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Navigating TE

To use the many features of TOPSpro Enterprise (TE),

you will need to know how to find them by navigating

through the menus. TE uses the same type of menu

system that you see in most Windows-based

applications.
Install and Open TE Online

To access TOPSpro Enterprise Online (TE) for the first time, launch the web browser and enter the
URL for the CASAS Online System your program uses.*

Server | Use any modern web browser
*Global | https://etestsonline.org/html5/#/

Step

1. . )
€T CASAS eTests Online X e Access TE in one of three ways, from the —
C | & Secure https://etestsonline.org/RollingHills/html5/#/
1. Web browser
i i i i
e C(Click Install TE Client if first
F access on local machine.
@ TOPSPro 2. Taskbaricon
Enterprise
TE] 2 )
Sent 3. Desktop icon
2. . .
p— e C(Click the Server field down-arrow and from
| Rolling Hills - eTests Simulati... | the drop_down menul
State/Agency(/Site): .
[0 o Select the Server for your online
®
TOPSpro =
enterprise lcaordlnalclﬁ@rhas‘org
Password: o Enter your Agency ID.
[tttaifﬂifﬁt
Unauthorized access to personally 9 Enter your User name'
identifiable information is a violation
e o Enter your Password.
o |
e (Click Connect.
© 2019 CASAS. All rights reserved. Return to Table of Contents 3
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Explore Menus and Submenus

TE opens with an empty screen and a menu bar

along the top. Not all agencies using the CASAS

Online System have access to all menus and data

functions, and not all users have access to data or

rights to edit records.

Visit
Online g

Online System.

Visit the CASAS website for more information about Assessment and Database
Management Features to understand ‘basic’ vs. “‘enhanced’ access to the CASAS

Take a Highlights Tour to look at some menu features and to see how TE organizes menus.

m Screen Description

E View Organization

Records Reports Tools Help

Pages

e All data and reports display on the screen
from accessing the Menu bar along top left.

e Top right displays,
o Logged-on User.
o Application Version.
o General screen Controls.

o Pages tab to clear your screen(s).

e Click the TE Icon at top left of your screen.
e Before exiting TE, it’s best to —

o Disconnect your TE Client to close
connection with the server on your
local machine.

e C(Click Options...

4 Return to Table of Contents
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General On Start Edit / View Listers Reports Imports ® [} LOOk at the General tab.
Default Agency: (4908 - Rolling Hills Adult School (R...| ¥ [ None
=1 Do o Interactive Timeout Interval
* Adjust # of minutes before
the TE Client suspends
activity.
= Applies to TE Client on the
local machine only.
5. General On Start Edit / View Listers Reports Imports 7.5‘7 L] CliCk the On Start tab_
al o Remaining WTUs
Warn me when remaining WTUs equals: [ 500
= Set a TE Client reminder
when # of WTUSs reaches a
minimum set by users.
= Applies to TE Client on local
machine only.
6. . Y . Click the Edit/ View tab.
o Name Options.
=  Set option for entering names.
= Apply option to correct names.
= Applies to TE Client on local
machine only.
e To close the Options window,
o Click the Red X Box at top right.
7. e (lick the View menu.
Dashboard o Screen Display
Shortcuts = Normal is the default.
Small . Adju;jc for viewing on local
v Normal TE Client.
Medium
Large
© 2019 CASAS. All rights reserved. Return to Table of Contents 5
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efests’ ‘ TOPSpro Navigation

e Highlight or click the Organization menu.

Agencies . .

sites o Sub-menus contain detailed

Classes information about the organizational
Users

setup of an online account.

Access Groups

e (lick the Records menu.

Organization Reports Tools Heg

Personnel Students

Demographics
Test Administratior Classes In program years

WSCS Administratic - o972™ms Records
Tests

o Menu Categories identify groups of
T cates lists with records for tracking

Forms

Special Programs | EmPloyment History program and student activity.

Places of Employment

Testing Stations o Sub-menus ldentlfy the type of
Testing Sessions reCOde.

Testing Session Templates

9. My R .
nization Records L& ° H]ghhght or Clle the Reports menu.
CASAS eTests
pemoaraphics o Menu Categories identify groups of
Program QOutcomes
Test Results reports that help programs meet a
Consumer RepOriSUNSENINN . . [EOSS wide Variety of reporting needs.
Data Managemel  ,gas erests
State Reports Demographics . )
Federal Reports  ©ro0mm Sutcomes o o Sub-menus identify the type of
Consumer Reports o) am R
My Reports Data Management Do report.
Report Locator V ::‘;:e::::m ;ea:r:ng Gains
est Response
Reports Managei . Test History
Dashboard Sources
Ad Hoc Reporting
10.

Organization Records Repmm

Scanning Wizard

e Highlight or click the Tools menu.

ard Party Import Wizard o Sub-menus list operations for

managing data.

Class Replication Wizard

Proxy Wizard

e Highlight or click the Help menu.

TE to TE Import/Export Wizard [TTTNERN SR PR RS, AY

Contents

Release Notes o Release Notes are included with

End User License Agreement (EULA)

California Core Performance Wiz

Additional Assessments Import

each update to the Online System.

Scheduler

Create desktop shortcut o Review Notes for important new
features and enhancements as well as
any necessary fixes.

6 Return to Table of Contents ©2019 CASAS. All rights reserved.
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Finding Information

The online system functions like a web browser to fetch information and display on the screen in
tabbed pages. Using tabs as a navigational tool is a feature that allows you to switch between multiple

pages of information.

Understanding the Relationship of Records in TE

TOPSpro Enterprise is a relational database that contains a collection of interrelated records,
which stores information and relates records by a common element. In TE, that element is the
identification field. For a student, that field contains the identification code unique to the learner

that links all records related to the learner. The graphic below presents this concept.

* Enrollment Records
* Attendance Records

* Enrollment Records
® Progress Records

* Records

The Student Identification (ID) code provides the minimum information for TE to add a student
record. The student Demographics record is the "parent" record for all other learner-related
records. Every time you add another record, TE links the ID to the corresponding student, and
creates a new record. These other records contribute additional information to the student and are
the “child” records in the database. TE connects the parent and child records by ensuring that they
all include one common variable — the Student Identification (ID) code.

Customizing Lists of Records

TE uses Listers to display lists of records. Each lister name indicates the information that it
contains. Listers are like spreadsheets but in electronic form. You may sort, filter, add, hide, and
organize columns, set advanced filtering options, print, and export the information displayed.

© 2019 CASAS. All rights reserved. Return to Table of Contents 7
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Screen

GGG Reports  Tools Help

view Organization

Students Demographics

Programs
Tests

Certificates
Employment History

Places of Employment

view Organization Records Reports Tools Help

Demographics [}
[T | 2905 - Rolling Hills Adult School (RHAS)| ~  [E0 T e ree

s Site f[t)“d‘“‘“t B Name +  Birth Date
v v v v

02 - RHAS: Sout... 005208242 Richard Williams 5/20/1987
01 - RHAS: Nort... 023945893 Trayla B Ford 3/16/1988
01 - RHAS: Nort... 034903948 Carmen Rodriguez 7/30/1958
01 - RHAS: Nort... 039493489 John W Bestway 7/15/1988
02 - RHAS: Sout... 045621382 Timothy McFlurry 4/5/1974
01 - RHAS: Mort... 049485858 Carey D McGarnagle 6/8/1989
01 - RHAS: Nort... 090983439 Krissy Bartholomew 9/9/1985
01 - RHAS: Nort... 091919119 Karen V Corkey 7/13/1988

2] | 2505 - Roliing Hills Adult School RHAS)| v (R ]

View Organization Records Reports Tools Help

’ | —
515550917 Abraham Sharon
575555204
518204444

- RHAS: North City
11 - RHAS: North City
11 - RHAS: North City

3/29/1979
6/7/1978
6/22/1973

Albello Martinez
Alberto Perez

View Organization Records Reports Tools Help

Demographics [E}
EZTE | 2905 - Rolling Hills Adult School RHAS)| ¥ | R T

Student
ID

T

5 Site = Name ” = Birth

T Hide Full Name

Show Address

Show Age

Show CAHSEE Scores

Show Cell Phone

Show City

Show Communications

Show Consent Status

Show Consumer/Student Status
Show Disabilities

Show Earned Outside US

02 - RHAS: Sout...
01 - RHAS: Nort...
01 - RHAS: Nort...
01 - RHAS: Nort...
02 - RHAS: Sout...
01 - RHAS: Nort...
01 - RHAS: Nort...
01 - RHAS: Nort...

