents an
individual record. You can single-click anywhere on the row of the record to
highlight it. Double-click anywhere on that row to open, view, or edit a record.

E3 view organization Records Reports Tools Help

In Program Years n

A Program year = Site Student ID e Name %+ Birth Date | + Gender | = Races
2017 - 6/30/20.. X[liR4 Y v v r r
7/1/2017 - 6/30/2018 - RHAS: North Campus 005208216 Rick Williams 5/20/1987 Black or...
7/1/2017 - 6/30/2018 02 - RHAS: South Campus 005208242 Richard Williams 5/20/1987 Male Black or...
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 023945893 Trayla B Ford 3/16/1988 Female White

7/1/2017 - 6/30/2018 01 - RHAS: North Campus 034903948 Carmen Rodriguez 7/30/1958 Female

7/1/2017 - 6/30/2018 01 - RHAS: North Campus 039493489 John W Bestway 7/15/1988 Male White
7/1/2017 - 6/30/2018 02 - RHAS: Scuth Campus 045621382 Timothy McFlurry 4/5/1974 Male White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 049485858 Carey D McGarnagle 6/8/1989 Male White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 090983439 Krissy Bartholomew 9/9/1985 Female White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 091919119 Karen V Corkey 7/13/1988 Female White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 092340934 Humil Zritpab 5/25/1995 Female White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 092409833 Jaime Gomez 8/20/1995 Male White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 093182584 Renald Screbicizi 8/9/1989 Male White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 093548385 Phat Lam 1/31/1994 Female Asian
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 093734754 Jay Bluegill 9/29/1989 Male White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 095898383 Matt R O'Happenstance 9/9/1989 Female White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 098359843 Iri Trazainicibrn 5/23/1970 Male White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 098503953 Norberta Ellis 5/23/1988 Female White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 098509389 Robin A Aljmaner 2/2/1977 Female White
7/1/2017 - 6/30/2018 01 - RHAS: North Campus 098538348 Filbert A Evans 10/18/1974 Male White

2.1.4. Notice the action buttons on the lister toolbar at the top of your screen.

e J Cotumns st [ ookte -

2.1.5. Locate additional buttons by clicking
the More button to the right of the
other action buttons.

2.1.6. You can quickly view the number of students in the lister by looking at the figure at
the top. In this example, there are 463 records in the Lister.
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2.1.7. You can limit your Lister display to a particular Site by using the Site filter box.
Click the arrow to the right of the Agency/Site filter box. A drop-box will open.

Click Site 2, South Campus.
B 0 program vears
=) o: - rHAS: South Campus ¥

Pri 4 4908 - Rolling Hills Adult School (RHAS)

01 - RHAS: North Campus

This will limit your list of 7/1/2017 - |02 - RHAS: South Campus
studer!ts to onIy_those 7/1/2017 - 03 - RHAS: East Campus
attending that Site. 7/1/2017 -
04 - RHAS: West Campus
T//2017 -
7172017 - 05 - RHAS: Sunrise Center
2.1.8. Qse the same Agency/S_ite 7/1/2017 - 07 - RHAS: Central Library
filter box to restore the list 7/1/2017 - )
11 - RHAS: North City
back to Agency 4908. 7172007 -
T/1/2017 - 999 - MASTER TESTING SESSIONS
FTHMAN1T _

2.1.9. Use the Filter, Columns, and Sort buttons to organize the display of your lister.

*  Filter allows you to limit your lister display only records that meet
specific criteria that you select.

ootumns = Jsort £ ] oetete » NENCIRERE T =) verreen = Jexport &= Rord party |

AND ‘ 8

s Current program year~

| B8

Fitter | AND OR NoOT

=== Contact

| Address ContactiD Email Fax Mobile Name Phone
‘Program Year

Aggregated Class Status  Certificates  Class Enrollments  Class Records ~ Employment History  Program Enrollments
Program Records Records  Services Previously Received  Services Received in Program

. Supported Services Needs Assessment  Supported Services Received in Program  Tests

jStudent

1 Age BirthDate ConsentStatus EncodedID Ethnicity Fake Status Gender ID Native Language Races

! Sites

%:Demographic History

! Highest Degree or Diploma  Highest Degree or Diploma Earned outside US ~ Highest Year of School

! Highest Year of School outside US  Name

;Consu mer

,‘ Communications  Disabilities  Primary Disability ~ Special Needs  Status  Strengths

© CASAS 2018 GIS4$| 13
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*+  Columns enables you to select and de-select which columns will display

in your lister.
Lol mEe (expor |
Selected columns Available columns
Program year Age
Site

Cell Phone
Student ID Consent Status
Full Name Consumer/Student Status
Birth Date Earned Outside US
Gender Email
Encoded student ID
Ethnicity
Fake Status
Fax
First and Last Name
First Name
Full Address
Highest Degree or Diploma
Highest Year of School
Last and First Name
Last Name
Middle Name
Native Language
Phone
Races
School Outside US
| rirst | up Joown ff Last | ok

—

* Sort is where you designate which field determines the display order of
your lister, for example the screen shot below shows a lister sorted
numerically by Student ID.

A 5508
Sort order Available columns

Student ID A Age
Birth Date

Cell Phene

Consent Status

Consumer/Student Status

Earned Outside US

Email

Encoded student ID

Ethnicity

Fake Status

Fax

Remove all ->

First and Last Name
First Name

Full Address

Full Name

| First | up Joown}l tost_ ok
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2.2. Filter, Sort, and Select Columns in TE Listers TGPSPI'O

TE also provides users with simple options to quickly retrieve information, and to customize
listers to display preferred fields.

