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Steps to Enroll Students in Classes

Overview

e The CASAS Online System offers three methods for adding Class Enrollment Records to your
online account using —

» TOPSpro Enterprise (TE) through —
1. Manual data entry,
2. Scanning, or

3. Importing from a 3rd Party System or fillable Import Template.

e This function is only available with “enhanced” access to TOPSpro Enterprise.

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

e Class Enrollment records may be added by the TE Enhanced Data Manager and users such as
Teachers who are granted access to manage their Classes.

Step ’ Screen Description
L Organization R i b e The recommended approach for manually
ngendles adding Class Enrollments is —
tes

Classes f——Befinis o From the Organization menu,
Instances J

Users

Access Groups o Select Classes, and then

Authentication Settings

o Click Class Instances.

Personnel [
.. . Note! This recommended manual data entry
Test Administrations

Forms » approach retains Site, Program Year, and Class

Special Programs Instance information to ensure data accuracy.

Testing Stations
Testing Sessions
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View Organization

EZTE) 450z - Rolling Hills Adult School|

T lass ID 2 Extended ID
w T

" |starts with| ¥ [1001

Records

Class Instances

Site

4908 /07 - C...
4908 /07 - C...
4908 /07 - C...

5L - Inte

e A list opens to display Class Instance records
for the current program year.
e By default, the list is sorted by —
o (Class ID, and then by
o Extended ID.
.

To add a new Class Enrollment record, first
Filter for the Class.

o For example,

= (Click the Filter icon in the Class ID
column header,

=  Enter 1001, and then

= (lick OK.

View

EZ2) | 2905 - Roliing Hills Adult School| ™

Organization Records Reports Tools Scoring Help

Columns

* Site *

1 Class ID

¥ 1001 X

2 Extended ID
T

Class Description

From the filtered list,

o Double-click to open the ABE
Intermediate class.

Ctass End Date: 11/18/2014

CBEDS Code:
Instructions) Setting:  Classroam pius Distancs Learring Bhysical Satting: Adul School

Start Time:

g atar Sprm)
Computers used in Class Cannectod 1 Intemet Camputers used in Lab: K/A
Distance Learning

Days per Week: 4 Estimated Total Hours per Class/Term: 216
Hours per Week: 12

A new tab opens in a split screen with
o The Navigator at left, and

o The Class Instance record at right.

© 2024 CASAS. All rights reserved.



Class Records

enterprise

eTes!g ‘ TOPSpro

Screen

Description

6. i — .
R R e From the Navigator at left,
o Click Class Enrollments.
e To add a new student Class Enrollment
record,
o Click New at right.
7. - New Class Enroliment .
T e N0 O o e e A new tab opens to input Class Enrollment
Class Enroliment Information Information in two distinct sections.
Site: 1 - North Campus Program Year: 7/1/2014 - 6/30/2015
Class Description: 10001 - FALL - ABE - Multi-Level Class Start Date: 8/11/2014 1 SeleCt a Student in the Pro ram Year
Class End Date: 12/18/2014 ' g ’
Student: Date Entered Class: 8/11/2014 and
Date Exited Class: .
& |#| Select Student in Program Year 2' Status mn C]'ass
Student: | Sjte: - No ampus hd 3 1 1
iy S— e The benefit of using the Navigator to add
Pragram Year: |7/1/2014 - 6/30/2015 (Current) -
Student: (No seiection - related records is that key fields auto-populate
Class Instance: [].OUU]. - FALL - ABE - Multi-Level - saving time and ensuring aCCllraCy.
@ |#| Status in Class
Date Entered Class: | 8/11/2014 [] Date Exited Class: ~ o This is the recommended approach for
Class Status: [-"" N/A O Active ) Completed O Inact'\vel manual data el’ltry.
Note! Date Entered Class is the first date | ® As you will notice with this approach, adding
when the class starts. Depending on your Class Enrollment records from the Navigator
data-collection and recording practices, of the Class Instance record auto-populates —
this date may be changed to reflect the o Site
actual date when the student entered class.
o Program Year
o Class Instance
o Data Entered Class
8. & | Select Student in Program Year . .
rutent [ ene T —| ® All that remains is to select the Student to
Program Year: [7/1/2014 - 6/30/2015 (Current) - enroll in the Class.
Student: [lType here to search... ~
Class Instance: 000121936 1 - North Campus@ o From the StUdent field,
000122010 1 - North Campus
2 # Statusin Class 000122755 1 - North Campus = . .
DateEntered s (37172014 | coo124068 L onn Cemeu o Click the down arrow and either
st (@108 0 ] PO i
000126583 1 North Campus " Type to Search,
000127198 1- North CampusD
000128424 Campus| ¥ .
Clear selection u Scroll to Plck, Or
[V] SubSites V] N amisymree = ) .
= Select from Lister
e For this exercise,
o Click Select from Lister.
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New Class Enrollment