005208242 Rich
023945893 Tray
034903948 Carr
039493489 Johr
045621382  Tim¢
049485858 Carg
090983439 Kriss
091919119 Kare

01 - RHAS: Nort.. 092340934  Hun  Show Email
01-RHAS: Nort.. 092409833  Jaim  Show Encoded Student 1D
Show Fax

01 - RHAS: Nort...
01 - RHAS: Nort...
01 - RHAS: Nort...
01 - RHAS: Nort...
01 - RHAS: Nort...
01 - RHAS: Nort...
01 - RHAS: Nort...
01 - RHAS: Nort...

093182584 Ron
093548385 Phal
093734754 Jay
095898383 Mat
0983595843 Iri Tr
098503953 Norl
0968509389 Rob
098538348 Filbe

Show First Name

Show GED 2002 ID

Show GED 2002 Scores

Show GED 2014 ID

Show GED 2014 Scores

Show Highest Degree or Diploma
Show Highest Year of School

Using the student as an example, let’s customize the Demographics lister.

From the Menu bar at top,
Click Records.
o Select Students.

o Click Demographics.

A tabbed page opens to the list of
Demographics records with a Toolbar along
the top.

o Records display for students having
activity in the Current Program Year
(July 1 - June 30).

o Sorts on Student ID.

Most Column Headers have Up/Down
arrows and Filter icons.

To sort by Name,
o Click the Name column UP arrow.

By default, the Name column sorts by First
name.

Each list of records has its own default
Schema, or Column Configuration.

You may change the configuration of
columns and save the Schema on your TE
Client.

To split the Name column into First,
Middle, and Last name columns,
o Point your mouse in the Name
column header.
o Right mouse-click.

From the drop-down menu listing
additional columns available in the
Demographics lister,

o Click Show First Name.

8 Return to Table of Contents
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5. E Vview Organization Records Reports Tools Help °
Demographics [}
[ | 2905 - Rolling Hills Adult School (RHAS) ~ [T ae e
= Site 'I.S:)uden + First Name = Name °
L 4 T L 4
T
01 - RHAS: Nort... 005208216 Rick Rick Williams
02 - RHAS: Sout... 005208242 Richard Richard Williams
6 K3 view organization Records Reports Tools Help
.
Demographics B L
- c Studen . Middle
s Site D ° Name
\d
01- RHAS: Nort.. 005208216
02- RHAS: Sout.. 005208242  Richard wi  onew
Show Age [
01- RHAS: Nort.. 023945893  Trayla B Folfp s —
01- RHAS: Nort.. 034303948  Carmen Ro|  Show Cell Phone
01- RHAS: Nort.. 039493489 John \ Be  Show City
7 K3 view Organization Records Reports Tools Help
.
- [ ]
Demographics B
[ZEBE) | 2906 - Rolling Hills Adul RHA Aaareqated B
. . Studentf| .  First . Middle | . Last -
< Site e *  Name * Name < Name = Birth Date
Y A 4 v L4 [ ]
01- RHAS: Nort.. 005208216 = LT — 5/20/1987
02 - RHAS: Sout.. 005208242  Richard Williams 5/20/1987
01-RHAS: Nort.. 023945893  Trayla B Ford 3/16/1988
01- RHAS: Nort.. 034903948  Carmen Rodriguez 7/30/1958 °
8, E View Organization Records Reports Tools Help °

Demographics [E)
[T |2505 - Rolling Hills Adult School RHAS)| ~ [T e e

’ = Site

Studentlfast Firs . Middle - Last
1D Iame Na " Name |~ Name
" T T T

—
005208216 Rick

01 - RHAS: Nort... Williams
02 - RHAS: Sout... 005208242 Richard Williams
01 - RHAS: Nort... 023945893 Trayla B Ford

Records

Reports Tools Help

9 E View Organization
.
[ ]
Demographics B}

B2 | 2205 - Rolling Hills Adult School (RHAS)|  [FTTSSTRESIES) EIReTeegH
e site Studentd . tast | first | Middle flo pirth Date
= T T T T i
01- RHAS:Nort.. 005208216  MIENS G 5/20/1987
02- RHAS: Sout.. 005208242  Williams Richard 5/20/1987
01-RHAS: Nort.. 023945893 Ford Trayla B 3/16/1988

p.  Sweem . Desciption

Now you will see the First name has its own
column.

Repeat these steps to add a Middle name
and Last name column.

Now that the Name column is split in to
three columns for First, Middle, and Last
name, you no longer need the column.

Right mouse-click in the Name column
header.

o Select Hide Full Name.

The Name column is now hidden from the
list.

You may unhide any column to display
again in the list of records.

Listers may be Reset to Defaults at any
time.

Reordering columns will further customize
the list of Demographics records for your TE
Client.

o Left click-and-hold your mouse in
the Last Name column header.

o While holding, drag the Last Name
column left of the First Name, and
then release your mouse.

The Demographics lister now displays
names in a Last, First, and Middle name
column configuration.

© 2019 CASAS. All rights reserved.
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10 E@ view oOrganization Records Reports Tools Help
.

e In the Last Name column header

Demographics n

site

Studen
11 - RHAS: Nort... 555141083 Mel\nda 1/30/1983
01 - RHAS: Nort... 913425098 Acuna Rosalina 5/9/1992
02 - RHAS: Scut... 94193397 Adalberto Maria 11/7/1987

o Click the UP arrow to sort
alphabetically.

First
Name

. Middle

+ Birth Date
Name

Lﬂsl
Name
ACOSta

. Suggestion: Configure and presort columns:
v . v S 1. Click the UP arrow in the Last Name
column header.
1. First, sort on Last Name. 2. Click and hold the Shift key on your
keyboard, and then click the UP arrow in
2. Second, sort on First Name. the First Name column header.
3. Third, sort on Middle Name. 3. Click and hold the Shift key again, and
click the UP arrow in the Middle Name
Note! Adding Gender and DOB columns column header.
helps with identifying any duplicate o Release the Shift key.

records of the same student.

JVAI  User: Administrator 43 Version: 3.0 build 32 (2] (=) () (@) (X) . .
FrmnEerts T SRR . 7o save the configuration of your columns,

Pages

Default)| ¥ [More]
;|
— %

o Click the More button from the
Toolbar at top right for “more’
buttons.

o Click Edit Schema.
o Click Save.

1 Reset to Default

Remember!
You can always reset listers to their default
schema.

13.

E View Organizatitn Records Reports Tools Help

e e Check to confirm that your TE Client will
14908 - Rolling Hills Adult Schaol (RHAS) | ¥ [ Subsit display the Demographics lister in “your

. i . Student Last First Middle default Schema next time you open it.
- =iz S (] 1 Name 2 Name = Name
T T T ’ e To close the Demographics lister,
11 - RHAS: Nort... 555141083 Acosta Melinda
01 - RHAS: Nort... 913425098 Acuna Rose.ilina o Cllck the Red X BOX on the
02 - RHAS: Sout... 94193397 Adalberto Maria

Demographics tab.

10 Return to Table of Contents ©2019 CASAS. All rights reserved.
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14. ersion: 3.0 build 32 (2] (=) (F) (@ (%)

e You can also close several pages at the same
time by clicking Pages at top right.

Close All Pages
e From the drop-down menu,

o Click Close All Pages.

=1 New Horizontal Page Group
|| New Vertical Page Group
Open All Lists Here
Open All Edit/Views Here

Class Instances
1001 - ABE Interme...
340993385 - Dustin...

o Or click individual Pages listed at
bottom of the menu.

E View Organization Records Reporis Tools Help

e To reopen the Demographics lister, go to

[T | 2905 - Roliing Hills AdulpSehaalRtiac, = RReron Subsites iz .
— e widate L. sirtn » Records > Students > Demographics

= =iz : ID 1 Name 2 Name 3 Name Date
A 4 . .

. . . . e The list of Demographics records should
01 - RHAS: Nort... 913425098 i T 5/9/1992
02 - RHAS: Sout.. 94193397 Adalberto Maria 11/7/1987 dlsplay as the Saved default SChema on your
02 - RHAS: Sout.. 599661108  Aguaniste Jose 1/1/1992

TE Client.
16. e : 3.0 build 32
Note!

* You may also name different Schemas and
access them from the Toolbar at top of the

(Default) =

(Default)

Education hst
Consumer
Contact o Click the (Default) window down
arrow and select a saved Schema.
© 2019 CASAS. All rights reserved. Return to Table of Contents 11
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Using the Navigator

Let the TE Navigator be your guide! In listers, the Navigator links all ‘child” records related to the

‘parent’ record and displays them in a list to navigate easily between them. The report setup

Navigator gives quick access to listers to refine information to include in the report.

The Navigator will also guide you to adding “child” records to “parent’ records by prepopulating

key fields from the ‘parent’ record. When entering data manually, it is recommended to use the

Navigator for data-entry accuracy.