Native
2.2.1. On the Records menu, point to * e Language
Students, and then click 1 -
Demographics. Hide Races
White Show Age
2.2.2. nght click on the column header for White Show CAHSEE Scores
Races. Click Hide Races to remove Show Cell Phone
. Black or A e
this column. Show Communications
Black or A Show Consent Status
2.2.3. Performing this enables you to hide the il Suow Con-uiwer/ Stadant Status
" Show CSIS ID
column you selected or add additional _ Show Disabifitics
fields. White Show Earned Outside US
Show Email
2.2.4. Repeat the steps by right-clicking White Show Encoded Student ID
Ethnicity and also removing that White Show Fake Status
column from the lister. White SN ok
) Show First and Last Name
White Show First Name
White Show Full Address

2.2.5. Now, we want to add a new column instead of subtracting an existing one. Right
click the grey space to the right of the lister columns. This generates a list of
columns that you can add. Select Show Age.

2.2.6. On the Gender column, click the Add Filter

icon to open the filter box for that column. ¢ Gender | *
Check Female. (v remale IR
[X]

[ Male

2.2.7. Click the same icon in the Age column, and type in /| Female
the age range of 33 to 43, as in the graphic below. h
Click OK.
- - . Highest . Highest degree |
* Age | = Gender | = .| yvear | = ordiploma H
b 4 - =
[ IN/A start: [33 end: |43

© CASAS 2018 GIS/~IS| 15
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2.2.8. You now have a filtered list of all female students from the age of 33 to 43.

2.2.9. Click the Add Sort icon in the Age column. This arranges the list in
order from age 33 to 43. Clicking a second arranges it in reverse— e
from 43 to 33. ‘

2.2.10. Click the red “X” in both the Age and Gender columns to restore back
to the full list of students.

EXERCISE 2.1

1. How many Current Students are there in Rolling Hills Adult School?

2. How many Current Students are there in Site 11 North City ESL?

3. What is the Student ID for Marlon Sneed?

4. Which Student is assigned ID 5996611017

5. Which Student in Site 11 North City ESL has the earliest Date of Birth?

6. How many Female Students are there in the program year at Rolling Hills
between the ages of 23 and 29?

7. How many students enrolled in Site 2, South Campus with native language of
Spanish?
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2.3. Explore and edit student records

The Student Demographic record is the "parent"” record for all other learner-related records,
such as In Program Years, Test, and Class Enrollment records (which are all “child”
records.) The foundation for the Student Demographic record is the Student Identification
(ID) number, which provides the common element that links all of the records assigned to the
student, and supplies the minimum information TE needs to create a Student Demographic
record.

2.3.1. On the Records menu, point to Students, and then click Demographics,

2.3.2. Find the record for the student Acuna, Rosalina, by clicking the Filter icon in the Name
field and searching for Acuna. (Note: be careful how you set up this filter.)

' Students demographics n-

CES Agency/Site |4908 - Rolling Hills Adult School

+ Student code Name

4 Y acuna x

Rosalina Acuna

2.3.3. Open the record for Rosalina Acuna by double-clicking anywhere on the row of that
record.

2.3.4. The Student Information tab should open.

E View Organization Records Reports Jools Help

Demographics 913425098 - Rosali... £

7 1208

Student Information

Agency/Site: 4908 /01 - North Campus
Student: 913425098 / Rosalina Acuna Birth Date: 5/9/1991 Gender: Female

2
]
=
[}
[}
E
o
el

Add Entry/Update Record

Do a guided tour of Rosalina’s records.

© CASAS 2018 GIS/~IS| 17
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2.3.5. View the Navigator section of this window on the left-
hand side. It opens to Edit/View, which enables you to In Program Years
edit and view Rosalina’s personal student demographics Student Records
information. Edit/View contains the “parent record” data Class Enrollments
for the student record, while the other selections on the Class Records

Navigator bar represent “child records. Program Enrollments

Program Records

2.3.6. Clicking the different options on the Navigator panel Tests
provides views of a variety of information about that Certificates
student. Demographic History

Employment History

Demographics 913425098 - Rosali... E}

2.3.7. In Program Years displays the years in which e
. .. . Edit / View Student Informatiol
Rosalina has dated activity in the database. Agency/Sit: 4908
Student Records Student: 913425098 / Rd
Class Enrollments Add Entry/Update Record

Class Records

In Program Years

Program Enroliments [New b ] [ Coluf

Program Records

s Program year | <
Tests v 1
Certificates 7/1/2016 - 6/30/2017 0

Demographic History

Employment History

2.3.8. Student Records displays a list of all of the dated activity that occurred for Rosalina
during the year.

B3 view organization Records Reports Tools Help

Demographics 913425098 - Rosali... |3

— e CIOTTR T T
Edit / View Student Information
In Program Years Agency/Site: 4908 /01 - RHAS: North Campus

Student: 913425098 / Rosalina Acuna Birth Date: 5/9/1992 Gender: Female

Class Enraliments Add Entry/Update Record

Class Records Student Records

fhew o) [ 06 O O

Program Records Labor
= Student Record Primary Instructional

Tests ® site | & e Name e ® ;:ar::s . oale Levels Results
Certificates T v T v T T
Demographic History R.. 913425098 Rosalina Acuna 12/12/2017 Basic Skills (ABE) -... Entered job training
Employment History 01-R.. 913425098 Rosalina Acuna 12/10/2017

01-R.. 913425098 Rosalina Acuna 9/1/2017

01-R.. 913425098 Rosalina Acuna 8/25/2017 Unemployed GetaJob Basic Skills (ABE) -...

