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enterprise

eTests TOPSpro Overview

Session Description

If you use a third-party system for registration and attendance, or CASAS eTests desktop, or a state
data-management system, you will want to attend this session to learn how to benefit from importing
and exporting files between systems. Exchanging data with TOPSpro Enterprise Online saves time and
eliminates manual data entry. In this session, you will be guided through steps to complete hands-on

exercises that focus on these topics:

e Extracting data from TOPSpro Enterprise for import to an external source
e Bringing records in to TOPSpro Enterprise from an external source

o Merging duplicate student records from exchanging data

This session is appropriate for those involved with managing data for their TOPSpro Enterprise Online
account.
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Install and Open TE Online

From Windows machines,

To access TOPSpro Enterprise Online (TE) for the

first time, launch the web browser and enter the URL N e

for the CASAS Online System your program uses.*

Server Use any modern web browser

*Global https://etestsonline.org/html5/#/

*California https://ca.etestsonline.org/html5/#/
*LARAEC https://laraec.etestsonline.org/html5/#/
*Miami Dade | https://etestsonline.org/MiamiDade/html5/#/
*Washington | https://etestsonline.org/Washington/htmi5/#/

% For Training, go to Rolling Hills Simulation — https://etestsonline.org/rollinghills/htm15#/

1. : .
€T CASAS eTests Online e Access TE in one of three ways, from the —
C | & Secure https://etestsonline.org/RollingHills/html5/#/ 1 W b b
. e rowser
Install TE Client o @ . . o
_ e Click Install TE Client if first
access on local machine.
@ 2. Taskbar icon
= 3. Desktop icon
2. . .
p— e (lick the Server field down-arrow and from
| Rolling Hills - eTests Simulati... | = the drop_dOWn menu,
State/Agency(/Site):
0 , e 0 Select the Server for your online
User:
T Pspmrg [coordinatoras@rhas.org account.*
Password:
— 0 Enter your Agency ID.
Unauthorized access to personall
|dentiﬁtab\e mfcrmat\ur: |spa wo\atlZn 0 Entel‘ yOur Usel‘ name.
of state and federal law.
CAAS 0 Enter your Password.
e (lick Connect.
© 2018 CASAS. All rights reserved. Return to Table of Contents 3
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Exchanging Data with TOPSpro Enterprise Online

Exchanging Data with 3 Party Attendance and other Information Systems allows you to eliminate

duplicated processes by sharing information between systems in a uniform and standard manner.

Export WIOA 34 Party Data

Exporting data from TE is the same process for each of the following data files.

1. Personnel and User Data (PERS) 6. Student Class Status (SCS)

2. Class Data (CLS) 7. Attendance Data (ATT)

3. Demographic Data (DEM) 8. Test Data (TEST)

4. Student Program Status (SPS) 9. Update Data (UPDT)

5. Entry Data (ENTR) 10. High School Exam Results (HSE)
Test Data

The most common data file exported from TE is test results.

1. i LIGELFENL Records

e From the Menu bar,
Students

5:2;‘:15 : e C(lick Tests.
Tests

Certificates
Employment History
Places of Employment

e A tabbed page opens to the list of Test
Records in the current program year.

Assessment

Site = ?l','""" 1last Nome | 3 First Mame | = 0 = Form
T R T T oare e To filter the list and select a specific time
555141083 Acosta Melinds 2L
555141083 Acons Melindy o81L interval,
555141083 0B2RX
3 913425098 085R . .
= o1 Ao sk 0 Click the Filter button from the

Toolbar at top of the list.
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3.

Tests B
) <o00 - Rolling Hills Adult School (RHAS) = ERE ]
4908 - Rofling Hills Adult Schoal (RHAS) ]
v 01 - AHAS: Nonh C)IHPlI( v
02 - RHAS: Scuth
TV AR 2 5t 50uth Campus Mesnda
11 - RHA 03 - RHAS: East Campus Mesinda
11 - RHA 04 - RHAS: West Campus Msfinds
11 - RHA Meknda
o) 05 - RHAS: Sunrise Center B
01 - RHA 07 - RHAS: Central Library Rosaling
02 - RHA 11 - AHAS: Nosth City Waria
02 - RHA Maria