E view Organization Records Reports Tools Help

Demographics B}
EETEE) 2905 - Roliing Hills Adult School (RHAS)| ~ [N ae e oo

- Site . Student Last First Middle
- M () 1 Name 2 Name 2 Name
L T hi elind T
] B
01 - RHAS: Nort... |stans viith | | |Melinda
02 - RHAS: Sout.. ﬁ
02 - RHAS: Sout... |
02 - RHAS: Sout... 96191583 Aguilar Lisa

m View Organization Records Reports Tools Help

Demographics B
BT | 2005 - Roliing Hills Adult School (RHAS)| [ an i o

. Student First
D Blaoo

r ¥ Melinda X

11 - RHAS: Nort... 555141083 Acosta I E]

Program Records
Gender: Female  BirthDate: 1/30/1983 Age: 35

SSN:  N/A  ConsentSigned: Fale NEDPID: N/A ssib:  N/A
GED 2002 ID: GED2014ID:  N/A  HISETID: N/A TASCID: N/A

Education

Highest Year of School: 9 Highest Degree or Diploma: None CAHSEE Scores: N/A
School:  N/A Earned: N/A
GED 2014 Scores: N/A_ GED 2002 Scores: N/A
HISET Scores: N/A TASC Scores: N/A
Ethnicity, Race & Language
Ethnicity: Hispanic or Latino Races: White

Native Language: Spanish

2 Address, Contact & Provider Use

€]

g rddress: N/ Zip: 93702 City: N/A State: California
[ =

Using the student as an example, let’s explore ‘child” records and see how many are linked to the

student’s ‘parent’ Demographic record through the Navigator.

Step

Filter for a Student with your First or Last
Name.

o Click the First or Last Name column
Filter icon.

o Enter your First Name.

o Click OK.

The Demographics lister may or may not
display a record of a student having your
First or Last Name. That’s Ok!

o Filter for a friend or any other name
instead.

o Double click to open the Highlighted
record.
A new tabbed page opens to a split screen
with the -
o Record Navigator at left.
o Student Information at right.

Edit/View contains the ‘parent record” data
for the student.

Remaining selections on the Navigator
represent ‘child records.’

12 Return to Table of Contents
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Demographics

Navigator

Edit / View

In Program Years
Student Records
Class Enrcllments
Class Records
Program Enraliments
Program Records
Tests

Certificates
Demagraphic History

Employment History

5.

Demographics

Edit / View

Student Records
Class Enroliments
Class Records
Program Enroliments
Program Records
Tests

Certificates
Demographic History

Employment History

Records

555141083 - Melind...

Agency/Site:
Student:

Add Entry/Update Re

Gender: Female

SSN: M

GED 2002 ID:

& Education

iew Organi:

Navigator

Student Information

Student: 555141083 / Melinda Acosta

Add Entry/Update Record

In Program Years
[rew & Jriner 7]

- Site
v

+  Program year

v

7/1/2017 - 6/30/2018 11 - RHAS: No...

6 B3 view oOrganization Records Reports Tools Help
.

Demographics
Navigator
it/ View
In Program Years
Class Enrollments
Class Records
Program Enrollments
Program Records
Tests
Certificates
Demographic History

Employment History

555141083 - Melind... [}

Student Information

Agency/Site: 4908 / 11 - RHAS: North City
Student: 555141083 / Melinda Acosta

Add Entry/Update Record

Student Records

friew & Jriner 7]

* site
v

Record

. Student
®n Date

+  Name

v v

11-R...
11-R. 555141083  MelindaAcosta  12/1/2017
11-R.. 555141083  MelindaAcosta  9/30/2017
11-R.. 555141083  Melinda Acosta 8/4/2017
11-R.. 555141083  Melinda Acosta 7/6/2017

Reports Toold

55514108

p.  Sween . Desciption

m View Organization

Clicking the different options from the
Navigator provides views of a variety of
information about that student.

Remember!

The student’s unique Identification (ID)
code is what links all of the records assigned
to the student, and supplies the minimum
information TE needs to create a student
Demographic record.

From the Navigator at left,
o Click In Program Years.

At right lists records for each program year
in which the student has dated activity.

A Program Year is defined as July 1 through
June 30.

From the Navigator at left,
o Click Student Records.

The records listed at right are of all dated
activity that occurred for the student during
the program year.

From the Navigator at left,
o Click Class Enrollments.

This list will only include one record for
each class in which the student is enrolled.

© 2019 CASAS. All rights reserved.
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Step

B3 view Organization Records Reporis Tools Help
8.

- e From the Navigator at left,

Student Information
o Click Class Records.

efests’ ‘ TOPSpro Navigator

e This section includes separate records of all
class related activity for the student.

_RHAS:.. 555141083

11-RHAS.. 555141083 12172017 110

11-RHAS.. 555141083 973012017 110
11-RHAS.. 555141083 8/4/2017 110
T1-RHAS.. 555141083 7612017 110

9 ization Records Reports Tools Help
.

e From the Navigator at left,

o Click Program Enrollments

L — e This section will only include one listing for
A each program in which the student is

enrolled.

employment History

B0 viw Orgenization Records Reports Tools Help
10' Demographics 555141083 - B

e From the Navigator at left,
o Click Program Records.

e This list includes separate records of all
program related activity for the student.

/12017 -6/3022018 11-R.. 555141083
TN/2017 - 6/30/2018 11-R.. 555141083
1201763022018 11-R.. 555141083
/172017 -6/30/2018 11-R.. SSS141083  Meinda Acosta ESUELL

1. e e From the Navigator at left,

o Click Tests.

e Thisis alist of tests taken by the student.

555141083
11- RHAS: North.. 55141083
112 RHAS: North.. 555141083
11 RHAS: North.. 555141083

12. K3 view oOrganization Records Reports Tol . . .
e Return to Edit/View to edit Student
Demographics
Navigator Information.
In Program Years
Student Records Student: 555141083 / Melind
Class Enroliments Add Entry/Update Record
Class Records 2 Identification
Program Enrollments
StudentID: 555141083
Program Records
Gender: Female
Tests
' SSN: N/A
Certificates
GED 2002 ID:
Demographic History
employment Histary 2 Education
1 4 Return to Table of Contents ©2019 CASAS. All rights reserved.
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Editing Student Information

Step

Student Information e By default, the Edit/View page opens in
Agency/Site: 4908 / 11 - RHAS: North Ci View mode.

Student: 555141083 / Melinda Acosta e To edit a student ID,

Add Entry/Update Record o (Click the Pencil icon in the
Identification section and Change to
Edit Mode.

[:I Identification

Change to Edithode itID: 555141083
| N

Gender: Female

14. r 555141038 - Melind... [}

e Typein the Student ID field and change the
ID.

e From the Toolbar at top.

Agency/Site: 49 A
o Click Save.

Student: 555141038 / Melinda Acosta

&) |#] Identification Note! A change to the Student ID will
Student ID: (555141034 simultaneously edit all “child” records linked
to the student.

15, E View Organization Records Reports Tools Help
e To see how that works,

Demographics 555141038 - Melind... [
REAERE o Click Tests from the Navigator.

Edit / View Student Information

In Program Years Agency/Site: 4908 / 11 - RHAS: North City

Student Records Student: 555141038 / Melinda Acosta

Class Enrollments Add Entry/Update Record

Class Records
Tests

rogramEmeliments | () G €

Program Records

e You may notice that the ID does not appear
to have changed.

Tests

Certificates

- RHAS: North... Melinda Acosta
11 - RHAS: North...
11 - RHAS: North...

11 - RHAS: North...

555141083
555141083
555141083
555141083

Demagraphic History

Melinda Acosta

Employment History Melinda Acosta

Melinda Acasta e Continue on to solve the mystery!...

© 2019 CASAS. All rights reserved. Return to Table of Contents 1 5
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Step

16, User: Administr. 43 Ve builc ? | | .D_l X|

e At top right of the student’s Tests lister,
o Click Refresh.

e This will ‘refresh’ the page on your TE

Client.
Gender: Female
Batch Edit ¢
Scale Conservative
¢ Score - LEEOSEE ) Estimate
T T T
224 Yes Yes
194 Yes MNo
187 Yes No
220 Yes Yes
17, E View Organization Records Reports Tools Help
Demographics 555141038 - Melind...
Navigator .
. . e Voila!
Edit / View Student Information
In Program Years Agency/Site: 4308 /11 - RHAS: North City o Now you see that the ID on all Tests

Student Records Student: 555141038 / Melinda Acosta

linked to the student are changed.

Class Enrollments Add Entry/Update Record

Class Records

Tests

Program Records

Tests

-
Student
®
D
r T

- RHAS: North... 555141038 Melinda Acosta
11 - RHAS: North... J 555141038 Melinda Acosta
11 - RHAS: North... | 555141038 Melinda Acosta
11 - RHAS: North... § 555141038 Melinda Acosta

Certificates
Demographic History

Employment History

18.
e To clear your screen,

o Click Pages at top right.