18] CASAS ©CASAS 2018
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2.3.9. Class Enrollments lists each class in which the student is enrolled. This list will only
include one listing for each class.

E View Organization Records Reports Tools Help

Demographics 913425098 - Rosali... [}
Edit / View Student Information

In Program Years Agency/Site: 4908 / 01 - RHAS: North Campus
Student Records Student: 913425098 / Rosalina Acuna Birth Date: 5/9/1992 Gender: Female

Class Enrollments Add Entry/Update Record

Class Records

Class Enrollments

resrem feliments [new & Jritter 7] [Sort ;] IERRAISICH e rresh = Jexport = W print

Program Records

T o Student | _ e . Class | _ e — o Class . Date Entered
Tests pi piy) status Class

. k4 T T T
Certificates

913425098 Rosalina Acuna ABE Low Intermediate 8/25/2017

Demegraphic History

Employment History

2.3.10. Class Records shows all class related activity for the student. This section includes
separate records for all data activity related to the class.

E View Organization Records Reports Tools Help

Demographics 913425098 - Rosali... [E3

Navigator 1 [Disconnect # Jcoliapse an_+ JEHRNIRS

Edit / View Student Information

In Program Years Agency/Site: 4908 / 01 - RHAS: North Campus
Student Records Student: 913425098 / Rosalina Acuna Birth Date: 5/9/1992 Gender: Female

Class Enrollments Add Entry/Update Record

Class Records
[ew & Jrier 7] IRIVZICLE) weio-h = J exvor = [ orin

Program Records

. Student Record Class
e s site |+ U . Name Date * o . Class name . Attendance
T T
Certificates v M M
913425098 Rosalina Acuna 12/12/2017 1 ABE Low Intermediate Update (Cumulated): 45:00

Demographic History

01-RHAS:.. 913425098 Rosalina Acuna 12/10/2017 1 ABE Low Intermediate
Employment History 01-RHAS-.. 913425098 Rosalina Acuna 9/1/2017 1 ABE Low Intermediate

01-RHAS:.. 913425098 Rosalina Acuna 8/25/2017 1 ABE Low Intermediate

2.3.11. Program Enrollments lists each program in which the student is enrolled. This section
will only include one listing for each program.

E View Organization Records Reports Tools Help

Demographics 913425098 - Rosali... [E}

— [+ s

Edit / View Student Information

In Program Years Agency/Site: 4908 /01 - RHAS: North Campus
Student Records Student: 913425098 / Rosalina Acuna Birth Date: 5/9/1992 Gender: Female

Class Enroliments Add Entry/Update Record

Class Records
Program Enrollments

Lrogomcoinerts e " Y river ¥ [ cotumns = Rsort ¢ Joeiete ] [

Program Records

= Date
o Student Instructional Program
Tests L Site ® L Name * e L) Status %  Entered
- - Program
Certificates T T T .
Demagraphic History .. 913425098 Rosalina Acuna Retained in program 8/25/2017

Employment History
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2.3.12. Program Records shows all program related activity for the student. This includes
separate records for all data activity related to the program.

E View Organization Records Reports Tools Help

Demographics 913425098 - Rosali... Ei

Navigator 1 Go To Linked Collapse All &

Edit / View Student Information

In Program Years Agency/Site: 4908 /01 - RHAS: North Campus
Student Recards Student: 913425098 / Rosalina Acuna Birth Date: 5/9/1992 Gender: Female

Class Enrollments Add Entry/Update Record

Class Records
Program Records

e MZICC) - = ] o

. Program Year + Site || # Student ID * Name ® Record Date
Tests Program
h g T T h g r T
Certificates
_ 5 i >
Bemographic History 7/1/2017 - 6/30/2018 913425098 Rosalina Acuna 12/12/2017
) 7/1/2017 - 6/30/2018 01-R.. 913425098 Rosalina Acuna Basic Skills (ABE) 12/10/2017
Employment History 7/1/2017 - 6/30/2018 01-R.. 913425098 Rosalina Acuna Basic Skills (ABE) 9/1/2017
7/1/2017 - 6/30/2018 01-R.. 913425098 Rosalina Acuna Basic Skills (ABE) 8/25/2017

2.3.13. Tests displays Rosalina’s tests.

E View Organization Records Reports Tools Help

Demographics 913425098 - Rosali... [E3
Navigator =m
Edit / View Student Information

In Program Years Agency/Site: 4908 /01 - RHAS: North Campus
Student Recards Student: 913425098 / Rosalina Acuna Birth Date: 5/9/1992 Gender: Female

Class Enrollments Add Entry/Update Record

Class Records
Tests

[hew & Jraer 7] [ ree s

Program Records

* Site ¢  Student ID ® Name Assessment | o pom | e Eealcy Accurate
Tests Date Score
4 T T T 4

Certificates

913425098 Rosalina Acuna 12/10/2017
913425098 Rosalina Acuna 9/1/2017 083R 218 Yes

Demographic History

Employment History

2.3.14. Return to Edit/View.
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2.3.15. Click the Edit icon. This opens the Edit/View screen for editing.

2 | # Identification

N

2.3.16. In Identification, find the Date of Birth field.

2.3.17. Change Rosalina’s date of birth from 5/9/1991 to 5/9/1992.

A Birth Date:
[ B

Sun Mon Tue Wed Thu Fri Sat 2.3.18. Click Save.
28 29 30 1 2 3 4

5 6 7 8 g 10 1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 1
2 3 4 5 6 7 8

EXERCISE 2.2

1. What is Rosalina Acuna’s Date of Birth?

2. What is Rosalina’s Native Language?

3. How many Test records does Rosalina have for the current program year?

4. What is Rosalina’s Secondary Attainable Goal?

5. What is the Highest Year of School Completed for John W. Bestway?

6. [ADVANCED] On what date was John'’s first Update completed?