Class Enroliment Information

New Class Enroliment

Class Enroliment Information

Description

Class Enroliment Information

Site: 1 - North Campus Program Year:

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

Class End Date:

Student: 834848484 / Ed ) Olmos
Date Exited Class:

# # Select Student in Program Year

7/1/2014 - /30
8/11/2014
12/18/2014

Date Entered Class: 8/11/2014

Student: | Site: |1 - North Campus

Program Year: |7/1/2[]14 - 6/30/2015 (Current)

Student: [834848484 Ed J Olmos / 1 - North Campus

Class Instance: llDOU]. - FALL - ABE - Multi-Level

2 # Statusin Class

Date Entered Class: @ Date Exited Class: [j]
S
« o]

Sun Mon Tue Wed Thu Fri Sat
27 28 29 30 31 1 2
3 4 5 6 7 8 9
10 (11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31 1 2 3 4 5 6

Class Status:

e From the list of Student records, you may -
o Sort, Filter, or Scroll to pick a student
and enroll in the class.
e For example,
o Click the Name column Filter icon
o Enter Sally
o Click OK
o The filtered list now displays the Student
record for Sally Mortimer.
e  With the record highlighted, at the top left of
the list,
o Click Pick
e The Student field is now populated to enroll
Sally Mortimer in the class.
e By default, the Date Entered Class populates
with the Class Start date.
o Use the drop-down calendar to change
this to Date Entered Class.
e From the Toolbar at the top of the New Class

Enrollment record.

o Click Save.
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Screen Description

¢  When the New Class Enrollment record is

Class Enrollment Information saved,
. L Program Yoo Bl o Class Status automatically switches
Class Description: 10001 - FALL - ABE - Multi-Level Class Start Date: 8/11/20;
Class End Date: 2/18/2 = From N/A
Student: 834848484 / Ed | Olmos Date Entered Class: 8/11/20 = To Active.
Date Exited Class:
Add Entry/Update Record o (Click the Red X Box on the Class Enrollment
2/(#| Status in Class tab to close the new record and return to the
Date Entered Class: @ Date Exited Class: [j Class Instance record‘
Class Status: [f“ N/A @ Active () Completed () Inactive |

K3 view oOrganization Records Reports Tools Scoring Help

_ e The Class Enrollment record for Sally
Mortimer is listed at right in the Class
Instance record.

Edit / View

Aftendance

Class Records

Tests

Class Enroliments

. Student | _ Class |
site | = e Name o .

— T v

268095630 Ayshem Karahan ABE Intermediate
1-. 274564719 Erica Kim 1 ABE Intermediate
423771161 lana Plotkin 1 ABE Intermediate
ABE Intermediate

LEE

ABE Intermediate
4908 /01 -.. 908354098 ABE Intermediate
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Batch Insert Class Enrollments

Step Screen Description

You may Pick one student at a time to enroll in
the Class as demonstrated by enrolling Sally
Mortimer, or

o Use the Batch Insert feature that allows
you to enroll more than one student at a
time

Reports Tools e For example,
Students 4

Llasses F

Demographics o From the Records menu,

In program years

Programs ' Records » Select Students, and then

Tests
Certificates
Employment History

Places of Employment

* Click Demographics.

E View Organization Records Reports Tools Scoring Help

Class Instances 1001 - ABE Interme... Demographics [

=2 2508 - Roliing Hills Adult School| ~ [T ee

e From the Container field drop-down menu at
the top of the list,

* 4 4908 - Rolling Hills Adult School L4 Birth Dat 1
: me irth Date o Select the North Campus site.
T 01 - North Campus T
4908 /01 4 02 - South Campus ulant 10/19/19:
4908 / 07 - 8/13/19
03 - East Campus
4908 / 02 - 8/13/19
4908 / 07 - 04 - West Campus 5/10/19
4908 /03 05 - Sunrise Center 5/10/19
4908 / 01 - 6/21/19
07 - Central Library
4908 / 07 - 6/21/19
43908 / 01 - 11 - North City 10/18/19
4908 / 07 1 C28 - AEBG Consortium 28 Manager 10/18/19
4908 /07 ~ 4/21/19

E View Organization Records Reports Tools Scoring Help

Class Instances 1001 - ABE Interme... Demographics n
[ [o1 - North Campus| ~ Filter ¥

e Use the Sort icon in the Name column header
and sort the list of Students by First Name.