P =

o =
- New Horizontal Page Group
|| New Vertical Page Group
Open All Lists Here
Open All Edit/Views Here

= Select Close all Pages.

Demographics
555141038 - Melind...

1 6 Return to Table of Contents ©2019 CASAS. All rights reserved.
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Adding Records Manually

The CASAS Online System offers four methods for adding records to your online account through both
applications — eTests Online together with TE Online.

> eTests Online
1. Sessions — for testing and collecting demographic information
> TE Online

2. Manual data entry — using the keyboard and mouse
3. Scanning — using an optical mark scanner
4. Importing — from a 3™ Party System or fillable Import Template

Steps to Add Sites

Sites are part of the organizational structure of an online account and represent physical locations
where testing, instruction, and training take place. A site may serve learners in multiple instructional

and training programs. Agencies may add Sites to their online account at any time.

eTests Site

Any Site using eTests Online must comply with all testing requirements in each lab within a Site as
outlined in the Online Implementation Agreement training.
e  Web-test units (WTUs) must be available in an online account to enable an eTests Site.

e Sites must be enabled for eTests to register computers and administer tests.

Screen Description

Records Reports Tools Help

Organization

e From the Menu bar at top,

AEBG Consortia

Agencies . . .

sites o Click Organization.
—lacsre 4 b

Users =  Select Sites.

Access Groups
Authentication Settings

Personnel »

Test Administrations
WSCS Administrations

Forms L
Special Programs
Deleted Objects

Testing Stations
Testing Sessions
Testing Session Templates

Tests in Progress

© 2019 CASAS. All rights reserved. Return to Table of Contents 17
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Sites

Step | Screen

View Organization Records Reports Tools Help

Is eTests
Site

@

Site ID

RHAS: North Campus
RHAS: South Campus
03 Yes RHAS: East Campus

04 Yes RHAS: West Campus
05 RHAS: Sunrise Center
07 Yes RHAS: Central Library
RHAS: North City

Description

A new tabbed page opens listing the Sites
setup in the online account.

Sites that use eTests Online are identified as
an eTests Site.

To be an eTests Site, agencies complete a
"Going Live" Checklist , which includes:
o  Online Implementation Agreement
Coordinator Certification

o
o Proctor Certification
o Order web-test units (WTUs)

From the Toolbar at top left,
o Click New.

E Viewn Organization Records Report Tools Help

Edit / View Site Information
Site 1D: Site Name:
Agency:

WTUs Available:

& #| Select Container

Container: ‘4908 - Rolling Hills Adult School (RHAS) -
2 #| Site Identification

Site 1D: Site Name: r

Time Zone: [(UTC—DE:OU] Pacific Time (US & Canada)| ¥
(W] eTests Site

A new tabbed Page opens to add
information about the new Site for your
agency.

Sites are added to Containers, which
‘contain’ records of activity occurring at that
site.

o Your Agency is the ‘parent’ container
for your online account.

m View Organization Records Reports Tools

Site Information

aojebinen

Site ID: Site Name:
Agency:

WTUs Available:

2 |#| Select Container

Container: |4908 - Rolling Hills Adult School (RHAS) hd

& 4 sit] 4 [4903 - Rolling Hills Adult School (RHAS)I

Site ID: 01 - RHAS: North Campus i
Time Zone: 02 - RHAS: South Campus
(9] eTests sit 03 - RHAS: East Campus

212 sit 04 - RHAS: West Campus

Contact ID: 05 - RHAS: Sunrise Center

Title: C 07 - RHAS: Central Library

Address: | 11 - RHAS: North City

State: T —~
Phone: ﬁ Fax:

Sites are ‘child’ records of your Agency.

Sites are typically added to the ‘parent’
container but may also be a Sub-Site.

The determination of “where’ to add a new
Site depends on How? you plan to track and
record outcomes.

Click the Container field down-arrow.

o Select the Container to add the new
Site.

18 Return to Table of Contents
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eTests TOPSpro

Screen

Records Reports Tools

Sites

view Organization

fsove 1] concer 0]

Site Information

Help

aoebiney

Site 1D: 08  Site Name: RHAS: Meadowbrook
Agency:
WTUs Available:

2 #| select Container

Container: |4908 - Rolling Hills Adult School (RHAS)

2 /| site Identification

08 Site Name: | RHAS: Meadowbrook

Time Zone: [(UTC—DB:OU] Pacific Time (US & Canada) ~
[¥] eTests Site

Site 1D:

Records Tools Hel

Sites

View Organization

08 - RHAS: Meadowb... [}

Site Information

Reports

=
]
3,
S
e
g
2

Site Name: RHAS: Meadowbrook
4908 - Rolling Hills Adult School (RHAS)

Site ID: 08
Agency:

WTUs Available:

E View Organization Records Reports Tools Help User: Adrl

EETE) 2908 - Rolling Hills Adult School (RHAS)| ~

Site | . Is eTests | .

D * site Site Name o Contact Name ‘

RHAS: North Campus
RHAS: South Campus
RHAS: East Campus

RHAS: West Campus
RHAS: Sunrise Center

kRHAS: Central Library

Program Coordinator Mary Perkins

View i()rganization Records Re

|4908 - Rolling Hills Adult Schoel (RHAS) ™

Is eTests N

Site -
Site

ID
b 4 T

Site Name
T

Description
e For Site Identification,
o Enter the Site ID.
o Enter the Site Name.
o Check eTests Site —
*  Only check if you plan to use
CASAS eTests Online at the Site
and WTUs are available for
online test administration.
e From the Toolbar at top,
o Click Save.
e To close the new Site record,
o Click the Red X Box on the Site tab.
e This returns you to the Sites lister where
you will see the new Site in the list of
records.
e (lick the Red X Box on the Sites tab and close

the lister.

© 2019 CASAS. All rights reserved.
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Steps to Add and Manage Users

Access to the CASAS Online System requires a User record with login credentials. Users are part of the
organizational structure of your online account. When setting up a new account, CASAS establishes
one User for the agency with rights to manage data and grant User access to TE Online and/or eTests
Online for other staff as appropriate. When adding Users to your online account, CASAS recommends

adding records at the agency level for ease with managing records and user access.

Access to TE Online
e May be granted to any staff as appropriate.

e eTests Online coordinator and proctor certification is not required for staff access TE Online.

Access to eTests Online
e May only be granted upon confirmation of coordinator and/or proctor certification.

e The agency must maintain copies of certificates on file.
o Coordinator Certification — Staff responsible for online testing management.

o Proctor Certification — Staff responsible for online test administration.

e From the Menu bar,

Screen

Organization TN

sites o Click Organization.

= Select Users.

Authentication Settings
Personnel L

Test Administrations
Forms »
Special Programs

Testing Stations
Testing Sessions

e A tabbed page opens to the list of User

: records.
. Access Groups e
A v .
4908 - Rolling Hills Adult School (RHAS) _TE Enhanced (Data Manager)... _ Administrator 01 _administrator1@rhas.org [} From the Toolbar at top left Of the 11 St.
4908 - Rolling Hills Adult School (RHAS) _TE Basic A Coordinator _Coordinator 01 _coordinator1@rhas.org
4908 - Rolling Hills Adult School (RHAS) _TE Basic At Proctor Proctor 01 proctor1@rhas.org
4908 - Rolling Hills Adult School (RHAS) _TE Teacher Access (Enhanced) _ Teacher 01 teacher1@rhas.org o) Click NQW.
4908 - Rolling Hills Adult School (RHAS)  TE Enhanced (Data Manager)...  Administrator 02~ administrator2@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Basic Access, ET Coordinator  Coordinater 02 coordinator2@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Basic Access, ET Proctor Proctor 02 proctor2@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Teacher Access (Enhanced)  Teacher 02 teacher2@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Enhanced (Data Manager)... Administrator 03 administrator3@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Basic Access, ET Coordinator  Coordinator 03 coordinator3@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Basic Access, ET Proctor Proctor 03 proctor3@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Teacher Access (Enhanced)  Teacher 03 teacher3@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Enhanced (Data Manager)... Administrator 04 ~ administrator4@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Basic Access, ET Coordinator  Coordinator 04 coordinatord@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Basic Access, ET Proctor Proctor 04 proctord@rhas.org
4908 - Rolling Hills Adult School (RHAS)  TE Teacher Access (Enhanced)  Teacher 04 teacher4@rhas.org
2 0 Return to Table of Contents ©2019 CASAS. All rights reserved.

Training and Support



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

Access Groups

enterprise

eTes!Ms“’ TOPSpro

Screen

Link with existing personnel: ¥

Container: 4908 -

Container:

4 2 ¢ Select Container
.