7. [ADVANCED] How many different programs is Chuckie Garcia
enrolled for current program year? How many classes?

Congratulations!

You have successfully explored, edited, and designed student records in TE.
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3. Manual Data Entry

Objectives:

3.1 Enter Student Demographics
3.2 Create a Class and a Teacher

3.1. Enter Student Demographics

3.1.1 On the Records menu, point to Students, and select Demographics.

3.1.2 Click the New icon.

Demographics [}

% 4908 - Rolling Hills

New Demographic pud
p.——ﬁt
S 4

Y

3.1.3 Enter information for the new student as it appears in the graphic on the

next page.
3.1.4 When finished, click Save.

3.1.5 Return to the Student Demographics lister.

3.1.6 Click the Add Filter icon E in the Student ID column and type in the

Student ID 555778989. Click OK.

Demographics [}

EZEE) | #505 - Rolling Hills Adult School| ~ (R T et
< Site Student ID s
4
—_— B
6 =S5Ot WeEtC. |starts with| ~ (555778989
11 - North City E... m
11 - North City E.. 5

Click on the Filter button and remove filter for “Current Program Year” and
Filter Y

press OK. The new student demographics record for Elvin Miles should now appear.

22| cAsAS
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m View Organization Records Reports Tools Help User: Admini
Demographics New Student

Student Information

z I
]
P
-]
o
~
=}
=

Agency/Site: 4908 - Rolling Hills Adult School

Student: 555778989 Birth Date: 1/21/1987 Gender: N/A

2 # Select Site

Site: I4908 - Rolling Hills Adult School >

2 # Identification

Student ID: ‘W Is Fake: |No—v

Title: i First Name: | Elvin Middle Name: [ Last Name: [Miles |
Gender: ‘W Birth Date: ‘ 1/21/1987 [EJ‘

SSN: I Consent: |Unknown | ¥ NEDPID: [ ssio: [ |
GED2002ID: E[______ GeD2014ID:[ HiSETID: [ TAsCID:[ |

& # Education

Highest Year of School: Highest Degree or Diploma: CAHSEE Scores:
J ) None () A.A/AS. Degree Date Score Passed
School Outside US: (W) () HSE Certificate or:! yr. College Graduate Add Score
O High School Diploma ® Higher than B.A./B.S.
() Technical/Certificate () Individual Education Plan
~

Some college, no degree |

| C ) Other Diploma/Degree

Highest Degree or Diploma Earned Outside US: (m)

GED 2014 Scores: GED 2002 Scores:

Subsection Date Score Passed Non-English Subsection Date Score Passed Non-English

HiSET Scores: TASC Scores:

Subsection Date Score Passed Non-English Subsection Date Score Passed Non-English

Add Score Add Score

@ # Ethnicity, Race & Language

Ethnicity: | () N/A Native Language: | () N/A () Arabic (O Hmong () Russian () Urdu (O Japanese () Nepali
() Hispanic or Latino (® English () Chinese (O Haitian () Korean () French (O Panjabi () Burmese
(®) Not Hispanic or Latino () Spanish () Vietnamese () Somali () Tagalog () Portuguese () Bengali () Hindi @
Races: (] white [ Filipino ["] Native Hawaiian
(] Asian [ American Indian [ | Pacific Islander

(V] Black or African American [_ | Alaska Native

@ # Address, Contact & Provider Use

Address: | Zip: | City: |

Phone:

Fax: | Email: lemiles@zmail.com
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3.2. Create a Class and Assign a Teacher

3.2.1 On the Organization menu, click Sites.
3.2.2 Open the record for Site 11 — North City.

3.2.3 On the Navigator bar, click Class Definitions.

E View Organization Records Reports Tools Help

11 - RHAS: North City B3

Edit/ View Site Information

Sub-sites Site ID: 1. Site Name: RHAS: North City

Agency: 4308 - Rolling Hills Adult School (RHAS)

Class Instances WTUs Available:

Registered Students Class Definitions

Users

& i ; ClassID  # Class Description
Access Groups 4
Personnel - : i Low Intermediate ESL
Testing Session Templates RHAS: North City High Intermediate ESL

RHAS: North City 112 Multi-Level ESL

Testing Sessions

Testing Stations

3.2.4 Click the New icon. -

3.2.5 Enter information for a new Class 113 using the data in the graphic below.

Class Definition Information

Agency/Site: 4908 / 11 - RHAS: North City

Class ID: 113 Extended ID:

Course Code:

WTUs Available:

2/|# Select Site

Site: |11 - RHAS: North City e

2 | Class Definition

Class ID: 113 Extended ID:
Course Code:

Class Description: [ESL Advanced - Distance Learning
e —————————————————
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3.2.6 Click Save. Notice that additional selections appear TGPSPVP on
the Navigator bar.

