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Objectives
Ensure that your TOPSpro Enterprise®

software accurately 
Reflects your agency’s EL Civics funding: Civic 

Participation, Citizenship and Integrated EL 

Civics (IELCE)

Notes all EL Civics in summary & detail reports

Captures all EL Civics outcomes for payment 

points
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Agenda
•Entering funding sources into TE

•Creating class definitions & instances

•Designating focus areas

•Using the Additional Assessment 

wizard

•Keeping tabs on EL Civics outcomes 

with reports

October 5, 2020 3

Presenter
Presentation Notes
Enter content




www.casas.org

EL CIVICS 
CONFERENCE 

2020-21

4

*TOPSpro Enterprise® software

Start with Class Set Up in TE*
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Selecting EL Civics Funding Sources
Step 1: How to enter your WIOA, Title II Funding Sources:

In TOPSpro Enterprise (TE), click Organization > 
Agencies > Double click on agency’s name to open the 
record
Click Program Years from Navigator
Double click on 7/1/2020 – 6/30/2021
Click the Edit button for Funding Sources > Check all 

boxes that apply
Click Save

Step 2: Start assigning the proper funding source to your 
EL Civics classes, by going to your Classes lister in TE.
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Creating Class Definitions

Creating a Class Definition
1. Go to Organization > Classes > Definitions
2. Click on New
3. Select a site and enter class information.  

Minimum required: Class ID and Class 
Description. 

4. Click Save
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Creating Class Instances



www.casas.org

EL CIVICS 
CONFERENCE 

2020-21

TE Directions for Class Instances
Creating a Class Instance

1. After creating a Class Definition, select Class 
Instances from the Navigator

2. Click on New
3. Select a Program Year and a Start and End 

Date
4. Select Instructional Program, Special 

Program and Focus Area based on your EL 
Civics funding

5. Enter additional class information available 
(not required)

6. Click Save
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Designations within Classes
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EL Civics Designation Flow Chart
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Designating Focus Area 

For all your ESL Classes that are 
implementing EL Civics, assign one of the EL 
Civics focus areas that your agency is funded 
for in the Focus Area field. 
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For 231 EL Civics Civic 
Participation and/or Citizenship 
Preparation, make the correct 
selection in Focus Area and mark 
the class as Instructional Program 
= ESL.

Designating Focus Area for Civic 
Participation or Citizenship Preparation 
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Designating Focus Area for 243 Integrated 
EL Civics Education (IELCE)

For 243 Integrated EL Civics Education 
(IELCE) classes, select 243 IELCE in Focus 
Area and mark the class as Instructional 
Program = ESL.
For 243, there are other selections to 
consider for those with or without 
Integrated Education & Training (IET).
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For 243 Integrated EL Civics Education (IELCE) 
classes that do include Integrated Education and 
Training (IET), mark in addition “Integrated 
Education & Training” under Special Programs.

Designating Focus Area for 243 Integrated EL 
Civics Education (IELCE) - continued
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For 243 Integrated EL Civics Education 
(IELCE) classes that DO employ 
Integrated Education & Training (IET), 
there are different ways of setting up the 
class, depending on the specific IET 
model:

• Co-Teaching/”iBEST”
• Alternate Teacher Model
• Collaboration with Outside Organizations

Designating Focus Area for 243 Integrated 
EL Civics Education (IELCE) - continued
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For Integrated Education & Training (IET) arrangements 
using the Co-Teaching Model: 
• Instructional Program = ESL and CTE
• Special Program = Integrated Education & Training
• Focus Area = 243 IELCE

Designating Focus Area for 243 Integrated EL 
Civics Education (IELCE) – Co-Teaching Model
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For IET arrangements using the Alternating Model:
• Instructional Program = ESL only
• Special Program = Integrated Education & Training
• Focus Area = 243 IELCE
• Note: Create separate TE Class Instance for CTE class