Link with existing personnel: [ |

Container:

Container: 4908 - Rolling Hills Adult School (RHAS) -
4 (4908 - Roling Hils Adult School (RHAS)_J

v ./ User Identification
—

® # User Contact 01 - RHAS: North Campus
= Menu Access Rights 02 - RHAS: South Campus
s Container Access Rights 03 - RHAS: East Campus

04 - RHAS: West Campus

Data Access Rights

05 - RHAS: Sunrise Center

07 - RHAS: Central Library

1

- RHAS: North City

View Organization Records Repo

Users

!
[ = |

User Information

aojebiaeny

2| # Select Container

Link with existing personnel: ™

W

Container: Container:

2| # | User Identification

m_perkins@rhas.org
wreawEx

Retype Password: |******%
=

User Account:

Password:

'm

Groups: No groups selected.
[Type here to search...
4

S
[ No Cancurrent L¢ ET Coordinator/Proctor -=- System -=-
[ Password Recyclii g7 practor -=- System -=-

[7] Password Should| Tg Admin Access 4908 - Rolling Hills Adult School (RHAS)

4908 - Rolling Hills Adult School (RHAS)
TE Teacher Access (Basic) 4908 - Rolling Hills Adult School (RHAS)
TE Teacher Access (Enhanced) 4908 - Rolling Hills Adult School (RHAS)

2 |# User Con IEBasicAccess

Contac

Title:

Clear selection || Select from Lister...
R R R R —

4| User Identification

7.

User Account:  |m_perkins@rhas.org

Password: oo

Retype Password: [oroee
["1s Disabled

Groups: No groups selected

[TE Teacher Access (Enhanced) [4908 - Rolling Hills Adult School RHASI| ~ | [(¥H
(1= Susnended

e Check Link with existing personnel —

o When a Personnel record exists in
your online account.

o Ifarecord does not exist, you will have
the option to link accounts when
adding the Personnel record.

e C(lick the Container field down-arrow.

o Select the container to add the new
User record.

Note! Add Users at the Agency level when
linking accounts with Personnel records.

e User Identification will be the login
credentials for the new User.

o Enter a Work e-mail address as the
user name (recommended).

o Enter a temporary Password.

= Users are prompted to
change their password the
first time they log in.

e Add the new User to an Access Group.
o You have three options to do this.

e (Click the Group field down-arrow,
1. Type to Search for the Group.
2. Scroll to Select the Group.
3. Select [Group] from Lister.

e After selecting an Access Group,

o Click Add at right of the selected
Group.

© 2019 CASAS. All rights reserved.
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Access Groups

Step

Group Name

If the new User will need access to eTests

8.
TE Teacher Access (Enhanced) [4908 - Rolling Hills Adult School (RHAS)]| % L4
[ET Coordinater/Proctor  [-=- System -=-] - @ Onllne to:
TOPSpro Enterprise
o Manage online testing (Coordinator).
I am Administrator 43.
I confirm this user completed Coordinator and Proctor certification training. o . .
I have copies of the Certificates of Completion on file. o Admlnlster 01’1111’16 tests (Proctor) .
Click Yes to confirm.
* Add the new user to the
e access group that matches
with their certification.
9. B3 view oOrganization Records Reports Tools He User Administrator .
s (I e Add Contact Information for the new User.
g [save & Jcancel 2] New |/204
£ | = User Informati .. . . .
- e —— e The minimum information required for
J 7 et adding an account is:
Contact ID (optional): [ | .
Title: LEAdTea(hEI First Name: [Mary Middle Name: Last Name: [Perkins ] () Flrst Name.
City: ) (.
o — o Last Name.
Phone: [(123) 4567891
Email: [m_perkins@rhas.org | ] o Emall
—_—
I Cell Phone: [(e87) 6543210
10- m View Organization Records Report .
e No other setup is needed for the new User
Users
: when added to Access Groups.
a =
g User InTonnatey ¢ From the Toolbar at top,

11.

Ci ntainer: 4908 - Rolling Hills Adult Scl ool (RHAS)

Fu'l Name: Lead Teacher Mary Perkins
Phone: (123) 456-7891
Address:

Email: m_perkins@rhas.org

View Organization Records Report]

m_perkins@rhas.org [}
= Ju

Users

User Information

Container: 4908 - Rolling Hills Adult School (RHAS)

Full Name: Lead Teacher Mary Perkins

Filter ¥

M) |2905 - Rolling Hills Adult School (RHAS)|

|

First & Last

Container + Access Groups

TE Teacher Access (Enhanced), ET Coordinator/Proctor  Lead Teacher Mary Perkins

4908 - Rolling Hills Adutt...

o Click Save.

Click the Red X Box on the User record tab
and return to the lister.

Use the First/Last Name column filter to
locate the new User among the list of
records.
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Step

13. [ TE | Click the Red X Box and close the Users

lister

|4908 - Rolling Hills Adult School (RHAS) | = |
s

View Organization Records Repo °

Defining Group Access Rights

For ease with managing Users through Access Groups, establish and maintain groups at the agency

level (i.e., parent container).

Step

1. [IELIFELLLIE Records Reports Tools Help
AEBG Consortia e From the Menu bar,
Agencies
s : o Click Organization.
—————————————————
Access Groups = Select Access Groups.
ication Sar
Personnel L3
Test Administrations
'WSCS Administrations
Forms »
Special Programs
Deleted Objects
Testing Stations
Testing Sessions
Testing Session Templates
Tests in Progress
2. view Organization Records Reports Tools Help o g
e The tabbed page opens listing Groups for
Agencies to manage User Access to TE.
e TE Data Managers may —
4908 - Rollin... o Edit, Rename, or Duplicate the
4908 - Rollin... | TE Basic Access
4908 - Rollin... § TE Teacher Access (Enhanced) defaUIt Set Of groups added by
CASAS when setting up a new
online account.
3 B3 view oOrganization Records Reports Tools Help

e TE Data Managers may also —

| © Access Group Information

Access Groups

Jo1ebineN

¥ [#| Select Container

2| # Access Group Identification

Group Name: | TE Counselor Access

[No selection

[¥] Usable in Child Containers

4 # Menu Access Rights

Rights: | () Test Results

[¥] skills Profile
(V] Individual Skills Profile

V] Individual Skills Profile Summary

o Add new TE Access Groups to
manage users based on their role at
the Agency, such as a School
Counselor or the Registrar.
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Access Groups

Step

Groups have access to TE according to the
rights enabled in three areas:

1. Menu Access Rights
o Defines access to menus and
submenus.
2. Container Access Rights

o Defines access to sites and sub-sites.

3. Data Access Rights

o Defines read-only access, or rights to
create, update, and/or delete data.

Granting Teachers access to TE requires
having a User record linked with a
Personnel record to identify their
Functional Role as the teacher for their
classes.

Teachers may,

o Generate Reports for their own
classes.

o Manage their Class Enrollment.
o Record Attendance.

o View Test results taken by students
enrolled in their class.

Ask CASAS! To apply the default set of Access Groups to your online account

4 B view Organization Records Reports Tools Help version: 30 buia 32 (2) () B @ (X
. pones
2 [ ] Access Group Identification
Group Name: TE Counselor Access
Users: No users selected. —
2 (| Menu Access Rights
Rights: Menu access has been restrictefffor this group.
Container Access Rights
Rights: No container access rights are St for this access group. By DEFAULT al containers under the main container are ENABLED.
2 [+ Data Access Rights
Add Access Right
Role Access Rights:
Personal Information Access Rights:
Recard Type Right=: [Lister / Record Type [ List Records| [ View Record] [ Create Record|[ | Update |
| Pa— v R— — T = T = )
(4 = O]
5. & || Data Access Rights
Supplemental Data Access Rights: LYo LT 11T
Role Access Rights: Add Access Riah
. - Allow Teacher Access To Unenrolled Students
Personal Information Access Rights: N
Restrict Teacher Access To Own Classes
Visit
Online S

For more information about Access Groups is available from the training materials
library on the CASAS website at Home > Training and Support.
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Steps to Add and Link Personnel Records

Personnel records are part of the organizational structure of an online account and include

Registration, Functional Role, Employment Record, and Professional Status information.