3.2.7 On the Navigator bar, click Class Instances. s ik o

Edit / View

Class Instances

Class Enrollments

Class Records

Teachers

3.2.8 Click the (lower) New icon.

3.2.9 Enter the information using the following information:

2||# Select Class Definition

Class Definition: | Site; [11 - RHAS: North City -
Program Year: | Select Current Program Year -
Class Definition: [113 - ESL Advanced - Distance Learning | =

@ # Class Instance

Class Start Date: |Start of Program VBBTE Class End Date: | End of Program Year |E|

Instructional Programs: ® N/A ™ High Schoel Diploma [ Adutts w/Disabilities ] Pre-Apprenticeship
[ Basic Skills (ABE) [ Hse [ Adutts supporting K12 student success
[7 ESL/ELL [_‘ Career and Technical Education (CTE) h Other Program
O Citizenship [] Workforce Readiness [Troce
Special Programs: [ None [ Homeless Program ] Special Needs [ Even start
[T EL Civics (IELCE) [ Family Literacy [ Alternative Ed. [K12] [ cBET
[ sail [} Workplace Ed. "] Non-traditional Training O Integrated Education & Training
O Community Corrections O Tutering [ Older Adults [ other
\h State Corrections [] Distance Learning [ Carl Perkins

3.2.10 Click Save. Again, new selections appear on the Navigator bar.

Now we will add a couple of students and a teacher to this new class.

3.2.11 On the Navigator bar, click Class Enrollments.
3.2.12 Click New.

3.2.13 Open the Student drop-down menu.
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2 # Select Student in Program Year

Student:

Site:

Program Year:

11 - RHAS: North City

‘ Select Current Program Year

Student: No selection v
Class Instance: 501161426 Leo Alcazar 11 - RHAS: North City B
502162564 Pedro Altamirano 11 - RHAS: North City
/|4 statusin Class 508990089 David Vega 11 - RHAS: North City |
Date Entered Class: [ 510510043 Darius Doha 11 - RHAS: North City
511151043 Shoufu Wu 11 - RHAS: North City
Class Status: [@ N/A O Activl 511156803 Roberto Araiza 11 - RHAS: North City
512333731 Veronica Lopez 11 - RHAS: North City
514977730 Lena Lukashuk

11 - RHAS: North City E]

Clear selection il Select from Lister...

(V] SubSites (V! Filter b

rograim vear

3.2.14 Select student David Vega and click Save. Repeat the same process with
student Lena Lukashuk.

3.2.15 Return to the Class Instance Record and click Class Enrollments. Note that
these two students now appear in this lister.

Sl i Sort + Jociete  RJO MR

E=TE Agency/Site |11 - North City ESL| ~

N Program year + Student code || = Name + Site + Class code | = Class name

Y Y Y b & A 4

" Current Program Year 514977730 Lena Lukashuk 11 - North City ESL 113 ESL Advanced - Dist...
F Current Program Year 508990089 David Vega 11 - North City ESL 113 ESL Advanced - Dist...

3.2.16 Click the open tab for the class definition record you originally created for
Class 113.

3.2.17 On the Navigator bar, click Teachers.
3.2.18 Click the (lower) New icon.

3.2.19 Enter new teacher information based on the graphic on the next page.

©CASAS 2018
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Functional Role Information

Container: 4908 / 11 - North City ESL

Class Description: 113 - ESL Advanced - Distance Learning

Personnel: 1110 - Elisa Askew

@ # Select Personnel

Personnel: | Container: |11 - North City ESL -

Personnel: [1110 - Elisa Askew v

@ # Select container/associations for role

Container: | Container: [11 - North City ESL v
Class Definition: [113 - ESL Advanced - Distance Learning v
Special Program: [No selection -

2 # Role Identification

Functional Role: () Administrator
(® Teacher

-

6/
Role is Related to Instructional Program: ®

N/A High School Diploma @ Adults w/Disabilities @ Other Program
@ Basic Skills (ABE) @ GED © Health & Safety @ rocp
@ EsL ® Spanish GED © Home Economics
@ ESL/Citizenship @ Career/Tech Ed © Parent Education
@ Citizenship @ Workforce Readiness @ Older Adults

3.2.20 Click Save.

3.2.21 On the Pages tab, click Close All Pages.
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Objectives:
4.1 Scan New Records in TE

4.2 Edit and Verify Scanned Data in TE

4.1.Scan new records in TE

4.1.1 On the Tools menu, select Scanning Wizard.

4.1.2 When scanning at your agency, choose Using Scanner and then click Next.

(e Using Scanner
() Simulate Scanning

4.1.3 But for this training, choose Simulate Scanning. Click Next.

(") Using Scanner

(e’ Simulate Scanning

4.1.4 Select Entry for the Front Side, and for Back Side, select None.

Front Side

() Update () Observation () ESL Appraisal
| Test () Consumer

Back Side

(o'None ( 'WFEntry (80 Appraisal

(O Entry () WF Update () ECS 130 Appraisal
() Update () Observation (' ESL Appraisal

| Test () Consumer
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4.1.5 Click Next

4.1.6 In the Windows dialog box, find the Entry Record simscan file to simulate
scanning. Click Open. (Note: your file will differ from the graphic below. The
facilitator will provide you more instructions on this step.)

|| RAWSCAN _entry11.00003 8/24/20129:18 AM 00003 File
|| RAWSCAN _entry12.00026 8/24/20129:18 AM 00026 File
|| RAWSCAN_form11.00004 8/24/20129:18 AM 00004 File =
|| RAWSCAN_updatel1.00005 8/24/20129:18 AM 00005 File
L I _i )
ne: RAWSCAN_entry12.00026 > |AllFiles () v
[ Open |v] [ Cancel ]

4.1.7 Click OK, and then click Next.

4.1.8 Check Select field overrides and then click Next.

(e Select field overrides (override empty and non-empty scanned fields)
() Select field defaults (replace empty scanned fields)

4.1.9 In Front Overrides input the following information below.

Scanning Wizard

Front Overrides

State: (V! lCaIifornia -
Agency: (¥ 4908 - Rolling Hills Adult School | =
Site: ¥ |4908 / 1 - North Campus -
Class: /! |1001 - ABE Intermediate ~

4.1.10 Verify the additional settings on the next screen and Click Next.
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4.2.Edit and Verify Scanned records in TE

The next step displays the list of the records you just scanned. Here is where we can “batch
repair” the records we created during our scan session, and also add the name(s) for the
students we entered.