- Student .
h . . .
CoTe s T ame o fmhome o Click to highlight a Student.
T
4908 /01 - Nort... 983598547  Amnota Somnambulant 10/19/1983 n (W/Fll‘St Name begmnmg Wlth A)
4908 /01 - Nort.. 987981771 Andi E Blue 6/21/198€
4908 /01 - Nort.. 578738383  Andrew E Coaleye 10/18/1993
4908 /01 - Nort.. 595959954  Anh QDong 10/10/1993 o Hold down the Ctrl key
4908 /01 - Nort... 298349872 Autumn River
4908 /01 - Nort.. 268095630  Ayshem Karahan 7/28/1984 o Click additional Students.
4908 /01 - Nort.. 987234932 Bilfiord Wrimley 6/7/193
4908 /01 - Nort.. 908374598 Bill Gilmore 11/7/198€ . . . .
4908 /01 - Nort.. 983598348  Billy S Green 10/6/1989 " (W/FII'St Name beglnnlng with B)
4908 /01 - Nort.. 536363636  Bob A Long 2/4/196
4908 /01 Nort.. 049485858  Carey D McGarnagle 6/8/198 " (W/FII'St Name beglnrung with C)
4908 /01 - Nort... 034903948 Carmen Rodriguez
4908 /01 - Nort.. 987548383  Chanisha M Thrime 11/3/1984 - . . . .
4908 /01 - Nort.. 987423598  Chris t Jackson 11/2/1994 (W/Fll‘St Name begmnmg with D)
4908 /01 - Nort.. 897345398  Chuckie T Garcia 3/3/1983
4908 / 01 - Nort... 908309830 Cornieasta Milibiritschi 7/7/196

4908 /01 - Nort... 578888888 Dat Pham
4908 /01 - Nort... 340993385 Dustin P Andrews 10/4/1989
4908 /01 - Nort... 834848484 Ed J Olmos 4/17/196§
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Step Screen Description
> e With multiple Students highlighted in the list,
o At the far right in the Toolbar at the top
of the list of Students,
= (lick the More button.
Batch Insert = (lick Miscellaneous.
Student in Program Year
Student in Program = (lick Batch Insert.
Student in Class
= (lick Student in Class.
6. Batch Insert . .
e A Batch Insert window displays.
Select class for batch insert: [1001 - ABE Intermediate ~
Program year |7/1/2016 - 6/30/2017 | ~ e From the Class field,
Student start date for the selected class. [10/22/2016 .
Student end date for the selected class. [ © Cth the dOWn arrOW, and
e il it (872772016 o From the drop-down menu,
Class end date [
= Select 1001 ABE Intermediate.
e DProgram Year and Student Start Date auto-
populates.
o Student Start date may be edited using
the drop-down calendar.
e C(lick OK.
Batch Insert . .
e C(Click Yes to confirm the Batch Insert
J You are about to insert 4 record(s). Are you sure?
Batch Insert e (Click OK to confirm inserted records.
E View Organization Records Reporis Tools Scoring Help . .
e C(Click the Red X Box on the Demographics tab

Demographics B}

Class Instances 1001 - ABE Interme...

m Im - North Campus| ~

Student
.
D

® Site Name ® Birth Date

T

T

4908 / 01 - Nort... 983598547 Amnota Somnambulant 10/19/1983

to close the list of student records.
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Screen

I 1001 - ABE Interme... n_

Description

e This returns you to the Class Instance
[New B Duplicate [ Information record.
Class Instance Information .
e To see enrollments from using the Batch Insert
Class Description: 1001 - ABE Intermediate feature
7
Program Year: 7/172016 - 6/30/2017
o From the Toolbar above the Class
Class Start Date: 8/27/2016 .
Enrollments list,
WTUs Available:
WSPs Available: o Click Refresh,
Class Enrollments ¢ (Class Enrollments for all five students are
[N 01 - North Campus| ~ Subsil now displayed among the list of students
- ] _ Student | _ enrolled in the class.
= Site * D - Name
¥ v v o one student picked, plus
4908 /01 -.. 268095630 Ayshem Karahan o four students inserted
4308701 -.. 274564719 Erica Kim )
4908 /01-.. 423771161 llana Plotkin
4908 /01-.. 443440507 Lori Fortier
4308 /01 -.. 666444517 Skip Greenleaf
4308 /01-.. 723777111 Saul Aguilar
4908 /01-.. 908354093 Sally Mortimer
4908 /01-.. 987981771 Andi E Blue
4308 /01-.. 908374598 Bill Gilmore
4908 /01 -... 034903948 Carmen Rodriguez
4908 /01-.. 578888838 Dat Pham
e C(Click the Red X Box on the Class Instance tab
to close the record and return to the Class
Instances Lister.
Class Enroliments
o sk e St o 085 Cuame [+ 0555 | pmeed | o pded
r r v Class Class
12. - — .
View  Organization e C(Click the Red X Box on the Class Instances tab

Class Instances

14908 - Rolling Hills Adul

* Site 1 Class ID
T T

4908 /07 - C.. 001

to close the list of class records.
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Import Class Status

Step
1.

Screen

Fa
Mame

ATT - Attendance Data
CLS - Class Data

DEM - Demographic Data
ENTR - Entry Data

HSE - High School Exam Results
HE H 3
5C5S - Student Class Status

| 5P5 - Student Program Status
TEST - Test Data
UPDT - Update Data

Description

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

» IMPORT: SCS - Student Class Status

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.
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