View oOrganization Records Reports Tools Help

I [ 902 - roiing Hils Aduit School (rtas) |~ (TTTREIR et

2 Annessment
& Site * o 1 Last Name ; First Name = Data
T = Y ) g
11 - RHAS: Nof !rN.f;\ *  from: | 'i mc|

11 - RHAS: Nog
11 - RHAS: Mo

Ei3 view oOrganization Records Reports Tools Help
[CEZME (4202 - Roting Hils Adu School (RHAS) |~ subsites T Jrittec ¥

5 Lo _ Current program year™ a

r Bszessment Type [Fioed Form, Apprasal, EL Coics Additienal Assessment Form, _ l
| Observation. Long CAT. Multistage

1-RH IV Fixed Form

Bl - o vier - MERLL
[ Fixed Form Locator
[ "Practice

[+ EL Civies Additional Assessment Form

|
R'i Filter: | [Default)

| s==a

11 - RHAS: North City
01 - RHAS; North Campus

555141082 Acosta
9134250508 Acuna

01 - RHAS: Narth Campus 913425098 Acuna [ Observation
02 - RHAS: South Campus 94193397 Adatberto | [« Lang CAT
02 - RHAS: South Campus 94153357 Adatberto | [ | CAT Locater
02 - RHAS: South Campus 94193397 Adatberto | [V Multistage
02 - RHAS: South Campus 94193397 Adatberta | [ Survey

02 - RHAS: South Campus 94153357 Adatberto | [ 156 Practice
02 - RHAS; South Campus 94193387 Adatberto [ Sample

02 - RHAS: South Campus 94193397 Adatberto | [ | Field Test
02 - RHAS: South Campus 94153357

96191563 Aguilar
96191583 Arquilar

02-
o

[

RHAS; South Campus
RHAS: South Campus

Ok

2

Refresh

[print— JICXTI
Edit Schema m

To select a specific Site,

0 C(lick the Container field down-
arrow.

From the drop-down list,

0 Select the Site.

To specify a Date range,

0 C(lick the Assessment Date column
filter.

From the drop-down fields,

0 Select the Date range.

For specific Assessment Type,

0 Click the Filter button from the
Toolbar at top of the list.

From the Filter,

0 Click the Assessment Type down
arrow.

From the drop-down list,

0 Check any other Type, if needed.

When the list is populated,

0 Click Export from the Toolbar at top
right.

If the Export button is not available on the
Toolbar,

0 Click More at top right.
From the drop-down menu of “more’ buttons,

0 Click Export.

© 2018 CASAS. All rights reserved.
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7. User: Administrator

e From the Export drop-down menu,

IERVE IO reiresh = | Pri 0 Select Export WIOA 3rd Party Test
pr——aTT
Export WIOA 3rd Party Test Data I Data.
it o
8 O S e e A popup window opens to save the Export

file to a location on the local machine.

0 Export files are named with the type
of files exported and may be
changed, if needed.

: 0 Files export in a *.csv file format that
i s cannot be changed.

e (lick Save.

o prm—— e Exporting begins and the process ends with
a message when complete.
R T @ e Click OK.
V' The export operstion was successtully completed.
Demographic Data Organization [LUESCHl Reports Tools Help
Students ' Demographics
To make data matching easier when exporting from E:;Z;S : R proaram years
TE for use in a 3rd party system, TE allows the End- rrei
User to specify which of the following student EEE:?:&:;:::::“;
identifiers to export as the field titled “Student ID”
in those formats that contain student-related data: IEZE L] Refresh = |
Export

Export WIOA 3rd Party Demographic Data

e TOPSpro Enterprise Student ID e HiSETID Export WIOA 3rd Party HSE Exam Results
e Social Security Number e TASCID Export Old WIA 3rd Party Student Data
e State-generated ID e NEDPID
e GEDID
6 Return to Table of Contents © 2018 CASAS. All rights reserved.
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Export File Locations in TE

1. Personnel and User Data (PERS)

0 Go to Organization — Personnel — Professional Status

2. Class Data (CLS)

0 Go to Organization — Classes — Instances

3. Demographic Data (DEM)

0 Go to Records — Students — In Program Years

4. Student Program Status (SPS)

0 Go to Records — Programs — Records

5. Entry Data (ENTR)

0 Go to Records — Students — Records

6. Student Class Status (SCS)

0 Go to Records — Classes - Enrollments

7. Attendance Data (ATT)

0 Go to Records — Classes — Records

8. Test Data (TEST)

0 Go to Records — Tests

9. Update Data (UPDT)

0 Go to Records — Students — Records

10. High School Exam Results (HSE)

0 Go to Records > Students > In Program Years

© 2018 CASAS. All rights reserved. Return to Table of Contents 7
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3rd Party Import Wizard

The 3 Party Import Wizard will step you through the process for importing records from an external

data source. The process is essentially the same for each type of record however; it is important to take

note of subtle differences for how you allow specific imports to populate your online account.