4.2.1 Select a record for editing and then double-click that record, or click Edit
Records. This opens the Data Correction Edit Window.

4.2.2 Edit the record like the example in the graphic below. (Note: your example
may differ from the data represented in the graphic. Your instructor will
provide more directions if necessary.)

a
[
i
) [p
[
|
A
|
[

4.2.3 Click Save.
4.2.4 On the Scan Wizard, click Next.
4.2.5 Click Next to import the record(s) into TE.

4.2.6 Click Finish.
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5. TE User Accounts

Objectives:

5.1 Create a New User in TE

5.1.Create a new user in TOPS Enterprise

5.1.1 On the Organization menu, select Users.
5.1.2 Click New.

5.1.3 Create the new user account according to the graphic below. For the password type
in coordinator, all lowercase.

& # Select Container

Link with existing personnel: il

Container: Container: 11 - North City ESL v

& # User Identification

User Account: \ coordinatorsb@rhas.org
Password: [oronerncees
Retype Password: | xR

[ 11s Disabled
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5.1.4 Select Coordinator (TE) Access from the Groups drop down menu.

Groups: No groups selected.

[Type here to search...
[i1s Suspended B E_)‘ ccess

SLTRR 2R

4'-9;0-8’.-R'*?!I ' i AOT L R

5.1.5 Fill in the User Contact info.

& # User Contact

Contact ID: |

Title: | | First Name: | Coordinator Middle Name: |

Address:
City:
Zip:
Phone:

Fax:

Email: [coordinator50@rhas.org

State: {Unknown | ~

Cell Phone: |

Last Name: .50

5.1.6 Click Save.

6. Generating Reports

Objectives:

6.1. Locate reports using the TE menu
6.2. Generate reports using the New Report Setup
window

32| cAsAS
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6.3. Display, print, and navigate throughout TE reports TGPSPVO
6.4. Use dynamic “drill down” features in TE reports
6.5. Filter TE reports using Report Viewer Navigator

'

6.1. Locate reports using the TE menu

6.1.1. Click the Reports drop-down menu.

Tools Help

CASAS eTests
Demographics
Program Outcomes
Test Results

Data Management
State Reports
Federal Reports

Report Locator Wizard...
Reports Manager

Dashboard Sources

Ad Hoc Reporting

As you can see, there are several submenus or categories of reports in TE. Each submenu
includes reports that all relate to similar topics. By scrolling to each category, you can find out
which reports that specific section contains. More reports will be added to TE in future
development.

6.1.2. On the Reports menu, point to Demographic Reports, and then click
Demographic Summary.
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Tools Help

CASAS eTests
Demographics
Program Outcomes
Test Results

Demographic Detail
Demographic Summary

Data Management Instructional Hours

State Reports R
Federal Reports

Report Locator Wizard...
Reports Manager

Dashboard Sources

Ad Hoc Reporting

6.1.3. The Report Setup window will open. This opens whenever you select any report
in Enterprise. In this window you determine what specific information will appear
in the report.

A E View Organization Records Reports Tools Help User: Administrator 23 Version: 3.0 build 17 ‘—"l =) DI iE \X|

Demographic Summary n Pages

S | R T il oot > | sobsites ] Genorate - JUISUR | [ore
(Genealsetiogs :
# Session Name

Personnel
: Session Name Demographic Summary on May 18, 2017 at 12:07:22 by administrator23@rhas.org

Class Instances
Session Comments
In Program Years

Student Records # Common Filters —

Class Enroliments Program Years | ® Current Program Year () 7/1/2017 - 6/30/2018 O 7/1/2016 - 6/30/2017 O 7/1/2015 - 6/30/2016 O 7/1/2014 - 6/:

Program Enroliments
9 & Date Ranges
Report Selection g = -
Activity date: |N/A iR i d

A. Report Setup Navigator enables the user to filter the report using a variety of
criteria, such as by specific student or class. Selections on the Navigator
panel vary depending on the content of the report.
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E2 View Organization Records Reports Tools Help Version: 3.0 build 17 (2) (=) (@) (=
Demographic Summary [E3 Pa
22505 _oling il Adul school (HAS [ [Subsites =] : (oo} B. Program Years and
& Session Name Date RangeS IS Whel'e
zessfon :ame . | Demographic Summary on May 22, 2017 at 12:52:22 by administrator23@rhas.org you |nd|cate the record
Y., dates for the report. For
B h Years (@ current Program Year O 7/1/2016 - 6/30/2017 O 7/1/2015 - 6/30/2016 O 7/1/2014 - 6/30/2015 O 7/1/2013 - ¢ example, in the Setup
= Ranges window above, the report
Activity date: |N/A ~  from: | [ to: | [~ F_—
ot [ — = = will include data from the
T S — current program year.
_ Program Years enables
Selected Available
o C you to select a specific
= : fiscal year range, while
Date Ranges enables a
Warn if too many pages: 2 Include Criteria Info: [V Include Prepared By: (V' Include Print Time: [ .
hars Ty Pi CharsDesrpors: more detailed range of
‘ e O dates.
Report Style Option: Agency Print Option: Site Print Option: Class Print Option: Person
‘ - ik C. Output Layout
Red : O NameD | [ ONameip O Name D | |« Param eters InC|UdeS
i | other selections that give
ol 4 Labels o
on you flexibility to
Report Style Option: Agency Print Option: Site Print Option: Class Print Option: Personnel | .
e b e <{ customize the output of
T ‘ bW 2 ‘ S ‘ - your report. This section
T has features such as
Cam | Report Sort Order,
— T = Page Sort Order, and
T —— Print Options enabling
wessw—2 D the display either

numerically by Student

ID or alphabetically by Name. Some of these options vary according to the
specific report you generate.

