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Steps to Add Class Records

Overview

e The CASAS Online System offers two methods for adding Class Records to your online account
with —

» TOPSpro Enterprise (TE) through —
1. Manual data entry, or
2. Import from a 34 — Party System or fillable Import Template.
e Adding Classes in the CASAS Online System is a two-part process.
1. Class Definition — defines classes as they occur across time.

2. Class Instance — adds instances of classes occurring within a program year (i.e., July 1 -
June 30).

e Adding Class Records is only available with “enhanced” access to TE.

o For more information about TE Basic vs. TE Enhanced features and reports, visit the
CASAS website at —

CASAS TOPSpro Enterprise Software for Bringing Data Analysis and Reporting to a New Dimension

Class Definitions

e The first record to add for the new Class is the Definition record.

e The Class Definition record defines the class that occurs across time.

Screen Description

Organization JEGTET R T LTy TS 1T B

e Classes are manually added —

Agencies
Sites

Classes " Definitions

o From the Organization menu, and

Instances

Users

o Selecting Classes.

Authentication Settings

Personnel N e Each Class set up in your online account has

Test Administratii o e e
forms o One Definition record, and
Special Programs

Testing Stations o An Instance record per program

Testing Sessions yeal‘.
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Screen Description

2.

LILELIFEIGLE Records Reports  Tools

- e To add anew Class,
Agencies
I Classes ' Definitions (@] Clle Definitions.

Users u

Access Groups
Authentication Settings

Personnel L

Test Administrations
Forms 4
Special Programs

Testing Stations
Testing Sessions

Tools

E View Organization Records

Class Definitions [}
EZ2) (}o08 - Roliing Hills Adult School|

1 Class ID
T

Reports Help

e A list opens to display Class Definition
records in your online account.

<+ Class Description

e By default, the list is sorted by Class ID.

6 - Southwest Campus ESL - Intermediate Low
& - Southwest Campus ESL - Intermediate High
6 - Southwest Campus 003 ESL - Intermediate High o From the TOOlbar at tOp left Of the
6 - Southwest Campus 005 ESL Intermediate Low - Distance...
1- North Campus 1 ABE list,
1 - North Campus 1001 ABE Intermediate
11 - North City ESL 110 Low Beginning =  (Click New.
11 - North City ESL 111 Intermediate High
11 - North City ESL 112 Mixed ESL

1 - North Campus 12345 ESL - proxy

e To add a new Class Definition record,

1 - North Campus 210 Concurrent - afternocon

Class Definition Information

¢ A new tab opens to input Class Definition

Information in two distinct sections.
= & Select Site
1. Selecting the Site, and

¥ 4] Class Definition 2. Entering Class Definition

information.
5. @ | # Select Site .
e All Classes are set-up at Sites.
e - rolliing Arlls U CNOoO| h
— —— : e To select a Site,
Class 1 - North 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- SI Testing
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Step Screen

6. @ & Select Site

Site: [1 - MNorth Campus -
& |#| Class Definition
Class ID: [10001 }xtended ID: |FALL

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

Description

e The Class ID is assigned by the agency to
uniquely identify a Class at a site.

e Enter a unique Class ID.

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. & |# Select Site

Site: |1 - North Campus A

& #| Class Definition

Class ID: [10001 Extended ID: |FALL

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

e Use an optional Extended ID to make
multiple instances of the class from a
common Cass Definition.

e For example, if the Class occurs each
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 thereafter.

8. & |# Select Site

Site: |1 - North Campus b

& |#| Class Definition
Class ID: 10001 Extended ID: | FALL

Course Code: I

Class Description: [ABE - Multi-Level

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. 2| |# Select Site

Site: |1 - North Campus v

& |#| Class Definition

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

—
Class Description: [ABE - Multi-Level

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.

© 2024 CASAS. All rights reserved.




Class Records

enterprise

eTes!g ‘ TOPSpro

Screen

Class Definitions New Class Definition

E View Organization Records Reports Tools

Class Definition Information

Jojebiaeny

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

WTUs Available:

2 |# Select Site

Site: [4908 - Roelling Hills Adult Scheol o

@ |# Class Definition

Class ID: 10001
Course Code:
Class Description: | ABE - Multi-Level

Extended ID: | FALL

K3 view oOrganization Records Reports Tools Help

Class Definitions 10001 - ABE - Mult... [}

A\ e W es 2 W e

Class Instances
Class Enrollments
Class Records
Teachers Course Code:

WTUs Available:

2 Class Definition

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

Description

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

o Click Save.

e —
Class Definition Information

Class ID: 10001 Extended ID: | FALL

The new Class Definition record screen splits
to display the —

o Navigator at left to add and access
“child”-related records for the Class, and

o Class Definition Information at the
right.

