Update Records eTests’ ‘ TOPSpro

Scanning Update Records

This document provides a step-by-step tutorial on how to scan Update Records
and verify the imported information.

TE e Orga atio Record Repo Tools
Scanning Wizard

1) From the Tools Menu, select
. . 3rd Party Import Wizard
Scanning Wizard. T

Data Upload Control Panel

California Core Performance Wizard

3 (& Using Scanner
2) Select Using Scanner and Scanner Setings 'vﬁf;?'ﬁ
enter required scanner ' e
Hardware Control settings. oo }‘””"
Data Bits: 8 bits

Stop Bits: [101t

Farity: None
COMM Port: 1 ﬂ
Scanner Sensitivity: 3 ﬂ

Diagnostics mode: | |

[conee
Front Side
3) Click Update to set the type of |/ = e~ = —
record for the scanner to look . ' None - Consumer (' ECS 130 Appraisal
at on the Front Side of the () Entry () Name (" ESL Appraisal
Scantron sheet. @ Update (" Address (' 80 Appraisal
() Test (" WF Entry
hf'ﬂ' Observation | ' WF Update )
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1 sheet scanned

s telp Text g | ¥ PressScan and then Stop after

Scan

scanning the record.

(" Diagnostics mode

Diagnestics:

Status:
stop.

==n next>>

- 5) From the Front Overrides
I Front Overrides page, mark the checkboxes for
Agency Code and Site Code

Agency Code:
S and enter appropriate values.
e Code:
(| Auto-populate missing required contact names with code values 6) Read carefully the text
(V| Allow record creation outside current program year dlsplaye.d and mark the
(v Auto-populate start and end dates from program year range appropriate checkboxes to

auto-populate required fields.

v Check “Auto-populate missing required contact names..." to ensure student names
derive from their identification codes.
v Check "Allow record creation outside..." to enable the creation of date-bound records

outside the current program year.
v Check "Auto-populate start and end dates..." to define activity date ranges using the

program year boundaries.

7) The record is Valid if the background color is white.

Student Code "Update Date”Hour’s of Instruction "Instructional Program HProgram Status" Program Progress
3003 7/28/2012 10 GED Left Program Completed level or program
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8) Press Edit Records to correct data. A new window displays with override options for all
data-input fields.

Data Correction Edit Window

Student Code: [ ] @
Update Date: B :I
Hours of Instruction: ]

Instructional Program: [ [ Basic skills (ABE) () High School Diploma () Workforce Readiness () Parent Education
(O EsL O Gep () Adults w/Disabilities () Older Adults
() esu/citizenship () Spanish GED () Health & Safety O other Program
) citizenship O CareerfTech Ed () Home Economics O roce
Program Status: ("1 (O Retainedin program (O Left Program () No show or did not attend at least 12 hours |
Program Progress: [ ] [f‘ Progressed within level or program () Completed level or program () Advanced to a higher level or pmqram]
Leamer Result: [ 1 otajob [ Retained job [ Met personal goal ) Acquired workforce readiness skills
(" Increased involvement in child's education (" Met work-based project goal {1 Entered job training ("] Gained computer or technical skills
[ Achieved U.S. Citizenship skills [ Met other family goal [ Entered apprenticeship [ Mastered course competencies / educational plan
(" Returned to K-12 (") Increased involvement in community activities [ | Other Personal/Family related goal [ | Reduced public assistance
(] Passed GED () Earned certificate [ Entered college (") other work-related resuit
] Registered to vote or voted for first time (" Earned high school diploma (" Entered training program (] other Education related result
(" Increased involvement in child's literacy activities (1 other ‘Community related result (" Entered military
Class Code: B
Mgt bazh ["1 (€ Beginning Literacy (" Intermediate High () Beginning () ASE High =
) peginning Low () Advanced O Intermediate Low () Completed ASE High
() Beginning High () Completed Advanced () Intermediate High
() Intermediate Low (") Beginning Literacy () ASE Low
Skill Level: a
Program Exit Reason: (] (™) changed dlass or program [ | Got a job [ Lack of child care [ Public safety
("] Completed Program (" Moved {1 Family problems (] Administratively separated
[ Met Goal [ schedule conflict (") own health problems [ | Unknown reason
[Vend of program year [ Lack of transportation (") Lack of interest (] other known reason
GEDSubsection Score: [ ]
High School Credits Earned: [ | [—
Student First Name: [ ] [—
Student Middle Name: [ ]
Student Last Name: B