D. Special Options varies from report to report, and is where you can assign
specific conditions to that report generation, such as breaking on class or
program, or showing the students’ complete test history.

For this exercise, we will start by simply generating the report with no modifications to the

setup. .‘
We do this by clicking the Generate button Generate or icon.
6.1.4. Click the Generate button. This opens theR
WS
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Demographic Summary report. You can scroll up 1 and down |, and

across — to view the report. We will explore this and other reports further in the

next Lesson.

6.1.5. To enhance your view of the report, click
the Unpin icon to minimize the Report
Viewer Navigator.

Report Viewer Navigator

\ -

Demographic Summary by Agency QULT

!

6.2. Display, print, and navigate throughout Enterprise reports

6.2.1. Refer to the report you generated. If you need to re-open it, from the Reports
menu, point to Demographic, and then click Demographic Summary.

6.2.2. Click the Generate button. The report will open.

Page 10f 3

Ds2

m Demographic Summary

o

Agency: 4908 - Rolling Hills Adult School (RHAS) Students: 239

Yes 56 2343 Male 125
['No 183 7657 | | Female 112

7 %

| Yes 7 32.22

| No %6 0.7 Under 6 27
N/A 66 27.62 | 6-8 43

9-10 54

[ e +  x [ »
Under 15 0 000 | |12 40
[15-17 0 000 | |13 3
18-21 4 1.67 [n/a 34
[22-24 1 460
[25-29 50 2092 School out of US [
30-34 62 2594 | | Yes 1
|35-39 2 1213 | [No 134
0-44 25 10.46 N/A 104
[45-40 - 8 i

50-54

6.2.3. There are a variety of icons that run across the top of the report that enable you to

perform certain functions. To the left are buttons that appear like this:
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A. Keep Session allows you to save the report so you can open the report in the TE
Reports Manager at another time with the exact setup modifications you
selected in the setup window.

B. Export enables you to save the report in different file formats so you can view
the data in other programs. Most TE reports allow export to Word, Excel, Adobe
PDF, and Rich Text Format.

C. To print a hard copy of the report, click the Print icon.

D. The navigation buttons allow you to go to a particular page within the report.

E. Layout Settings enables you to make changes to fields in the setup window
without having to close the report.

F. Fit Page, and Fit Width adjust the view of the report in different ways.

Now we will regenerate this report. Click Layout Settings.

Layout Settings

6.2.4 In Chart Type, select the pie chart icon; in Pie Chart Descriptors, select Labels, and
then click Apply (at the bottom of the screen.)

Chart Type: Pie Chart Descriptors:

() Legend
(® Labels
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m Demographic Summary
05/23/2017 Page10of5
10:19:22 by Aeemey os2
Agency: 4908 - Rolling Hills Adult School (RHAS) Students: 239
| Yes 56 2343 |
| No 183 7657 |
Consent # %

Yes 77 32.22

No % 4017

N/A 66 27.62

Under 15 0 0.00

15-17 o 0.00

18-21 4 167

22-24 1 4.60

25-29 50 20.92

30-34 62 25.94

35-39 29 1213

40-44 25 10.46

45-49 21 879

50-54 15 6.28

55-59 8 335

60-64 3 126

65-69 3 126

70+ 6 251

N/A 2 084

6.2.5 The report now displays in both table and pie chart format, with labels to
denote each demographics category.

6.2.6 Close the Demographic Summary report and the report setup window.

6.3.Use dynamic “drill down” features in TE Reports

6.3.1 On the Reports menu, point to Data Management submenu, and select Data
Integrity.

6.3.2 Leave the settings as is in the setup window, and click Generate.
6.3.3 Click the Unpin icon to provide a full view of the report.

6.3.4 View all of the figures displayed on this report. Hover with your cursor over one of
the figures to highlight the number, as shown in the graphic (below).

Summary Information
| Total WIA Title |l Learners 237

6.3.5 l Learners Concurrently Enrolled in High School/K12 6 Click the f!gur_e on the
report | fotal Learners eligible for WIA Title I 231 thatyou highlighted. A
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new Lister appears, that displays a list of the learners included in that Tﬁpspfp
number. In this example, clicking the number “231” on the report
generates a list of the 231 learners eligible for WIOA.