Designating Focus Area for 243 Integrated EL Civics 
Education (IELCE) – Alternate Teacher Model



www.casas.org

EL CIVICS 
CONFERENCE 

2020-21

18December 2, 2020

• Instructional Program = ESL
• Special Program = Leave blank at the class level; mark IET 

separately for each student in workforce training (Special 
Program Entries under the Entry/Update Record)

• Focus Area = 243 IELCE
• Create Separate TE Class Instance for CTE Classes

Designating Focus Area for 243 Integrated EL Civics 
Education (IELCE) – Mixed Group of Students
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For IET arrangements using the Alternating Model:
• Instructional Program = ESL only
• Special Program = Integrated Education & Training
• Focus Area = 243 IELCE
• Use the Class Notes to describe IET activity at the 

partner agency

Designating Focus Area for 243 Integrated EL Civics 
Education (IELCE) – Collaboration Model
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Additional Assessment Wizard
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COAAP Selection
•On the CASAS website, casas.org, ask your 

EL Civics primary to select one or more 
COAAP (Civic Objective Additional 
Assessment Plan).

•Not sure how to do this? Go to our 
YouTube playlist video: 
https://youtu.be/uQBptNH-Y3w

•Once your agency COAAPs are selected, 
go to TE.

December 2, 2020 21
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Import COAAP Selection to TE
•From the Tools Menu,  open the 

Additional Assessments Import Wizard

December 2, 2020 22
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Using the Wizard in TE
•Mark the first Option to Retrieve 

approved Additional Assessments from 
the CASAS Website (use Internet)

December 2, 2020 23
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Next Steps 
1. Review your Agency’s name 
2. Select the Program Year
3. Click the Next button

December 2, 2020 24
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Next Steps (continued)
• Your agency’s list of Selected COAAPs 

will appear
• Click the Next button

December 2, 2020 25
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Final Step
• Click the Finish button
• Note:  This process can be repeated if 

you add more COAAPs later. (Start with 
the CASAS website selection.)

December 2, 2020 26
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Reports
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EL Civics Reports
•Under Reports in TE you are able to

select a few different reports to get EL 
Civics data.

1. EL Civics Additional Assessment 
Summary

2. EL Civics Additional Assessment 
Detail

3. Payment Points Summary (right-click 
for ELC drill down options)

4. Payment Points Data Integrity

December 2, 2020 28
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California State Reports
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ELC Assessment Summary
•AA1 = first Additional Assessment
•G & H = Government and History test
•CIT = Citizenship Oral Interview

December 2, 2020 30

Presenter
Presentation Notes
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ELC Assessment Detail
• Listed by student last name
• Notes which ELC objective
• T = taken, P = passed (Y=yes)
• Crossed through = excluded (lack of attendance, 

no paired CASAS tests, count for 231/243 not both) 
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Immigrant Integration 
Indicators (I-3)

•Listed by student last name
•Indicates which categories were studied 

and passed

December 2, 2020 32
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EL Civics I-3 Summary
•Totals of student attempts/passes for 

each category and ELC objective

December 2, 2020 33
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Payment Points Summary
•Right-click for EL Civics drill down 

options

December 2, 2020 34
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Payment Points Data Integrity 
Report (DIR)

•Compare totals to expectations
•Items 14 – 17e
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Thank you for attending!
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Facebook.com/CASASsystem

@CASASsystem

Be CASAS Connected
Use #CASAScommunity and #AdultEdu to connect.

Presented by
Margaret Teske, mteske@casas.org

www.casas.org
casas@casas.org

1-800-255-1036

Visit the EL Civics Conference 2020-21 playlist

https://bit.ly/casaselcivics at the CASAS YouTube Channel

Presenter
Presentation Notes
Thank you slide.
Don’t forget to include your contact information and CASAS contact information.

https://www.facebook.com/CASASsystem
https://twitter.com/CASASsystem
http://www.casas.org/
mailto:casas@casas.org
https://bit.ly/casaselcivics
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