When bringing in multiple record types from 3¢ Party systems, it is important to import them in the

order listed for optimal record creation and organizational structure of your online account. Importing

adds multiple new records in your online account as well as update existing records.

1.

Personnel and User Data (PERS) — adds and links personnel records with user accounts for
managed access to TE.

Class Data (CLS) — adds class definitions and instances, and functional roles that assign
teachers to classes.

Demographic Data (DEM) - adds student demographic information.
Student Program Status (SPS) — adds program enrollment, status, and progress records.

Entry Data (ENTR) - adds student personal and labor force status, program goals, and work-
related information.

Student Class Status (SCS) — adds class enrollment and status records.

Attendance Data (ATT) — adds accumulated instructional hours that are added together to
report total instructional hours across time.

Test Data (TEST) — adds Test Records with scale score override.

Update Data (UPTD) - adds services received, learner results, WIOA milestones, transition,
and exit information.

10. HSE Exam Results (HSE) — adds results from high school exit exams1.

Step

e From the Menu bar,

e (lick Tools.

3rd Party Import Wizard

lass keplication 1Zar

0 Select 3w Party Import Wizard.

Proxy Wizard

IS s R e e The wizard will guide you through each

lif i rfi i d . . .
California Core Performance Wizar Step Of the 1mp0rtlng pI'OCGSS Wlth
information and directions on each screen.

Additional Assessments Import Wizard

Scheduler

Create desktop shortcut

8 Return to Table of Contents © 2018 CASAS. All rights reserved.
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2.

ot 10 TOFSp e fam 37y e, Ay 4 0 pOted must 0 12 iyt ° The WiZard Opel‘lS With an
o Introduction.
T e oo e Read the information in

Flezse be sure that your vendor hes the [atet version of this document

1 e b e critinct CASAS Tathnical Support t 1-B00-255- MITH s 2 oe fachuappen @it ong

each window carefully.

Ttk the Pest Buttn 16 continue.

e (lick Next.

3. _ ) .
m::x;—yy:(mjxuh N & e IMpoeT sessiont of FETLIT, b0 8 fenious 3es5ion b continue with dath comection or with the ° TO begln the lmport pI'OCGSS,

0 New import session is set by default.

* You may choose to return to a previous
importing session to continue with data
correction or with the import operation
itself.

* Neew imiport session

(" Frocess previous import ssskon L4 CliCk NeXt.
| ot | * [ e >> ]

e A e e On the Select an Import Type window,

i e riw Teconds In TOPSpA Evterprise as well as updite esting ecomds

T — 0 Select one of the record types listed
) for importing.

2 ur- | y [ENTH £ “mwmrrxr‘v 3.4 Attenddance (ATT) / Test (TEST) / Update (LIFDT) £ HSE Bam

e — e If you have multiple files to import, import
amun-:‘dm‘t'b:‘uw'mx—m - wwmb—fww:;n:mwln 2 them mn the Order IISted'
Ciats from a Sed perty o '?MMMINM!MP“L‘“
. ﬁ&.."ﬁ:".i?:ﬂ.:::'&"’” - . mu:-:;:r:-n:::;:::?w psny ° Chck Next.

MJ

Enter the name of your CSY impart Fle. Gr, ¢k the Bowse buthon 10 navigate 10 your fie. ° On the Select Import File Wi]fldOW,

Motz uly 16 2016, the C6F and SDF fle fomuats ane Ro longer supported. and the T4V file formal |s the only eme accepbed.

Dicke the Mest buston 1o continue.

0 Click Browse at bottom right.

¢ Navigate to the location for your saved
import file.

0 Select the specified Import file.

Flenone + g Foty Demograpc Dol : ] e (Click Next.