Personnel Registration

Step

1. m View RUGELRELGLE Records Reports Tools Help
AEBG Concortin e From the Menu bar.
Agencies
i o Select Personnel.
Classes
lsers = C(lick Registration.
Access Groups
Personnel Registration
Employment Records
E Functional Roles
Special Programs Professional Status
Testing Stations
Testing Sessions
Testing Session Templates
2. [o]f:ENiF£1GI}l Records Reports Tools Help
- e To add a new Personnel record,
Agencies
Sites o Click Registration.
Classes
Users
Access Groups
T
Personnel Registration
Test Administrations
Fotns Functional Roles
Special Programs Professional Status
3. : izati d .
L Er s emnin Lapmin O e A tabbed page opens to the list of Personnel
Personnel  [E} records in your online account.
908 - Rolling Hills Adult School (RHAS) ~ E!lm .
’ e From the Toolbar at top left of the list,
* Container Personnel ID
v o Click New.
© 2019 CASAS. All rights reserved. Return to Table of Contents 25
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Step

4. Personnel Information

[ ]
& # Select Container
Link with existing user: [
User: | Container: 4908 -
5 Personnel Information
.
2 ¢ Select Container L J
—
Link with existing user: (V]
User: ‘ Container: 4908 - Rolling Hills Adult School (RHAS) -
User: 44908 - Rolling Hils Adult School (RHAS)
v ./ Personnel Identification 01 - RHAS: North Campus
02 - RHAS: South Campus
03 - RHAS: East Campus
04 - RHAS: West Campus
05 - RHAS: Sunrise Center
07 - RHAS: Central Library
11 - RHAS: North City
6 E3 view organization Records Reports Tools
.
BEIESRg o To Linked
Personnel Information
Container: 4908 - Rolling Hills Adult School (RHAS)
Personnel: -
2/ Select Container
Link with existing user: [v/|
User: Container: 4908 - Rolling Hills Adult School (RHAS) =
User: 1 [Type here to search -
1@rhas.org
10@rhas.org 10
11@rhas.org 11
12@rhas.org 12
13@rhas.org 13 Middle Ni
14@rhas.org 14
administrator 5@rhas.org Administrator 15
admi rhas.org Administrator 16 ®
7 K3 view organization Records Reports Tools Help
.

Personnel

New Personnel [

(NSNS Co To Linked

Personnel Information

2
£
H
&
s
g

Container: 4908 - Rolling Hills Adult School (RHAS)

Personnel: -
2//#  select Container

Link with existing user: [/

User: Container: 4908 - Rolling Hills Adult School (RHAS) <
User: [m_perkins -

. m_perkins@rhas.org mary perkins

f ceor stecion]

Personnel ID: [

Title: — LastName:| Middle N

When a User record exists in your online
account,

o Check Link with existing user.

Click the Container field down-arrow.

o Select the Agency level
(recommended)

o Or Site level.

* You have three options to select an existing

User.
e (Click the User field down-arrow,

1. Type to Search for the User.

2. Scroll to Select the User.

3. Select [User] from Lister.

When the User is located,

o Click on the User to select.
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Personnel Information

e '“r ¢ Personnel Information fields auto-populate
Link with existing user: (V)
User: Container: 4905 - Roling s Adul School (RHAS) & after selechng and hnklng the User.

User: newuser@agency.org - Teacher New User
—

o Enter an Agency Personnel ID.

2 # Personnel Identification

User Account: [newuser@agency.org

Personnel ID: [43 ]

Title: Teacher  Last Name: [User Middle Name: First Name: [New

9. E View Organization Records Repo
e From the Toolbar at top,

o Click Save.

Pers onnel Information

aoyebiaey

Containe = 4908 - Rolling Hills Adult School RHAS)

Personne - 43 - Mary Perkins

E View Organization Records Reports Tools .
e The new Personnel record page splits
43 - Mary Perkins n

Personnel

automatically with

Navigator |

Edit / View Personnel Information o Personnel Information at right
Container: 4908 - Rolling Hills Adult School (RHAS)

Personnel Employment Personnel: 43 - Mary Perkins O NaVIgatOI' at left tO add and access

Professional Status Functional Roles Personnel records_

m Columns Sort : . . .
Click the Red X Box on the Registration tab
+ Container 1 Personnel ID | ¢+ Name
v ( and return to the Personnel record.

Functional Roles

Functional Roles identify personnel involved in the administration and teaching of adult learners.
Personnel may have more than one Functional Role within the agency. Adding Functional Roles for

teachers gives them access to their classes at any time from any location with Internet connection.

Step

E View Organization Records Reports Tools Help . From Navigator at left Of the Personne]

Personnel 43 - Teacher New User [

Navigator [ o f[New =] c
ekl Personnel Information o C(Click Functional ROIES.
| .
ice 8 Neites ¥ e To add a Functional Role for the Personnel

Functional Roles
[ak 4
member,

o Click New at right.

Information record,

Professional Status
1 Per | ID

T

= Ci
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Step

Functional Role Information

Container: 4908 - Rolling Hills Adult School (RHAS)

Class Description:

Personnel: 43 - Teacher New User

2 #| select Personnel

Personnel: | Container: rl4908 - Rolling Hills Adult School (RHAS) v

Personnel: {43 - Teacher New User 1 -

@ |# Select container/associatons for role

Container: | Container: &1908 - Rolling Hills Adult School (RHAS)J -
Class Definition: [Na selection v
Special Program: [No selection v

2 |# Select container/associations for role

Container: | Container:

Class Definition: [rype here to search... 1~
Special Program voT (20 W e cp g il
002 ESL - Intermediate High
= |#| Role Identification 003 ESL - Intermediate High
005 ESL Intermediate Low - Distance Learning
1 ABE

1001 ABE Intermediate
1002 ABE - CEC

110 Low Beginning
1106 ESL - Beginning
111 Intermediate High =]

Clear selection [l Select from Lister...
R

Functional Role Information

Container: 4908 - Rolling Hills Adult School (RHAS)

Class Description: 1 - Low Intermediate ABE

Personnel: 43 - Teacher New User

@ #| Select Personnel

| Collzpse
ormel: | Container:

Personnel. (43 - Teacher New User A

|4908 - Rolling Hills Adult School (RHAS) v

2 # Select container/associations for role

Container: | Container: [4908 - Rolling Hills Adult School (RHAS) v
Class Definition: l1 - Low Intermediate ABE =
Special Program: [No selection v

2 |#| Role Identification
Functional Role: () Administrator
() Scorer

| (®) Teacher |

Start Date: 7/1/2017 [~
End Date: E|

A new tab opens to input Functional Role
Information in three sections.

1. Personnel information,
2. Container to associate the role.
3. Role Identification.

Personnel and Container fields auto-
populate when using the Navigator to add
records.

To link the Personnel member with a Class,

o Click the Class Definition field
down-arrow and

= Type to search.
= Scroll to select.
= Select from Lister

o Select the Class.

If the Personnel member is not a teacher,

o Leave “No selection” in the Class
Definition field.

Special Program will auto-populate if
defined for the selected class.

For Role Identification,

o Select Administrator, Scorer, or
Teacher.

o Select the Start Date when the role
begins.

o Leave End Date empty if the role
will continue across program years.

2 8 Return to Table of Contents
Training and Support

©2019 CASAS. All rights reserved.


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

Personnel eTests TOPSpro

enterprise

Step

6. E View Organization Records Reports Tools Help

e From the Toolbar at top,
o Click Save.

New Functional Role [

No ltems

Persc nel 43 - Mary Perkins

——

F ule Information

Container: 4908 - Rolling Hills Adult School (RHAS)
Class Description: 113 - ESL Advanced - Distance Learning

Personnel: 43 - Mary Perkins

7. B3 view organization Records Reports Tools Help e  Return to the Personnel record.
Personnel 43 - Mary Perkins

H = o Click the Red X Box on the

E- Functional ROICHTIEEC Functional Role tab and return to
Container: 4908 - Rolling Hills Adult School (RHAS]
Class Description: 113 - ESL Advanced - Distance Learning the Personnel record.
Personnel: 43 - Mary Perkins
2 Role Identification
Functional Role Teacher
Start Date: 7/1/2017
Related Class: 113 - ESL Advanced - Distance Learning

8. m View Organization Records Reports Tools Help

e The Functional Role record is now listed

Personnel 43 - Mary Perkins [} i
with the Personnel record.

Navigator
Edit / View Personnel Information
Container: 4908 - Rolling Hills Adult School (RHAS

EEEELEOLE M Per=onnel: 43 - Mary Perkins Note! Personnel may have more than one
e Functional Roles Functional Role at the agency

e = Jrier v I columns = Rsort 81 ] oele

- Pe... Class
# Container . ID # Name > ID
T T 4
43

4908 - Rolling... Mary Perkins 113

Employment Records
The next record to add for Personnel is information about their employment. Personnel may have
more than one Employment Record to identify different types of employment within the agency.

Professional Status
The last record to add for Personnel is information about their professional status.

Detailed steps for adding Personnel Employment and Professional Status records

Visit . . 1T .
online Kt are available from the training materials library on the CASAS website at Home >
Training and Support.
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ACTIVITY: Access the New Teacher’s Class

Step
L :

U
Lock

At top left of your screen,
o Click the TE icon.

Disconnect

o Click Disconnect.

Options...

Exit

2. —

e Login as the Teacher.

State/Agency(/Site):
| 4908

o Enter Credentials.

o Click Connect.