Class Description: [} LJ

Class End Date: [ ]
i -

Scanning Wizard

There are 1 valid records the wizard will attempt to import into the TOPSpro Enterprise database.

% Note: Even though a record is considered Valid according to client-side validation, it may conflict

with a record at the server. If this occurs, the system will inform you about the number of records
that could not be imported. You will also have the option to correct data that could not import.

10) Wait until all records are | Importing valid records...
imported. A progress bar Importing record 1 of 1... Please wait...
informs you on the import (QERERERRRRERRRRRRRERRRRRRRRRERRR R RRRRRRRRRRREED)]
status. Cancel
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11) The Scanning Wizard ends with a message to indicate the number of successfully imported

records.

Scanning Wizard

The entire dataset containing 1 records has been successfully imported into the TOPSpro Enterprise database.

Verifying Scanned Update Information

A. Fields (3) - (5), and (12) contain values that create a Class Record update.

STUDENT IDENTIFICATION 2 DATE OF

*  CLASS UPDATE
) (0 |0 |0 @ © © 20|1
MO MIOMIOE @A Jan (O|(0) (0 19 (0) (0)
(2) 222 2|2 @2 (2 Feb Ol 3 e
(8) (3)(3)|(3) (B)I(3) (B) (3) (3 Mar ()|(2) (2 2) (2
(4) (4) (4)|(4) (4)|(4) (4) (4) (4 Apr (|3} (3] 3) (3)
(5) (5) (8)|(5) (B)|(5) (5).(5) (5 May (7) (4) 4)(4)
6)(6)(6)|(6)(6)|(6)(6)(6)(6 Jun O 5 5)(5)
@O @D @D @D D@ Jul O (6 6)(6)
(8) (8)(8)|(8) (8)|(8) (8)(8) (8 Aug () 7 7))
(9) (9 (9)|(9) (9)|(9) (9) (8) (8 Sep ()| (8 8) (8)

Oct O] (o 9)(9)

Nov ()

Dec ()

o|
— O‘

PN =
Al N

@ NP e NE e
©| |00 N & »
JENPERENE9
O] [0 N O O

= Look for this information in the Class Records Lister.

Class Record Info
Site: 1 - Intro
Record Date: 7/28/2012

Class Status: Acdtive

Student: 3003 3003 3003

2 Activity in Class

Record Date:  7/28/2012 o

Program Year: 7/1/2012 - 6/30/2013

Class Start Date: 7/1/2012
Class End Date:  6/30/2013

Is Fake: No

Skill Levels: Speaking: 6 / Listeni

8 / Reading: 9 [ Math: 8 / Writing: 8 / Technology: 4 @

Participations: Update: 10 @

Provider Uses:

SKILL LEVEL
Qlulo

N7

2)(2) (2

3) (313

4)(4) (4
2((5)t8)(5)(8) (5)(5
HOIGIGIGIGIC
Y (5Y 6262t e kal a4
8)(8)(8)(8)(8
9)(9)(9)(9) (@

N |10 (0 10 10 (10 A0

1) Open Records ->

Classes -> Records and

select the Agency/Site

container for scanned

data.

Filter lister by column or

use the Filter button.

3) Double-click to open a
Class Record Info
details page.

2

-
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B. Fields (6), (7), and (13) contain values that create a Program Enrollment record update.