C\lsershopenstDeskiopWIiA Import Semplates|DEM - Demograchic Data.csv m

© 2018 CASAS. All rights reserved. Return to Table of Contents 9
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The wiziaid is reow ready o rocess the ipoet dita Som the specifed file.

mpoet Mk Ramie CVUEETopend Dot IWICW Impor TomplalenDEN . Denvdgrapiic Dstacsr,

The cotent of the soecified import fle has been read suztesst iy,

Some procested records (1) have ben found to be invalid sccoeding o the FOPSpro Enterprise triteda. A recoed may be invalid because
of emipty or miswing vakies. vakess outside the expected range, wiong dita fype. e1r. A meod may ko be inatd Ifyour access rights do
ot perit 3ta et ot nsertion, The folowing scroen will dllow You o comect these recceds 300 are colored in red i invad.  any
rrcands aee sl Invalid when tre Import routing b started, the wizard wil skip aver them.

e The ermation of new iegeneins ndior Stes f isperted. e
el grid chspliyedt i The: et serens) 10 makes ire the impert

Dick the Biest button 1o continue.

Usa the dsta gad o saiect one of
e

The import wizard is Ready to process [the]
raw data.

IMPORTANT! Pay close attention to

information about options and default settings

on this window before you proceed, as they
vary based on the type of record you are
importing.

Click Next.

The Raw data processed window notifies
you of records read successfully, and if any
records were found invalid.

In the next window, you will be able to edit
individual records, perform a global
override to all records, as well as correct
invalid records.

Click Next.

The Edit Records window opens with the
list of import records.

The Data Grid at left of the list provides
directions for editing records, if needed.
0 Yellow records are cautionary.
0 Red records are invalid.
Click on a color record to display an
advisory message about the record at
bottom of the list.
With the color record highlighted,
o C(lick Edit Records.

0 Or double-click to open the Data
Correction Grid.

e To edit multiple records, first select them with Ctrl + click and / or Shift + click.

e To select all records, click first on any row, then press Ctrl + a.

o After selecting records, click Edit Records.

10 Return to Table of Contents
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10.

Sl e Sl ERAE yoms want 1o chnge and Thes sekect B e
vt
You might need 10 scroll down 1o see all Seids.

| St
Agency:

| St
Shudent Ix
First Name
Mickdis Nra
Last Name:

Birth Diete: /1 noonsn

Matres Languuage:

Diphonia Earmed utiide U5 (1)

11. SSID: {

GED 1D 2014;
HISET ID:
TASC IDx
NEDP 1D:

1)

2=

12.

:
i

13. Additional Button Options:

R Eess—— 5

e The Data Correction Edit Window opens to,
o Editindividual records.

0 Apply a global override to all
records.

0 Correct invalid records.

e Check fields to change and then select their
new values.

¢ You may need to scroll down the grid to see
all data fields.

Note! Data fields will vary based on the type of
records you are importing.

After editing all fields as needed or
necessary for the appropriate action,

0 Click Save at bottom of the grid.

When returned to the Edit Records window,

0 The list of records should be clear of
any color records to indicate that all
records are ‘cleared” for importing.

e  When you are ready to import the records,

0 Click Next.

0 Remove Records - eliminates a record from being imported.

0 Cancel - ends the import session without importing records.

0 Save scanning session — creates a file of the scan session so that you can continue later

with data correction.

0 Create Data Report — will save a PDF report showing a breakdown of the records in

the import session.

0 Back - will take you to each previous window.

© 2018 CASAS. All rights reserved.
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14.

e The Ready to import window indicates the
number of Valid records the wizard will
attempt to import.

0 Click Next.

h 4 fecend at the serve. I this oeours
he cption t urther comect data that

risderod villd aceording to chent. side validation
mier of secon that could nt B Imported. ¥

ek the Rt butinn 1 ST Ehe impan

Note!

e Even though a record is considered Valid
according to your TE Client, it may conflict
with a record at the CASAS server.

e The time to import records varies e If this occurs, the system will inform you
depending on the type of record and about the number of records that could not
number of records being imported. import.

e You have the option to Save [the] e You will also have the option to correct data
Import Session and return later to for records that could not import.
finish.

15. e : i Pty . S————— . G ‘ . .
The entire dazaset contaiing § records has been successhuty imporned ine the TOPSgro Enterprise database. [} The 3l‘d Part Im Ort wlzard ends Wlth a
y

message indicating the number of records
that imported or did not import
successfully..

* You have the open to Save [the] import
session so that you can continue later with
data correction or with the import operation
of the imported records.

0 Click Finish to close the import
session.

12 Return to Table of Contents © 2018 CASAS. All rights reserved.
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WIOA Import Templates

If you do not have a 34 Party Attendance and other Information System capable of exporting data files

to import in TE, you have another option to adding multiple records at one time by populating WIOA

Import Templates. Templates are available to download from the CASAS website.