3 il roeres Rems e From the Menu Bar at top,
o Click Organization.
Classes
Instances o Click Classes.
o Click Instances.
4' K3 view organization Records Reports Tools Help

e The teacher’s Class will display in the list.

|4908 - Rolling Hills Adult School (RHAS) ¥

. tnstractiona e Double-click on the Class to open the

Programs
record.

Class | _ i
D = Class Description

o

- RHAS: North City 113 ESL Advanced - Distance... 11/2017 6/30/2018  ESL/ELL

5. E View Organization

Class Instances 113 - ESL Advanced...

Navigater o Record Attendance.
Edit / View Class Instance Information

e  With access to Classes, teachers can —

Attendance Class Description: 113 - ESL Advanced - Distance Learning @) EnI‘Oll students and update their
Program Year: 7/1/2017 - 6/30/2018 Status in ClaSS

Class Records. Class Start Date:  7/1/2017
— bl o View Tests taken by students
enrolled in the class.

o Generate Student & Class Reports.

e Note! For training, you will need to Disconnect from TE and then Connect again with
your Admin account to proceed with the next steps.

30 Return to Table of Contents ©2019 CASAS. All rights reserved.
Training and Support



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

enterprise

Tests eTeSL‘SS“’ ‘ TOPSpro

Steps to Add Student Records

The recommended approach to adding and editing Student records is from the Demographics list of
records. Using the Navigator to add or edit ‘child” records will ensure data entry accuracy with

prepopulated “parent’ information.

p.  Sweem . Description

1. Organization Records

Reports Tools Help

From the Menu bar,

Students " Demographics

Gl N
T Progranr years | .
Programs M Records O Clle Records.

Tests

Certificates = Select Students.
Employment History

Places of Employment

* Click Demographics.

2 G0 vView Organizaton Records Reports Tools Scoring Help
.
- e From the Toolbar at top left of the

(I 505 - Roing risfout schoo!| ~ | (TSI 7

it P | < T | e o B > e Demographics page,

i v v v v v v

e o e R - o Click New.

4908 / 11 - Nort. 518204444  Alberto Perez. 6/22/1970 Male Spanish

/s somn. WTTTE e T arbpns ot " e o

4908 / 2 - South. 599661102 Alfred Rodriguez 1/1/1970 Male White English

3 i i Reports Tools Help
.

= e A new tabbed page opens to input Student
Information.

Birth Date: 6/11/1968

e o Select the Site where the student will

Site: (01 - RHAS: North Campus ~

P — have activity.

Student ID: 321456987

Title: [ First Name: [Manual Middle Name: Last Name: |Rodriguez ..
O N _ _ )y e Enter the minimum (recommended)
SSN: |—— [ |Doesnothave SN Consent: [Unknown | ¥| NEDP ID: 1 ST —

GED 2014 1D: | HISET 1D: | TASC ID: Identification.

GED 2002 ID: E[

® # Education
® #| Ethnicity, Race & Language S d I
$)@ Adaress, contact & rovider Use o tudent ID.

/4| Consumer Information

o First/Last Name.

Gender.
Note! Use eTests Online to collect and “fill- © ender

in’ remaining Demographics, or add o Birth Date.
students in TE automatically.
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Demographics

View Organization

321456987 - Manual...

Tools

Records Reports Help

Navigator

Edit / View

In Program Years
Student Records

Class Enrollments
Class Records.

Program Enrollments

Certificates
Demographic History

Employment History

Student Information
Agency/Site: 4908 /01 - RHAS: North Campus

Student: 321456987 / Manual Rodriguez

Add Entry/Update Record

Tests

ew & Jriter ¥ J cotumns = Jor

B

® Site ¢  Student ID

Step

Click Save from the Toolbar at top.

If adding no other record for the Student at
this time, the new record will not display in
the list of Demographic records
automatically.

o This is because the Student has no
activity in the current program year
(i.e., no In Program Years record.)

Adding any record from the Navigator, such
as results from a paper Test, will add the In
Program Years record automatically.

Adding paper Test results also prepares the
online system to give the student the next
assigned test in eTests Online automatically.

e Continue with steps to add a Test record for the new student.

Steps to Add Test Records

Use the Navigator from the student’s Demographics record to add a Test record. Again, this
recommended approach will ensure data entry accuracy with prepopulated “parent” information about

the student.

Step

Demeographics

View Organization

Tools

Records Reports Help

321456987 - Manual...

Navigator

Edit / View

In Program Years
Student Records
Class Enrollments
Class Records.
Program Enrollments

Drogram Pﬂ"n rd

Student Information
Agency/Site: 4908 /01 - RHAS: North Campus
Student: 321456987 / Manual Rodriguez

Add Entry/Update Record

Tests

¢  Student ID

B

Certmcates

Demographic History

Employment History

From the Navigator at left,
o Click Tests.
From the student’s Tests lister,

o Click New.

Return to Table of Contents
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Step

2 K3 view organization Records Reports Tools Help User Administrator 43 Ver
.

Demographics 321456987 - Manual... New Test [

e A new tabbed page opens to input Test

E [save &) No Items 1nformat10n_
£ |12 Test Information
o site: 01 - RHAS: North Campus Program Year: ° The Test record prepopulates Wlth Site,
Student: 321456987 / Manual Rodriguez .
Assessment Dste: /112018 Form Code: _ Form Name: Program Year and Student fields
2 #| select Student in Program Year autOmaticaﬂy,
Student: | site: [01 - RHAS: North Campus =
Program Year: [7/1/2017—6/30/201&((171rrent) - ° El’lter the Assessment Date.
Student (321456987 Manual Rodriguez / 01 - RHAS: North Campus | =
Class Instance: [No selection -
R (e = o Use the drop-down calendar

Note! o Or type the Date.

Assigning a Class to the Test Record is no
longer necessary or required because TE tracks
student activity through their ‘unique” ID.

3. K3 view oOrganization Records Reports Tools Help  User: Admin

e For Assessment Information,

o o Click the Form field down-arrow,
and select a Test Form.

Demographics 321456987 - Manual...

Test Information

z
o
=
&
g
g
2

Site: 01 - RHAS: North Campus Program Year:
i Student: 321456987 / Manual Rodriguez
: * Type to Search.
i Assessment Date: 6/11/2018 Form Code: Form Name:
u
® # Select Student in Program Year ScrOII to SeleCt‘
.
& # Assessment Info u SeleCt fI‘OIn LlSteI'.
Assessment Date: 6/11/2018
Assessment Type: [V] Fixed Form [ EL Civies Additional Assessment Farm [+
2 Appraisal (] Observation L
[ Fixed Form Locator [V Long CAT L
. .
N [ Practice [ ] CAT Locator Lt SCOrlng Optlon #1

F 1 [185R - Life and Work Reading Level € I~
.& e Check Score Override.

Score Override:  [V/] Raw Score: | 29 ]5:a|e Score: J
Accurate: ﬁ Passed: ] Retested: | | O El’lter the RaW SCOl‘e.

e Scale Score auto-populates after saving the
record.

Scoring Option #2

4. Score Override: [ | Raw Score: Scal\ Score: ‘

pre prses: @ Retessed: () ¢ You also have the option of entering item
2] Assessment Ttems responses if you plan to generate
Item R 112 9 |10
T s performance reports from test results.
1 19|20
@ o c o o Leave Score Override unchecked

j o Enter Responses to each test item.

HEREEEE

RERESERE
HOEHEEEE
REIREINERE
HEREIRERE
HEREEEEE
HEREEREEE

WEE

b e Raw and Score Scale auto-populate after
saving the record.

e C(lick Save from the Toolbar at top.
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5. E view Organization Records Reports Tools Help .
: : e (lick the Red X Box on the Test record tab
Demographics 321456987 - Manual...
and return to the student’s Demographics
Test Information I'GCOI'd.
il - 6/3(

Site: 01 - RHAS: North Campus Program Year:

101ebinen

Student: 321456987 / Manual Rodriguez

Assessment Date: 6/11/2018 Form Code: 185R Form Name: Life and Wg

e  You will now see the new record in the
student’s Tests lister.

Q[ & 108

o Click Refresh in the Tests lister
Toolbar if needed to display Tests.

Manual Rodriguez__6/11/2018

Employment History

7. E View Drganization Records Reports Tools Help ° Click the Red X BOX on the Student record
e L tab and return to the Demographics lister.

) o1 - RHAS: North Campus| ~

s site . Student Last First Mic e (Click the Filter icon in the Student ID
ID 1 Name 2 Name =z Na
d Y 3214 4 v 4 column.
|starts with| ~ (321456987 Jenny B
m ola Samuel A (@) Entel’ the Student ID.
Billy 5

o Click OK.