© 2024 CASAS. All rights reserved.
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Class Instance

e The next record to add for the new Class is the Class Instance.

¢ The Class Instance record identifies when the class occurs during a program year.

Step ‘ Screen Description

e From the Navigator at the left of the Class
Definition Information record,

o Click Class Instances.
e To add an Instance for the Class,

o Click New at right.

m New Class Instance BI e A new tab opens to input Class Instance
IRl sove | : ‘ Information in three distinct sections.

1. Class Definition

01 - FALL - AB - 2. Class Instance

Program Yea ass No 3. Intensity

Available

¥ ||# Select Class Definition
¥|# Class Instance
= # Intensity
3' 2 |# Select Class Definition . R .
s Detimtionfl e - e Using the Navigator is the recommended
mr"mwmm" \ - approach when adding related records.
Class Definition: [10001 - FALL - ABE - Multi-Level hd
N - . .
e When using the Navigator to add a Class
Instance from the Class Definition record,
o Site and Class Definition fields
auto-populate saving time and
ensuring accuracy with manual data
entry. This is the recommended
approach to manual data entry.
4. 2 | Select Class Definition
Class Definiion: |2 ‘ e To select the Program Year,
Program Year: [7/1/2014 - 6/30/2015 (Current) - .
LN’F'WM e — o Click the down-arrow and
1] Class nstance [7/1/201475/30/2015 (Current)
B _ /2013 - /3072014 o Select the Current Program Year
®/l# Intensity 7/1/2012 - 6/30/2013
/201 63012012 from the drop-down menu.
7/1/2010 - 6/30/2011
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Step Screen Description
5. 2| .# Class Instance . . .
[cocstatvne:  [omvaois 5] cloc ot Do (oot & The next section provides details about the
Instructional Programs: | () N/A FC\Vﬂzenshlp ml@ 0 ClaSS Instance.
[est [ Hse Sun Mon Tue Wed Thu Fri Sat .
[ escrizenship [ CoresrfTechEs) 0 1 2 3 4 56 For Class Start and End Date, click the
Special Programs: ] Mone ) Famity L (R
O Oworpd 1 15 16 17 [l 15 20 drop-down calendar.
f_'CommuniTyCorrections f_'Tutor\:g d M B LB B
28 29 30 31 1 2 3
e Mo s 5 6 78 3w o Select the Start Date.
o Select the End Date.
6 Instructional Programs: | (O N/A [ citizenship [ Workforce Readiness [ | Parent Education
’ sl L sl opioms [ peuewibusbies [ o s Check the Instructional Program which best
0O itizenship [ | Career/Tec! [ Home Economics [ . .
S describes the class offering.
7 Special Programs: [ None () Family Literacy [ ] Alternative Ed. [K12] ) ceer
S e Check a Special Program to further define
Ei‘:f:;’i‘,‘;‘;f:m Conrenne the class offering if applicable, such as —
Q o Distance Learning.
8. Transition Focuses: EITY oy .o .
) Traneitions to work A Transition class specifically aims to
orce training prepare students for entry into
[T Transitions to postsecondary education postsecondary education, training, or an
[ This class does not focus on transitions . h
apprenticeship program.
Check a Transition Focus that applies to the
class.
9 I —_—
. Focus Area: | MN/A = If applicable,
[N/ o Select the English Literacy Focus
Civic Participation Area from the drop-down menu for
Citizenship Preparation the class otherwise,
I
= Leave N/A selected.
10. Class Notes: ( . .
geos code ‘ Enter Class Notes to provide additional
. . details about the class.
Note! CBEDS Codes reflect instructional
practices and CA state curriculum If applicable, enter the California Basic
guidelines. Educational Data System code.
11. Instructional Setting: O N/A

) Learning Center/Lab

O Tutorial Only

I ® Classroom plus Distance Learning

O Tutorial plus Learning Lab

Instructional Setting is the contextual
characteristic of the setting where actual
instruction takes place.

Select the Instructional Setting that applies
to the class, such as —

o Classroom plus Distance Learning.

© 2024 CASAS. All rights reserved.
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Step Scree Description

12 Physical Setting: Y Oc College () Home . . . e A
iAdult School ;Corre(tmna\ Facility :Cummunity Site ° Phy51cal Settlng identifies the environment
1 Library © Other . . .
O Middie/lunior High Schos! () Work Site of the classroom, or instructional setting, to
O High School () CBO Center . .
support teaching, or learning.
e Select the Physical Setting that applies to
the class.
13. | start Time: O N/A . X
O Morming e Identify the time of day when the class
—i starts.