B O STATUS ®) r b b
*:__. S "rglf(k':e](ABE (Niark: ona) (0 Changed class () Lack of child care

& r — .
Sea ) ) Retained in program OTPIogE™ O Family problems
(JESL / Citizenshi = L e, e
E szen;h;ens i () Mo show or did not attend O Metg | — problem‘s
oty . at least 12 hours goa () Lack of interest
(_J High School Diploma () End of program () Public safety
(O GED year (O Administratively
(O) Spanish GED () Got a job separated
(_JCareer / Tech Ed () Moved () Unknown reason
() Workforce Readiness (1) Schedule conflict () Other known
() Adults w / Disabilities () Lack of reason
() Health & Safety transportation
() Heme Ecohomics
(5Parent Education
(O Clder Aduifs
() Other

= Look for this information in the Program Enrollments Lister.

1) Open Records ->
Programs -> Enrollments
and select the Agency/Site
container for scanned
data.

2) Filter lister by column or
use the Filter button.

3) Double-click to open a
Program Enrollment Info
details page.

C. Field (8) Progress creates a
Program Record update.

Program Enroliment Info

Site: 1 - Intro

Student: 3003 3003 3003
Instructional Program: GED
Program Status: Left Program

Program Exit Reason:

2 Status in program

Program Year: 7/1/2012 - 6/30/2013
Is Fake: No
Start Date: 7/1/2012

End Date: 6/30/2013

@structional Program: GEEE)

Start Date: 7/1/2012 End Date: 6/30/2013 a’

| Program Status: Left Program I@ | Exit Reason: N/A I
@ PROGRESS

(Mark highest)

(O Progressed within level
or program
() Completed level or program
(2) Advanced to a higher level
or program

© 2013 CASAS.
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Program Record Info

Site:
Student:

Record Date:

Is Fake: No

NEDP ID: N/A

Program Status:
Program Exit Reason:
Start Date:

End Date:

Record Date:

3003 3003 3003

7/28/2012

Left Program

Progress in program

7/28/2012

1 - Intro

page.

7/1/2012

6/30/2013

| Program Progress: Completed level or program I

= Look for Progress in the Program Records Lister.

1) Open Records -> Programs -> Records and select
the Agency/Site container for scanned data.

2) Filter lister by Program Progress column or use the
Filter button.

3) Double-click to open a Program Record Info details

C. Field (9) Learner Results creates a Student Record update.

00

Entered job training
() Entered apprenticeship
() Entered military
{

Met work=based project goal |(1) Increased ifvolvement

) Acquired workforce readiness

(@) LEARNER RESULTS {Mark all that 2pply)

WORK PERSONAL /ﬂMILY [ COMMUNITY! EDUCATION
(O Got ajob O Increased involvement in I(D Achieved U.S.Citizenship  [O Returned to K-12
(O) Retained job children's education skills () Passed GED

in children's literacy
related activitie$
O Met-ether family goal

O Met personal goal (O Other

}Registered to vote or voted
for first time

(O Increased involvement in
community activities

(O Earned certificate

(O Eamned high school diploma
() Entered college

(O Entered training program

(O Gained computer or tech skills

|Education Re.sultsj Earned certificate

data.

Personal Results

|C0mmunig Resultsl

Increased involvement in child's literacy activities

Registered to vote or voted for first time

skills () Other () Mastered course competencies /
() Reduced public assistance educational plan
(O Other (O Other
= Look for this information in the Student Records
& Results .
Lister.
Work Results Got a job

1) Open Records -> Students -> Records and
select the Agency/Site container for scanned

2) Filter lister by column or use
the Filter button.

3) Double-click to open a Student
Record Info details page.