» CASAS Home > Training and Support > TOPSpro Enterprise Help > Data Exchange.

Steps to Populate Templates and Import

Follow these basic steps with each template using this example for importing student records.

Steps to Populate the Template

1.
2.

3.
4.
5.

Begin with a list of students.

Populate the template.

a. The minimum student information required for data validation

i. Student ID, first and last name, gender, and date of birth.

Click File and select Save As.
Enter a File Name and click Save.

Close the populated Excel (*.xIsx) template file.

Steps to Save the Populated Template as an Import File

1.

2
3
4
5.
6
7
8
9

Open the populated Excel (*.xIsx) template file.

Click File and select Save As (do not change file name).
Save as type: CSV (Comma delimited) (*.csv).

Click Save.

Click Yes to pop-up message “...may contain features...”

Click File and select Exit.

Click Save to pop-up message “Do you want to save changes...

Click Save to Save As pop-up window.

Click Yes to pop-up message “...already exists...replace it?"”

10. Click Yes to pop-up message “may contain features...”

11. The populated file is now saved as an import file

V4

a. DO NOT OPEN (opening will invalidate the file as being importable).

© 2018 CASAS. All rights reserved.
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Steps to Import the File in TE

1.
2.

o % N o Tk

10.

11.

12.
13.

Open TE Client.
From the menu bar, click Tools and select 3 Party Import Wizard.
Click Next on the Introduction screen. As with importing files from a 3¢ Party System:

a. Pay close attention to the options and default settings on this window before you
proceed, as they will vary based on the record type you are importing

Click Next on the New import session? Screen (leave new import session selected).
Select Demographic Data from a 3¢ party system (DEM) on Select a Record screen.
Select Comma Separated Values (CSV) on Select Import File screen.

Click Browse to locate and select the populated file on Select Import File screen.
Click Next on Select Import File screen.

On the Import Wizard screen with “The wizard is now ready to process the import data from the
specified file.” Pay close attention to the options and default settings on this window before you
proceed, as they will vary based on the record type you are importing

a. Leave checked When missing auto-populate...(recommended).
b. Leave checked Create personnel records...(recommended).
c. Click Next.

Click Next on Import Wizard screen with “The content of the specified import file has been read
successfully.”

On Edit Records screen:
a. Edit records, if needed.
b. Click Next.
Click Next on Ready to Import screen.

Click Finish on Import Results screen.

View Data to Confirm Successful Importing of Multiple Records

For Demographics, you may need to uncheck the Current Program Year (PY) filter if students have

no activity in the current PY.

1. TE Client > Records > Students > Demographics
2. TE Client > Records > Students > Demographics > Student Records (from Navigator)
3. TE Client > Records > Students > Demographics > Demographic History (from Navigator)
1 4 Return to Table of Contents © 2018 CASAS. All rights reserved.
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ACTIVITY: Importing Data Files

STEP 1: Populate Import Templates with fictitious data.
STEP 2: Import data files in the order listed.

STEP 3: View data after each import to confirm successful importing of multiple records.

1. Personnel and User Data (PERS)
Note: This import links the Personnel Registration with a User Account.
1) TE > Organization > Personnel > Registration
2) TE > Organization > Users

2. Class Data (CLS)
1) TE > Organization > Classes > Definitions > Class Instances (from Navigator)
2) TE > Organization > Classes > Definitions > Teachers (from Navigator)
3) TE > Organization > Classes > Instances (add Instructional Program if needed)
4) TE > Organization > Personnel > Functional Roles

3. Demographic Data (DEM)
Note: you may need to uncheck the Current Program Year (PY) filter if students have no
activity in the current PY
1) TE Client > Records > Students > Demographics
2) TE Client > Records > Students > Demographics > Student Records (from Navigator)
3) TE Client > Records > Students > Demographics > Demographic History (from Navigator)

4. Student Class Status (SCS)
1) TE > Organization > Classes > Instances > Class Enrollments (from Navigator)
2) TE > Records > Students > Demographics > Class Enrollments (from Navigator)
3) TE > Records > Classes > Enrollments

5. Attendance Data (ATT)
1) TE > Organization > Classes > Instances > Instructional Hours (from Navigator)
2) TE > Organization > Classes > Instances > Class Records (from Navigator)
3) TE > Records > Students > Demographics > Class Records (from Navigator)
4) TE > Records > Classes > Records

6. Test Data (TEST)
1) TE > Students > Demographics > Tests (from Navigator)
2) Records > Tests
3) TE>Records > Tests

© 2018 CASAS. All rights reserved. Return to Table of Contents 1 5
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Merge Wizard

The Merge Wizard is a function that brings together duplicate records of the same student at the same
site. The merge process will combine the duplicate records into a single merged record. The wizard
identifies any conflicting data fields between the duplicate records, which must be resolved before the

merging process takes place. After records are merged, the operation cannot be undone.