® Evening (after 5pm)

14 Computers used in class: ‘C[mnscted to Internet ¥ l:omputers used in lab: [N/A v
.

Connacted to Internet e Specify if Computers are used in class or in
[ s o a lab and whether or not computers are
connected to the Internet.

15. | (s #] 1ntensity e For Intensity, enter the number of

Days per Week: 4 o Days per Week when the class

Hours per Week: 12 meets,

Estimated Total Hours per Class/Term\ 216 y o Total Hours per week, and
o Estimated Total Hours per Class or
Term

K3 View Organization Records Reporis Tools Help

10001 - ABE - Ml Ao - e To save detailed information about the Class
Instance,

o From the Toolbar at the top of the
record,

2| # Class Instance

Class Start Date: (12152004 ] Class End Date: (12182014 [~] Chck Save

Instructional Programs: | () N/A [ Citizenship [ Workiorce Readiness [ | Parent Education "
[ Basic Skills (ABE) [ High School Diploma [ Adults w/Disabilities [ Older Adults
[ EsL [ HsE [ Health & Safety ["] Other Program
[ ESU/Citizenship [ ] Career/Tech Ed () Home Economics [ | ROCP

Special Programs: "] None [IFamily Literacy [ ] Atternative £d. [K12] [ ] CBET
[ Jail [IWaorkplace Ed. [ | Non-traditional Training [ | Other
[] Community Corrections [~ Tutoring [ EL Civies
[ State Corrections [/] Distance Leaming [ Carl Perkins
["| Homeless Program [|Special Needs [ ] Even Start

Transition Focuses: ONA
[¥] Transitions to work

[ Transitions to workforce training
[ Transitions to postsecondary education
[ This class does not focus on transitions

Focus Area: [ ~

Class Notes: (

CBEDS Code: [

Instructional Setting: OnNA ©) Classroom
) Leamning Center/Lab (® Classroom plus Distance Learning
O Tutorial Only O Distance Leaning enly
O Tutorial plus Leaming Lab

Physical Setting: ]/ © Community Callege ©) Home
@) Adult School O Correctional Facility ) Community Site
) Elementary School O Library O Other
) Middle/Junior High School ) Work Site
) High School ©) CBO Center
Start Time: Ona
@ Moming
O Afternoon
) Evening (after 5pm)
Computers used in class: [Connected to Internet| = Computers used in lab: [N/A -

4/ Intensity

Days per Week: (4
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Screen

10001 - ABE - M B

Duplicate

Toals

Class Definitions

View Organization Records Reports

10001 - ABE - Mult...

Class Instance Information

aoebiaeny

Class Description: 10001 - FALL - ABE - Multi-Level

Program Year: 7/1/2014 - 6/30/2015
Class Start Date:  8/11/2014

WTUs Available:

G ¢ /%06 CIImTE

s Definition Information

Class Instances
O (N (D (ORI (I (I

©  site i ClassID Class Doscription

Description

e (lick the Red X Box on the Class Instance
tab to close the new record and return to the
Class Definition record.

¥ v

Class Definitions

View Organization Records Reports Tools Help

[ooiete -]
Class Definition Information
4908 / 1 - North Campus

10001

Class Enroliments

Extended ID: FALL

Class Records

Teachers

Class Definitions

View Organization Records Reports Tools Help

New Class Defi E

T (s (= &

on Information

4908 /1 - North Campus

10001 Extended ID: SPRING

a|# Select Site

Site: |1 - North Campus

a|#| Class Definition

e The new Class Instance record is now listed
at the right of the Navigator in the Class
Definition Information record.

e A Class Definition and Instance for the
same class occurring in the Spring may be
added at the same time.

e From the Navigator at left,

o Click Edit/View and then
e From the Toolbar at the top,

o Click Duplicate.

Class ID: [ 10001 Extended ID: | SPRING

Course Code: [

Class Description: [ ABE - Multi-Level

Class Definitions

View Organir--= n----i- o SEESRES als  Help

10001 - ABE - Mult...

e In the new Class Definition Information
record,

o Change FALL to SPRING, and then
o From the Toolbar at the top,
= (lick Save.

Navigator

Edit / View

Class Enroliments

Class Definition Information

4808 / 1 - North Campus

10001 Extended ID: SPRING

Class Records

Teachers

Class Instances
frow = ] riter + |l Columns =

Extended
pis)

* Site 1 Class ID

T

= Clas:

T

e (lick the Red X Box on the Class Definition
tab to close the new record and return to the
Class Definitions Lister.