6 | ©2013 CASAS. All rights reserved.
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E. Field (10) Class Number is saved in the Class Record update. CLASS NUMBER
= Look for Class Number in the Class Records Lister. S
DLGBNEDIGREERIGR) GRHE!
A. Open Records -> Classes -> Records and select the 22@2E@ @
Agency/Site container for scanned data. j : j Z j j j :
B. Filter lister by Class ID column or use the Filter button. 5)(5)(5)(5)(8) (5) (8) (5
C. Double-click to open a Class Record Info details page. e e
L) (D)) (D) (7)) (7
8)(8)(8)(8)(8)(8)(8)(8
9)(9)(9) (@9
F. Field (11) Instructional Level is saved in the Student INSTRUCTIONAL LEVEL
Record update. (Mark one)
ESL Basic Skills (ABE)
. . O Beg. Lite O Beg. Lit
= Look for Instructional Level in the Student Records O B::. L'o::acy l[, Bzgm,:i:jéacy
Lister. (O Beg. High  |© Int. Low
(C) Int. Low () Int. High
() Int. High () ASE Low
D. Open Records -> Students -> Records and select the | :dva:,gced O ASE “?g\h
Agency/Site container for scanned data. (O Completed | Completed
E. Filter lister by Instructional Levels column or use M0 ShE ok
the Filter button.

F. Double-click to open a Student Record Info details
page.

Student Record Info

Site: 1 - Intro
Student ID: 3003 Is Fake:

Full Name: 3003 3003

Record Date: 7/28/2012

Program Year: 7/1/2012 - 6/30/2013

B Education
Record Date: 7/28/2012 @
@structional Levels: ESL - Beginning Lovﬂ
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G. Field (14) Sub-sections of GED passed is saved in the Student record.

14) Sub-sections |Markconeor more () Language (O Sdence (O Sodal ) Math

of GED passed | or lzave blank Arts, Writing Studies

() Language
Arts, Reading

= Look for Sub-sections of GED passed in the Student record.

1) Open Records -> Students -> Demographics and select the Agency/Site
container for scanned data.

2) Filter lister by GED Scores column or use the Filter button.

3) Double-click to open a Student Info details page.

Language Arts, Writing (0} / Science (0) / Social Studies (0) / Language Arts, Reading (0) / Math {0}

H. Field (15) High School credits earned is saved in the Student Record update.

High Scheol [Mufiple O 05 010 020 O 20 D40 O50
credits eamed | agied fogether (O 10.0 0200  O80.0 ) 400 0500 O 60.00

= Look for High School credits earned
in the Student Records Lister.

Student Record Info

Site: 1 - Intro

1) Open Records -> Students ->
Records and select the
Agency/Site container for
scanned data.

Filter lister by High School
Credits Earned column or use the
Filter button.

3) Double-click to open a Student

Student ID: 3003 Is Fake:

Full Name: 3003 3003
Record Date:  7/28/2012 2)

7{1/2012 - 6/30/2013

Program Year:

@ Education
Record Date:
Instructional Levels:

Labor Force Status:

Work Hours Per Week:

7/28/2012
ESL - Beginning Low
N/A

N/A

L'rTigh School Credits Earned:

) @

Does Not Have Skills for Testing: N/A

Record Info details page.

8
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Quick Reference for Scanned Update Record Information

SCANNED UPDATE INFORMATION

Field Description Menu Navigation

1. a. Student Name (non-scanned data) Records -> Students -> Demographics
1. b. 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 Class Update Records -> Classes -> Records

5. Hours of Instruction Records -> Classes -> Records

6. Instructional Program Records -> Programs -> Enrollments
7. Status Records -> Programs -> Enrollments
8. Progress Records -> Programs -> Records

9. Learner Results Records -> Students -> Records

10. Class Number Records -> Classes -> Records

11. Instructional Level Records -> Students -> Records

12. Skill Level Records -> Classes -> Records

13. Reason For Exiting Records -> Programs -> Enrollments
14. Sub-sections of GED passed Records -> Students -> Demographics
15. High School credits earned Records -> Students -> Records
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