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Attachment D 

Entering Adult Education Personnel Information  
in TOPSpro Enterprise 

This document covers how to complete the California End of Year Adult Education 
Personnel Information requirement. This information is included in the National 

Reporting System’s Table 7 - Adult Education Personnel by Function and Job Status. 

 

1. In the TOPSpro® Enterprise software, under the Organization menu, 
click Agencies. 

 

2. Open the record for your agency by double clicking on your agency. 

 

3. On the Navigator bar, click Program Years. 
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4. Open the record for the current (7/1/2023–6/30/2024) Program Year. 

 

5. Under the Program Year record, enter information for Adult Education 
Personnel. Enter the number of adult education personnel in your WIOA, Title II 

and/or English Literacy (EL) Civics programs for each category. 
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6. Under the Program Year record, enter information for Teachers’ Years of 

Experience in Adult Education. Enter the number of teachers that corresponds 
to each of the three years of experience categories. This number should match 
the number of teachers in the first table. 

 

7. Under the Program Year record, enter information for Teacher Certification. 

Enter the number of teachers that meets the criteria for the five certification 
categories. 

 

 

8. Click Save. 
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