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Adding Instructional Hours

In Topspro enterprise you are able to add instructional hours to each student. Follow the steps below for

entering instructional hours per class.

1) From the Organization
menu click Classes ->
Instances.

2) Select or filter for a Class.
Double click to open.

3) From the Navigator at
left, select Instructional
Hours.

4) From Class Instance

Information, click

5) From Participation
Source drop-down menu,
select a Category to enter
hours.
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B} Agencyssite (4508 - Roliing Hills Adult School|
Class
® Site 1 Class ID ;E;tended ® Class Description ® Start
? Date
4 4 ~ 4
b 4
1 - North Campus 1001 ABE Intermediate 8/27/2013
11 - North City ESL 110 Low Beginning 7/1/2013
11 - North City ESL 111 Intermediate High 7/1/2013

1001 - ABE Interme... [E3

Class Instance Information

Class Instances

In:isticnallkirs Class Description: 1001 - ABE Intermediate
Class Enrollments

Program Year: 7/1/2013 - 6/30/2014

Class Records
Class Start Date:

8/27/2013

Tests

Training Records WTUs Available:

& # Instructional Hours

Participation Source: |DE|iI3.r Attendance

Student Update (Cumulated)
[I:ll.zlilj-,-r Attendance l

Student Observation
Student Test
Student Update
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] 6) Click Add
& # Instructional Hours

Participation Source: |DEIi|}-f Attendance ¥

Y| Add]

7) Click Date to edit (if
needed).

10 /18 /2013

723777111 J Saul Aguilar

443440507 / Lori Fortier

8) Enter Instructional Hours

6606444517 / Skip Greenleaf per student (as needed).

268095630 / Ayshem Karahan

274564719 / Erica Kim

FRERNN

425771161 / lllana Plotkin

[ew & ]|save & [cancel & 9) Click Save.

Class Enroliment Information
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