Same Student with the Same ID at Different Sites

Records of the same student with the same unique ID at different sites are not duplicate records. TE
tracks and records student activity per site. When reports are generated, all activity for the student

across sites is combined into a single aggregated record.

Same Student with Different IDs at Different Sites

In some cases, there may be a different ID for the same student at different sites. If that happens,

correct the ID at the site where it is incorrect to match with the ID at the site where it is correct.

Same Student with Different IDs in Different Program Years at the Same Site
When attempting to correct an ID, you may be met with an error that states

“A record with the same information in the key fields already exists, and duplicates are not allowed for this
object type. Student ID.”

What this means is that another demographics record exists for the same student at the same site
but in a prior program year. These are duplicates and you will need to merge the two records to

make a correction to the ID in the current program year.

Same Student with More Than Two Different IDs at the Same Site

Only two duplicate records of the same student at the same site may be merged at one time. If more

than two records are duplicated at the same site, such as three duplicates:

1. First — merge two of the three duplicate records so that you have one merged record.

2. Second — merge the third duplicate record with the newly merged record.

1 6 Return to Table of Contents © 2018 CASAS. All rights reserved.
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Steps to Merge Duplicate Student Records

The process for merging is the same as described in the following steps. These steps will take you

through the merging process using examples for training purposes.

Step

1.
LCLLILEY Reports  Tools  Help e From the Menu bar at top,
Students Demographics 0 Click Records
T In program years
Programs Records e Select Students.
Tests
Certificates 0 Click Demographics.
Employment History
Places of Employment e A tabbed page will open to the list of
Demographics records in the current
program year.
2. i izati .
View Organization  Records  Reports  Tools e Because duplicate records must be at the
Demographics Y same site to merge —
) | 2308 - Rolling Hills Adult School (RHAS) ~
‘ — e C(Click the Container field down-arrow from
= _
Y | F | 2 Name the Toolbar at top.
01 - RHAS: North Campusl A4
11 - RHA 02 - RHAS: South Campus Hilary O Select a Site.
01 - RHA Josh
03 - RHAS: East Campus
01 - RHA Karen .
01 - RHA 04 - RHAS: West Campus Jase Tlp!
11 - RHA 05 - RHAS: Sunrise Cent Jose .
11 RHA e Frances ¢ Run the Duplicate Students report to
07 - RHAS: Central Library . . .
02 - RHA Jon identify duplicate records at the same
03 - RHA 11 - RHAS: North City Edwin Site
KR ggregated © fl Su -l Columns Sort 21 . .
' - | N TS &3 e Suggestion: Configure and presort columns:
Last First Middle = gender | = Birth
Name Name Name Date . .
s = Y v i 1. Click the UP arrow in the Last Name
column header.
1. First, sort on Last Name. 2. Hold down the Ctrl key on your
keyboard, and then click the UP arrow in
2. Second, sort on First Name. the First Name column header.
Second, sort on First Name.
¢ Hold down the Ctrl key on your keyboard,
Adding Gender and DOB columns will also E’ld thenlchck t}l:e gP arrow in the First
help with identifying duplicates. ame cofumn header.
© 2018 CASAS. All rights reserved. Return to Table of Contents 17
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4. m View Organization Records Reports Tools Help .
DeographicE B e For duplicate records,
T 0 - RHAS: South Campus| ~ LT mmm
; : ; 0 Click to highlight the First record.
R R B E1E
¥ v v v v v v .
02- RHAS:Sout., 21194048  Hemandez Mary 9/13/1995  Female (0] Use the Ctrl + Clle key Command to
02 - RHAS; Sout.,, (45621382  McFlurry Timathy 47571974 Male
2. RUSSo. BLT  Moroys  igue sorees v select a Second record.
02 - RHAS: § 90103795 Navamrete  Lupe 47301979 Female
02- RHAS:Sout.. 29954709  Mguyen  Lin 3311972 Female : : : .
02 - RHAS: Sout.. 54194048 Orll: Juana 1972 Female ¢ For thls example, we are hlghllghtlng

02 - RHAS: Sout..
02

i e — records for Bill and Billy for demonstration
purposes.