op Sescion & QRO Fier + P corumns ~ L oor 2 O
<+ Program year * Site + StudentID | = Name + Birth Date | ¢+ Gender | ¢ Racge
Y Y Y Y Y Y ¢

| 7/1/2016 - 6/30/2017 4908 - Rolling... 023945893 Trayla B Ford 3/16/1987
7/1/2016 - 6/30/2017 4908 - Rolling... 034903948 Carmen Rodriguez 7/30/1957 Female
7/1/2016 - 6/30/2017 4908 - Rolling... 039493489 John W Bestway 7/15/1987 Male White
7/1/2016 - 6/30/2017 02 - South Ca... 045621382 Timothy McFlurry 4/5/1973 Male White
7/1/2016 - 6/30/2017 4908 - Rolling... 090983439 Krissy Bartholomew 9/9/1984 Female White
7/1/2016 - 6/30/2017 4908 - Rolling... 091919119 Karen V Corkey 7/13/1987 Female White
7/1/2016 - 6/30/2017 4908 - Rolling... 092340934 Humil Zritpab 5/25/1994 Female White
7/1/2016 - 6/30/2017 4908 - Rolling... 092409833 Jaime Gomez 8/20/1994 Male White
7/1/2016 - 6/30/2017 4908 - Rolling... 093182584 Ronald Screbicizi 8/9/1988 Male White
7/1/2016 - 6/30/2017 4908 - Rolling... 093548385 Phat Lam 1/31/1993 Female Asian
7/1/2016 - 6/30/2017 4908 - Rolling... 093734754 Jay Bluegill 9/29/1988 Male White
7/1/2016 - 6/30/2017 4908 - Rolling... 095898383 Matt R O'Happenstance 9/9/1988 Female White

6.3.6 Double-click the top record on the list (in this example, Trayla B. Ford) to open
that student record.

6.3.7 This directs you to that learner’s record so you can immediately view and/or
correct the issue displayed on the Data Integrity Report.

6.3.8 Note the orange bar that now appears. This signals that you have drilled down to
a specific subset of data included in the report. (Note: clicking the red “X” to the right of
the orange bar removes the drill down filter you selected, but will not return to the full
report. Double-clicking on the white text in the orange bar will return you to the full
report.)

v e Q@ 5 /21®

Agency = 4908 - Rolling Hills Adult School

6.4. Filter TE reports using Report Viewer Navigator

6.4.1 Click the report title at the top of the Navigator panel to return to the full report.
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m View Organization Re

Report Viewer Navigator

¥ 5/29/2017 10:45:31 AM

Data Integrity

Student
Students - In Program Years
Students - Records

Classes - Enrollments
Classes - Records

Programs - Enroliments

Student Assessment

6.4.2 The other selections in Report Viewer Navigator will direct to different TE listers
that provide a variety of views that relate to the data cell on which you drilled down.

Generally, Students — In Program Years is the option to select if you want to
ensure that the item count in the lister matches the items count displayed in the
report cell.

The other selections below Students — In Program Years provide more detailed
views to facilitate editing and correction of data.

6.4.3 Click Students — Records. Note the item count for this lister is much larger than
Students — In Program Years, as it includes a duplicated list of students.

6.4.4 Open the top listed record (for this exercise, it should be Sofia Fraticelli.) This
takes you directly to the student’s data, where you can add or correct the fields listed “on
the spot.”

6.4.5 Close the student record, and close the Data Integrity Report, but leave the setup
window open.

6.4.6 In Report Setup Navigator, click In Program Years.

Report Setup Navigator 4908 - Rollir s Adult School |'® Aggregated z m m View Reporting Session
3 s P
Po——— New M [columns ~ [ sort 1 Joelete < 18 GO 1308
Class Definitions 7 ° Program year “ s Site Student 1D s Name < Birth Date
Y (184 Y Y v
Personnel — >
v 7/1/2016 - 6/30/2017 4908 - Rolling... 023945893 Trayla B Ford 3/16/1987
Glass Tstanices ¥ 7/1/2016 - 6/30/2017 4908 - Rolling... 034903948 Carmen Rodriguez 7/30/1957
V]l 71/2016 - 6/30/2017 4908 - Rolling... 039493489 John W Bestway 7/15/1987
Student Records V! 7/1/2016 - 6/30/2017 02 - South Ca.. 045621382 Timothy McFlurry 4/5/1973
S ;/ 7/1/2016 - 6/30/2017 4908 - Rolling... 049485858 Carey D McGarnagle 6/8/1988
vl 77112016 - 6/30/2017 4908 - Rolling... 090983439 Krissy Bartholomew 9/9/1984
P I e
tessum Enrojiments 7 7/1/2016 - 6/30/2017 4908 - Rolling... 091919119 Karen V Corkey 7/13/1987
Assessment Forms V] 77172016 - 6/30/2017 4908 - Rolling... 092340934 Humil Zritpab 5/25/1994
Tests V| 7/1/2016 - 6/30/2017 4908 - Rolling... 092409833 Jaime Gomez 8/20/1994
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This generates a list of all students in the selected program TGPSPLO
year who qualify for this report. Note that the item count is the
same as for the total number of WIOA learners we reviewed in the previous exercise.

6.4.7 In the Lister, use the column filters to

replicate the same filter we performed in Lesson e
2 —in Age, filter for students only between the

ages of 33 and 43, and in Gender, select Female
Female. Female

Female

Female

6.4.8 On the top row, click Generate. The report now displays data integrity results for
the filter we directed — for only female students between the ages of 33 and 43.

m Data Integrity

05/15/2017
10:43:15

by Agency

Agency: 4908 - Rolling Hills Adult School

Summary Information

Total WIA Title Il Learners

6.4.9 Close all tabs (Pages, close all pages.)

Congratulations!
You have created and interpreted reports and evaluated
TE report selection criteria.

EXERCISE 6.1

1. List at least three students who appear on the Data Integrity report under Iltem #2 — Less
than 12 hours of instruction:

2. What percentage of Rolling Hills WIOA Il learners have a conservative estimate pretest
score?
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TGPSprO 3. How many students at Rolling Hills have a Native Language of
Spanish?

4. According to the database, are there more students at Rolling Hills who are Employed or
Unemployed?

5. What are at least two reports available that can display this information?

Any of the following:
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