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Steps to Add Class Definition Records
To manually add a Class Record to your account, start with adding a Class Definition record to define

the class, which typically occurs across time. After defining the class, you must specify when that class
occurs within the program year by adding a Class Instance record.

Screen Description

1. LILELIFEIGLE Records Reports  Tools . .
. e From the Organization menu,
Agencies
Sites
Classes ' Definitions o Select Classes.
Instances . .
e Each Class set up in your online account has
Authentication Settings
perconmel , o One Definition record, and
Test Administrations A I t d
Forme , o An Instance record per program
Special Programs year'
Testing Stations
Testing Sessions
2_ Organization [ETIVTG R Y LTy S 1 B
- e To add anew Class,
Agencies
I Classes M Definitions o Click Definitions.
Users -
Access Groups
Authentication Settings
Personnel »
Test Administrations
Forms »
Special Programs
Testing Stations
Testing Sessions
3. ‘ia View Organization Records Reports Tools Help . . o o4
e Alist opens to display Class Definition
o ; :
T T m I onliim nt.
2R }50c - Roiing rills Adutt schooll ~ €cords 1n your onine accou
mtinsoth Class Description e By default, the list is sorted by Class ID.
T
= Sznbes: G B - Iz b e From the Toolbar at the top left of the list,
6 - Southwest Campus 002 ESL - Intermediate High
6 - Southwest Campus 003 ESL - Intermediate High o Click NeW tO add anew ClaSS
6 - Southwest Campus 005 ESL Intermediate Low - Distance...
1 North Campus 1 ABE Definition record.
1 - North Campus 1001 ABE Intermediate
11 - North City ESL 110 Low Beginning
11 - North City ESL 111 Intermediate High
11 - North City ESL 112 Mixed ESL
1 - North Campus 12345 ESL - proxy
1 - North Campus 210 Concurrent - afternoon
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Screen Description

4. Class Definition Information e A new tab opens to input Class Definition
information in two distinct sections.
¥ 4 Select Site
1. Selecting the Site, and
/l#| Class Definition 2. Entering Class Definition
information.
5. 2 |#| select Site .
e Classes are set up at Sites.
Wun Tehool ~
" P— } e To select a Site,
o - forh Campus o Click the down-arrow in the Site
Cour: 11 - North City ESL .
o field, and
ass 2 - South Campus
3 - East Campus o Select a Site from the drop-down
4 - West Campus menu.
5 - Sunrise Center
6 - Southwest Campus
SI- 51 Testing

4 i .
6. |(a)l#] Setect site e Enter a unique Class ID.

Site: |1 - North Campus -

e The agency assigns the Class ID to uniquely
identify a Class at a site.

& |#| Class Definition

Class ID: (10001 }xtended o: [FALL
Course Code:

Class Description: [ABE - Multi-Level Note! This field is mandatory and should match
with a 3 Party System if you plan to exchange
data between systems, such as importing Class
Enrollments or Attendance Hours.

7. (&) SelectSite e Use an optional Extended ID to make

Site: (1 - North Campus = multiple instances of the class from a
&/.#| Class Definition common Class Definition.
Class ID: 10001 tended ID: | FALL .

[ [:x e For example, if the Class occurs each

Course Code:
Class Description: | ABE - Multi-Level

semester per year,

o Extended ID: FALL allows you to
use the same Class ID in the Fall of
the current program year and in the
Fall of each program year after that.
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Step Screen

8. @ & Select Site

Site: [1 - North Campus e

& |#| Class Definition

10001 Extended ID: | FALL

Course Code: l

Class ID:

Class Description: IABE - Multi-Level

Description

e Course Code is optional.

e A course code records class content
according to local or statewide definitions.

e If entered, the course code appears in
reports with the Class ID.

9. @ # Select Site

Site: |1 - North Campus hd

@ | |#| Class Definition

10001 Extended ID: | FALL

Class Description: [ABE - Multi-Level -

Class ID:

Course Code:

e To describe a Class offered at a particular
Site,

o Enter the Class Description as
identified at the agency or from a
registration system.

o This is a mandatory field.

E View Organization

New Class Definition [

Class Definition Information

Records Reports Tools Help

Class Definitions

sojebiaen

Agency/Site:
Class ID: 10001 Extended I[D: FALL
Course Code:

WTUs Available:

2 |# Select Site

Site: {4908 - Rolling Hills Adult School -

@ |# Class Definition

Class ID: 10001 Extended ID: | FALL
Course Code:

Class Description: | ABE - Multi-Level

e From the Toolbar at the top of the New
Class Definition record,

o Click Save.

K3 view Organization Records Reports Tools Help

10001 - ABE - Mult... [}

FENSN=) FSNSCYS PN

Class Definitions

Duplicate

Class Definition Information
Class Instances.
Agencysame:  wwue 4 - i
Class Enrollments
Class ID: 10001 Extended ID: FALL
Class Records

Teachers Course Code:

WTUs Available:

2 #| Class Definition

Class ID: [lOUUL Extended ID: | FALL

Class Description: | ABE - Multi-Level

Course Code:

The new Class Definition record screen splits
to display the —
o Navigator at the left to add and access

“child”-related records for the Class, and

o Class Definition information at the
right.

Continue to add the Class Instance record for
when the class occurs during the program
year.
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