62120184 ore 9/30/1978 Female
R 3
Rodrigo

RHAS:

- RHAS: Sout.

- RHAS: Sout. 599661103
RHAS: Sout..,

Pham 1/3/1980 Female

471971 Male

e With two duplicate records highlighted,
0 Click the More button at top right.

0 Select Miscellaneous.
0 Click Merge.

e Note! The Merge button is only available
after selecting duplicate records.

IMAGE NEXT PAGE

e The Merge Wizard opens in a new tab with a split screen
0 Atright, the Entities to be merged.
* Identifies records with conflicting data fields.
0 Atleft, combined Demographics for the selected duplicated records.

* Identifies data fields highlighted pink with conflicting information that
must be solved.

Note!

e Conflicting data fields in all Entities to be merged must be solved before the merge
process can begin.

18 Return to Table of Contents © 2018 CASAS. All rights reserved.
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E View Organization Records Reports Tools Help

Demographics
17

Entities to be merged
+/ Student in Program Year - 7/1/2017 - | [EESERTATHE S ET0):]

@ program Enrollment - ESL/ELL Student: 599661107 / Luis R Perez Birth Date: 5/7/1983 Gender: Male
@ Demographic History - 7/31/2015 Add Entry/Update Record

2 Identification

Student ID: @ Merged: 599661107
(O Record 1: 599661106
() Record 2: 599661107

599661107
First Name: | Luis Middle Name: ©c Merged: R Last Name: ﬂ

() Record 1: Rodrigo
() Record 2:R

solved]
(S

Gender: |Ma\e v Birth Date: | 5/7/1983 :
SSN: — [ ]Does not have SSN Consent: Unsigned - NEDP ID: SSID:

GED 2002 1D: E GED 2014 ID: HiSET ID: TASC ID: (

# Education

Highest Year of School: Highest Degree or Diploma: CAHSEE Scores:

9 O} Merged: Technical/Certificate
O Record 1: None

Add Score

O Record 2: Technical/Certificate -

) None oy A./A.S. Degree

(O HSE Certificate OF! yr. College Graduate
® High School Diploma & Higher than B.A./B.S.

® Technical/Certificate () Individual Education Plan
) some college, no degree O Other Diploma/Degree

Date Score Passed

School Outside US: [ |

[

Highest Degree or Diploma Earned Outside US: (®) Merged: True
O Record 1: False
O Record 2: True

The Toolbar at top of the Merge Wizard offers shortcut options to merge the two selected records.

» Automatically uses all of the information from the first record to create the merged
‘ Set All To Record 1 |
record.
‘ set All To Record 2 | ¥ Automatically usesthe data from the second record.
‘ set All To Newer | ¥ Automatically selects the data fromthe mostrecentrecord.

> i .
set All To Older Selects data from the earliestrecord
Mark All Fields Solved » Mergesthetworecords based on the default.

# Cancelsyour selections and re-highlights all of the conflicting fields so that you can
Reset All _ ]
address these issues again.

© 2018 CASAS. All rights reserved. Return to Table of Contents
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7. 4 | Identification
e For Student ID,

Student ID: ﬁ Merged: 599661107

() Record 1: 599661106
O Record 2: 599661107 0 Select the “correct’ ID.

e (lick Solved.

Sovea

QCEre il

e The Student ID field now displays the
4 Identification solved information.

Student ID: | 599661107

8. . . .
e The recommendation for solving Middle
Middle N . T—‘ Merged: R Name fields is to
(®) Record 1: Rodrigo .
== - ] 0 Select the full Middle Name for
ecord 2: R
[Solved added unique identifying
[Rodrigo information about a student.
0 C(lick Solved.
9 4 Education
) Highest Year of School: Highest Degree or Diploma: o For data flelds Where no prevlous
lerged: Technical/Certificate M M M M
2 © ;”ecjrd‘jf”:“e Vicertificat information exists (i.e., None),
Record 2: Technical/Certificate ] . .
0 Select the added information.
School Outside US: [ | O nome Ohhioo
O HSE Certificate O 4 yr. College Graduate o0 C(Click Solved.
) High School Diploma () Higher than BA/B.S.
® Technical/Certificate ) Individual Education Plan
O some college, no degree O Other Diploma/Degree
Highest Degree or Diploma Earned Outside US: % Merged: True
() Record 1: False
O Record 2: True
[sotvea
[
10- E View Organization Recorg

e A Check will display after solving an Entity

Demographics area.

