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Test Results eTes!g ‘ TOPSpro

Steps to Retrieve Test Results in TE

From the Student Demographics Menu

Use the Student Demographics menu to retrieve test results for a specific student. Export the
results to an Excel Worksheet or for WIOA 3d-Party Test Data.

Screen Description

1. LELLIGEN Reports Tools  Help ° From the Menu barl
Students Demographi
Classes ' In Program Years o Click Records.
Programs 4 Records
Tests Demographic History e From the drop-down menu,
Documents

Core Performance Students

o Select Students, and then

Invitations Data Sharing Requests
Survey Responses

o Click Demographics.

Employment History
Places of Employment

e A tabbed page opens to the list of Student
Demographics records

o for students at all Sites in your account.

o for the Current Program Year.

(e
(e
(et

View Organization Records e To find a specific Student,

o Click the Filter icon in a column header
to search by:

Students

*  Student ID, or

* Name (first, middle, last).
Y 1664463
[X] e From the Filter,

starts with| ¥ |1664463 )

o Select the Operator (e.g., starts with).
o Enter Information in the search field.

o Click OK
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4. [ TE |

View Organization

Screen

Records Reports Tools Help

[E20) CIZIE 008 - Roliing Hills Adult School (RHAS)| ~

Y 1666 X

1666236

Students

5.

Navigator

Luzmila Mae Sanchez-Jimenez

View Organization

= Birth Date

7/14/1976

Female

Records Reports Tools Help

1666236 - Luzmila.. [E3

a o

In Fragram Years
Student Records
Class Enrollments
Class Recards

Program Enrallments

Student Information
Agenc;
Student: 66 36/
Add Entry/Update Record
& Identification
Student ID: 1666236

Gender: Female

Fragram Records

Tests *

Employment History
Invitaticns

Surveys

Student Documeants
Data Sharing Requests
Data Sharing Responses

Care Performance Students

Students

View

6.

Navigator

it Views

In Program Years
Swdent Records
Class Enraliments
Class Records
Program Enroliments
Progrorn Reconds
Tests

emagraphic History

Emgloyme

Surveys
Student Documants
Data Sharing Requests
Data Sharing Respenses

Core Perlarmance Students

Organization Records Reports Tools Help

1666236 - Luzmila ... [

Gender

o = JolY

Birth Date: 7]

Birth Date: 7/14/1376 !

Description
e From the list of Filtered student records,
o Double-click to
* Highlight and

* Open the student record.

Name: Luzmila Mae Sanchez-Jimenez
44

Has Notes:

& Site Enrollment

Program Year | Sites
20-21 01 - RHAS: Narth Campus
19-20 01 - RHAS: North Campus
18-19 01 - RHAS: North Campus
17-18 01 - RHAS: North Campus
16-17 01 - RHAS: North Campus
15-16 01 - RHAS: North Campus

(SIS

Student Information

Agency: 4908 -Ro
Student: 166 Birth Date: 7/
Add Entry/Update Record

Tests

=T | 4905 - Raling Hills Adult Schaol (RHAS)| =

1®

e The Student record will open in a new
tabbed page.

e The tabbed page opens in a split screen
displaying Student Information at the right
and the student record Navigator at the left.

e From the student record Navigator,

o Click Tests.

54
‘D:‘::“'““' + Form | ¢ ss““’f'r: © aceurate | © g:::fﬂ’:‘:""‘ -
v _ v _ -
|Current Fiscal Year| ¥ from: | 7/1/2020 | arsagaon ]
[ o |
3/16/2021
2/26/2021 914M 208 Yes No
11/17/2020
1/13/2020 9851 220 Yes Mo
1/13/2020 185R 224 Yes No
8/27/2020 986L 220 Yes Mo
8/27/2020 186R 221 Yes Mo

e The student Tests child lister opens in the
right screen displaying all tests taken by the
student.

e From the student Tests child lister, you can

o Filter for tests within a specific Date
Range.

e To specify a Date range,
o Click the Assessment Date column filter.
e From the drop-down fields,
o Select the Date range.
* C(lick OK.

e Alist of Test records will display within the
specified date range.
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Tile: [Tests Report for Student 1666236

Print Size:

[’? Portrait  Landscape  Double-Fortrait  Unlimited Page wM

n

Salected columns
Assessment Date
Form
Scalle Scare
Is Acturate
Is Canservative Estimate
Raw Seare
s Score Override
Retested
s Passed
Remote Test
Was Transferred

Available columns

Description

e From the student Tests child lister, you can

o Print a customized report from the list of
records displayed.

o Click Print from the student Tests lister
Toolbar.

e The Print Data Builder setup screen
displays to set up your report.

o See Steps to Print Reports from Listers.

h 4
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= Export WIOA 3rd Party Test Data *

8. e From the student Tests child lister, you can
o Export filtered test results.
A 3rd Party Test Data e  With the list of records displayed,
Export Old WIA 3rd Party Test Records o Click Export from the student Tests child
lister Toolbar to output results
* to an Excel Worksheet
» for WIOA 3+-Party Test Data.
% ; = OPTION 1: Export to an Excel Worksheet
B D I (0o - m e From the Export drop-down menu,
po efau -
_ | Expert N . passed | « % o Select Export to output the records
- Export WIOA'3rd Party Test Data = - . . .
v Export Old WIA 3rd Party Test Records T v dlsplayed mn the hSt'
10. TE Export lister X .
+ ¥ > ThsPC » Downlosds v b Dowrd e A popup window opens to save the Export
Organize - New flder o file to a location on the local machine.
Name Date modified Typ i N
* Today (1) o Export files are named with the type of
E - files exported, which may be changed.
o / o By default, files export in a *.xlsx file
o Hide Fokder o Cancl format, which can also be changed.
* Click Save.
1. PE OPTION 2: Export WIOA 3w-Party Test Data*
B CI38 (0ot ) e From the Export drop-down menu,
= (+] o Select Export WIOA 3rd Party Test

Data.
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Screen
TE Export data in 3rd party format X
1+ ¥ » ThisPC » Downloads L ) O Search Downloads

New falder -9

Name Date medified Type Size N

Organize -

File name: | IR R

Save as type: Comma-Separated Values -

A Hide Folders

Description

A popup window opens to save the 3+ Party
Export file to a specified location.

o 3vd-Party Export files are named with the
type of files exported, which may be
changed.

o 3v-Party Export files will only export in a
*.csv file format, which cannot be
changed.

=  (Click Save.

13.

*NOTE! Before exporting WIOA 3-Party Test Data, you may need to specify the Default
Student Identifier for 3«-Party Exports such as Student ID, SSN, State ID, etc.

14.

16.

Lock
Connect

Disconnect

Options...

I Exit

From the Menu Bar at top,
o Click the TE icon.
* Select Options.

Default Student Identifier for 3rd Party Exportel Student ID

Student ID
Social Security Number

State ID
GED ID

HISET 1D
TASC ID
NEDF ID

From the Options popup window,
o Click the Exports tab.

Click the down arrow in the Default
Student Identifier field.

o Select your Student Identifier.
* C(Click OK.
Proceed to Export WIOA 3rd Party Test Data.

(ammmmmEmEEEmR 0 )

TOPSpro Enterprise

J The export operation was successfully completed.

Exporting Begins and the process Ends with
a message when complete.

o Click OK.
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