© 2024 CASAS. All rights reserved.
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Screen Description

22. B3 view oOrgonization Records Reports Tools Help User: Administrator .
e To add an Instance of the Fall class in the
=T 4308 - Roliing Hills Adult School| ~ Spring]
s Site 1 Class ID Ed Class Description 2 Extended ID
r r r ’ o Double-click to open the Fall Class
6 - Southwest Campus 001 ESL - Intermediate Low
6 - Southwest Campus 002 ESL - Intermediate High Definition record‘
6 - Southwest Campus 003 ESL - Intermediate High
6 - Southwest Campus 005 ESL Intermediate Low - Distance..
1 M
S S (SN o (oD (mn ©10' 706 e e From the Navigator at the left of the Fall

Class Definition record,
o (Click Class Instances.

o From the Class Instances list on the
L right,

* Double-click to open the Fall
Class Instance record.

10001 - ABE “ Mult.. B} From the Toolbar at the top of the Fall Class

Instance record,
o Click Duplicate.

Class Instance Information
Class Description: 10001 - FALL - ABE - Multi-Level Agency/!
Program Year: 7/1/2014 - 6/30/2015
Class Start Date: 8/11/2014

WTUs Available:

ew Class Instance [}

e In the new Class Instance Information

Class inswnce Information record,
Class Description: 10001 - SPRING - ABE - Multi-Level Agency/Site: 4908 /1 - North Campus
Program Year:  7/1/2014 - 6/30/2015 Class Notes: o Use the drop_down menu and
Class Start Date:  1/19/2015 Class End Date: 5/22/2015
e = Select the Spring Class
2 #| Select Class Definition . eLe
o Dfniion: Definition record, and then

ass Definition: | Site; ‘4908 - Rolling Hills Adult School -

|
e e = o Change Class Start and End Date.
il Closs 1o Yancs
Class Start Date: 1/19/2015 () Ciass End Date: | 5/22/2015 [~ o FrOm the TOOlbar at the tOp,
o Click Save.

© 2024 CASAS. All rights reserved. 9
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Screen Description

10001 - ABE - Mult... Click the Red X Box on the Class Instance
i tab to close the new record and return to the
Class Definition record.

Class Instance Information
Class Description: 10001 - SPRING - ABE - Multi-Level
Program Year: 7/1/2014 - 6/30/2015
Class Start Date: 1/19/2015

WTUs Available:

e C(Click the Red X Box on the tab to close the
Class Definition record and return to the
e Class Definitions Lister.

Edit / View e C(lick Refresh to display both ABE — Multi-

Class Enrollments

Class ID:

Class Records O FALL and

Teachers Course Code:

WTUs Available: o SPRING semesters.

Tools  Help

¥ oot S — e To view related records, at far right in the

- SR v “Tes : =ee Toolbar,
; m\mﬁaumﬁ
o Click More, and then from more

buttons available,

=  (Click Child Lister.

e From the Child Lister Navigator at left,

o (Click Class Instances.

o ey . s e With the ABE — Multi-Level FALL Class
A —— T Definition record highlighted in the top
01- Ncrlhfsmzu: ‘:ODO! »’AfE - Multi-Level SPRING page’

o The Class Instance record will
automatically display at the bottom
of the Child Lister page.

01-

01 - North Campu:

Class Instances

ool o] C e From the Class Definitions page at the top,

e — o Click to highlight the ABE — Multi-
Level SPRING Class Definition
record.

* The Class Instance record for the
Spring now displays in the Child
Lister page at the bottom.

© 2024 CASAS. All rights reserved. 10
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Import Class Data

Step
1.

Screen

s

ndance Data

CLS - Class Data

| DEM - Demographic Data

ENTR - Entry Data

HSE - High School Exam Results
PERS - Personnel and User Data
5C5S - Student Class Status

5P5 - Student Program Status
TEST - Test Data

UPDT - Update Data

Description

e See TOPSpro Enterprise Data Exchange
Specifications for more information about
importing Class Data.

» IMPORT: CLS - Class Data

e A TE WIOA Import Templates folder is
available from the CASAS website to help you
populate your online account without manual
data entry or 3 Party Import.

o Download: TE WIOA Import Templates

Note! Before importing Class Data, import
personnel records first so that teachers are
assigned to classes —i.e., automatically adds a
teacher’s Functional Role. This is important for
access to the TE Teacher Portal.

» IMPORT: PERS - Personnel and User
Data

© 2024 CASAS. All rights reserved.
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