Entities to be merged

e Continue solving all data fields with
conflicting information in each Entity area
listed as you work your way down the
Entity Tree.

+ Stullent in Program Year - 7/1/2017 -

@ Pogram Enrcliment - ESL/ELL

@ Defhographic History - 7/31/2015

20 Return to Table of Contents © 2018 CASAS. All rights reserved.
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1. From the Toolbar at top right,

e Use Reset All if you need to start over with solving conflicts in the current Entity.

e Use Cancel Merge if you are unsure about any conflicts in any Entities to be merged, and
need to investigate further before attempting the merge.

e Use Apply Merge after solving all conflicts in all Entities to be merged.
IMPORTANT! This operation cannot be undone!

12.

(TE | i i Records Reports Tools Help

Demograp

Entities to be merged

peere

 To Record 2 ] set All-

 Student - 539661107
¥ Student in Program Year - 7/1/2017 - &

¥ Program Enrcliment - ESL/ELL - 107 ¢ s Birth Dat

& Date

Record Date: | 7/31/2015 |:'
@ Identification

Title: | First Name: | Luis Middle Name: | Last Name: | Perez

TOPSpro Enterprise

e The message at left will display when the
J The merge was completed successfully Merge prOCESS iS Complete.

o C(Click OK.

EE view Organiration Records Reports  Tools  Help

e The Merge Wizard closes automatically and

Demographics £

CEIIETETE TR returns you to the Demographics lister.
o site e I e | % Nama | “Name |* Dace | ¢ Gender o .
Y L L v v v v e The newly merged record is highlighted in
02 - RHAS: Sout.. 599661101 Donez Jaselina 1171981 Female .
02 - RHAS: Sout... 599662105 Garcia Delfina 591872 Female the llst-
02 - RHAS: Sout... 29120899 Guzman Elizabeth rnanear Female
02 - RHAS: Sout.. 159357951 Hasan Tarig 1/8/1958 Miale
02 - RHAS: Sout.. 599661109 Hemandez  lanine 1711974 Female
02 - RHAS: Sout.. 217194049 Hernandez Mary 9131995 Female
02 - RHAS: Sout.. 045621382 MeFlurry Timathy 451974 Male
02 - RHAS: Sout.,. 43114213 Montoya Miguel 3/29/1985 Male
02 - RHAS: Sout.. 90103795 Mavarrete Lupe 473001979 Female
02 - RHAS: Sout.. 20054709 Nguyen Lin 39T Female
02 - RHAS: Sout... 54194048 Ortiz luana maner2 Female
02 - RHAS: Sout..  T53159357 Fark Jongkap 3N3N9T4 Male
02 - RHAS: Sout.. 90181241 Perdita Ana 8/13/1986 Female
02 - RHAS: Sout 62120184 Perer Ehaa 9/30/1978 Female
02 - RHAS; Sout. 599661103 Pharm Lin 1/3/1980 Female
I 02 - RHAS: Sout... 599662104 Phuang Lam 47197 Male
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Training and Support



https://www.casas.org/training-and-support

eTes!ws@ TGPSQ[Q Contact Information

CASAS Contact Information

Mail: | CASAS
5151 Murphy Canyon Rd., Suite 220
San Diego, CA 92123-4339

Website: | www.casas.org

Telephone: | (858) 292-2900 or toll free (800) 255-1036

Fax: | (858) 292-2910
E-mail:

General questions: | casas@casas.org

Training questions: | training@casas.org

Ordering questions: | orders@casas.org

Field Testing Opportunities | fieldtesting@casas.org

California Accountability: | capm@casas.org

California AEBG - Adult Ed Block Grant: | aebg@casas.org

CASAS Technology Support Team: | techsupport@casas.org

Training Support

Help documentation is available at CASAS Home > Training and Support >

e eTests Online Help
e TOPSpro Enterprise Help

Enroll in a complimentary workshop at: CASAS Training Registration.

Technical Support

The CASAS Technology Support Team is available to provide technical assistance for successful online
implementation and uninterrupted test delivery.

e 7:00 am - 5:00 pm (Pacific Time)

¢ Monday - Friday

e techsupport@casas.org

e (858)292-2900 or toll free (800) 255-1036, option 2
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Thank you for attending!

National
Summer Institute
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