8 EG) view oOrganization Records Reports Tools Help

e The new Student record is now in the
— _ Demographics list of records for the current

‘Gender

i program year.

01- RHAS: Nort... 321456987 Rodriguez Manual 6/11/1968

ACTIVITY: Sign back on as your fictitious Teacher to Enroll the Student in your Class and see the

student’s Test record. Note: Student record must be at the Class Site to enroll and see Tests taken at any

site.

3 4 Return to Table of Contents ©2019 CASAS. All rights reserved.
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Tracking Results
Pre- and post-test pairs must always be from the same test modality.

Pretests

Administer pretests as soon as feasible upon entry into the program and before the occurrence of

any substantial instructional intervention.
All students with 12 or more hours of instruction must be pretested to include in the Federal Tables.

Students should be assessed in the areas that are the focus of instruction, using the appropriate

CASAS standardized test in reading, math, listening comprehension, or writing.

e Required skill areas for ABE/ASE are reading and math.

e Required skill areas for ESL are reading and listening.

Post-tests
Administer post-tests using the next-assigned test forms.

e At the end of a semester, term, quarter, or other substantial block of instruction to document

learning gains.

e DPost-test scores obtained at the end of a semester or other reporting period may serve as a
pretest for the next semester or reporting period, if the interim does not exceed four months

for continuing students.

Test scores outside the range
If a student achieves a score below the accurate range (*) on a pretest,
e The student must be re-tested with a test from the next lower level for accurate placement.
If a student achieves a conservative estimate (®) score on a pretest,

e The student must be re-tested with a test from the next higher level within a week of the

initial pretest.
e The new assessment score replaces the conservative estimate score.

e The replaced test record should be marked as ‘Retested” in the database to exclude from
being reportable and to retain historical data.
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If a student achieves a conservative estimate (*) score on an appropriate level post-test,

e The student has sufficiently demonstrated skill gain and should not be re-tested until the

next scheduled assessment cycle.

e At the next scheduled assessment cycle, the student must receive a test from the next higher

level.

If a student achieves a conservative estimate (o) score on a Level C 980 Listening pretest or post-test,
the student has demonstrated skill proficiency and continued testing in listening is not required. The
student should continue testing in reading until skill proficiency is demonstrated at which time the

student should be considered for transitioning to an ABE program.

Multiple Modalities Paired Tests
What if a student has two sets of pretest and post-test scores, such as one in reading and one in listening?

e The pretest and post-test pair with the lowest accurate pretest score determines benchmark

attainment.
e This satisfies the Federal requirement to address the student’s ‘highest area of need.’

What if the student has two pairs of tests, but one pretest/post-test pair is in an ESL class and the other pair
is in ABE?

e This is the one exception to what is stated above.

e If a student has tests in multiple programs, then TOPSpro Enterprise follows an established
hierarchy, which is:

1. ESL/ELL - English as a Second Language/English Language Learner
2. ABE - Adult Basic Education
3. ASE — Adult Secondary Education

e Soin the example above, TE would select the tests that are assigned to ESL.

3 6 Return to Table of Contents ©2019 CASAS. All rights reserved.
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Customizing the Tests Lister

Sometimes the obvious is the best place to start tracking results! The Tests Lister displays all current
tests in your account. This is the ‘go-to” Lister for monitoring the validity of test results. The default
schema in the Tests Lister includes columns for test scores below accurate range and conservative
estimate scores. Customizing this Lister further will help to detect test-taker behavior for tests

administered with eTests Online such as:

e How much time did the student spend on the test?
e Was the student speeding through the test?
e Did the student finish the test within ‘normal’ test time?

e Did the student run out of time and the test ‘timed out’?

Follow these steps to customize the Tests Lister to help identify suspicious test results worth

investigating.

Step

1. Organization [LEWIGEE Reports Tools Help

e From the Menu bar at top,
o Click Tests.

Students »
»

Classes

=
Tests

Gaskificat

Employment History

Places of Employment

2 Assessment - Scale e Accurate || e Cor_lservative
Date Seore | | Estimate e The Tests lister default schema:
T

CACElL - o Sorts on most current Assessment
6/12/2018 083R 218 Yes No
6/12/2018 981L 204 Yes No Date.
6/12/2018 037M 222 Ves No
G208 Lol LB, M- e Includes columns for:
6/12/2018 985L 233 Yes No
6/12/2018 037M 247 Ves No F
6/12/2018 1878 243 Ves No o orm
6/12/2018 031M 209 Yes Yes
6/12/2018 985L 227 Yes No o Scale Score
6/12/2018 038M 224 Ves No
6/12/2018 985L 214 Yes No o Accurate (scores)
6/12/2018 083R 197 Yes No
AL 085R 235 ves No o Conservative Estimate (scores)
6/12/2018 1878 245 Yes No
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Step Screen
Assessment Scale Conservahve
Date ~ Lol Score e Accurate * Estimate
r
6/12/2018 033M Yes
6/12/2018 083R 21 h Yes No
6/12/2018 981L 2 [VINo o
6/12/2018 037M 2 | ok | o
6/12/2018 033M 2 o
6/12/2018 985L 233 Yes No
6/12/2018 037M 247 Yes No
6/12/2018 187R 243 Yes No
4 Assessment | Forn (V‘ Scale e 5 \ - Conservative
¢ Date Score ccurate Estimate
4 Y No X
T b 4 r
5/10/2018 985L No o
4/26/2018 986L No o
441772018 187R No o
3/23/2018 031M No o
3/23/2018 081R No o
3/21/2018 986L No o
3/21/2018 982L - No o
e e N\ e e
‘ < __Accurate | ¢
hi No X
No I
No I
No I
6. Assessment | Form | & Scale s Accurate
Date Score
4 T 4 T
6/12/2018 033M 229 Yes
6/12/2018 083R 218 Yes
6/12/2018 981L 204 Yes
6/12/2018 037TM 222 Yes
6/12/2018 033M 214 ‘Yas
6/12/2018 985L 233 Yes
6/12/2018 037M 247 Yes
6/12/2018 187R 243 Yes No

To filter for scores below Accurate range,

o Click the filter icon in the Accurate
column.

From the drop-down menu,
o Check No.
o Click Ok.

Scores below Accurate range are invalid.

o Retesting is required for both pre-
and post-tests.

Invalid scores are not reportable.

The test record should not be deleted from
the database in order to retain historical data
for tracking and accountability.

Check the Red X Box on the Accurate
column filter.

This removes the column filter and returns
the Tests lister to its last configuration.

To filter for Conservative Estimate scores,

o Click the filter icon in the
Conservative Estimate column.

From the drop-down menu,
o Check Yes.
o Click Ok.
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Step

Assessment Scale

7‘ Date ¢ Form | & Score
T T T

229

# Accurate

T
6/12/2018 033M Yes Yes l’eportable-
6/12/2018 031M 209 Yes Yes
6/12/2018 985 20 v e o Retesting is required for pretests.
6/12/2018 027R 202 Yes Yes
6/12/2018 027R 196 Yes  ves o Check with your State Assessment
6/12/2018 187R 262 Yas Yes . . .
6/12/2018 s8sL 240 ves s Policy for further guidance if/when
6/12/2018 083R 231 Ye \¢ . . .
e = retesting is required for post-tests.

8. Assessment e Form | & Scale s Accurate | = Col}servatjve . .
pate . Seore | e e Add the Retested column to identify Tests
f T Yes
S = P — 1 excluded from reports and 3 Party Exports.
12/2018 031M Show Age o )
1212018 951 ey o Right mouse-click in the column
12/2018 027R Show Native Language h d
1272018 027R E cader.
12/2018 187R Show Races .«
1272018 s8sL e — e From the drop-down menu of additional
12/2018 083R Sl:wl ﬁe“e:"en itside LIS 1
Show Scoring Date co umns’
Show Scoring Status
chow seN. o Click Show Retested to produce a
Show TASC ID . .
T e T e list of potential retakes.
Show Testing Station
Show Time Stamp

Q, nemt . g o Scale | o te || & Comservatife | . poiocted . X . .
Q| e T estimate e Click the filter icon in the Retested column.
[+
0278 196 Yes Vs M e From the drop-down menu,
187R 262 Yes Yes e
985L 240 Yes Yes
083R 231 Yes Yes o CheCk Yes'
085R 248 Yes Yes .
D85R 247 Yes Yes No o Click Ok
187R 258 Yes Yes No
985L 240 Yes Yes No
10' ant | F - Scale s A ’ NS Colfservative + Retested
| e | T stimate | e If students Retested, those test records
T Yes
would appear in the list.
e If no tests appear, that’s worth investigating!
o Check the Red X Box to remove both filters
and move on...
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nent | orm | & Scale & Accurate | & Cm:_lservat:ive & Rete . 3 .
11. T K scorg_ AUTT  stimate T sted e Right-mouse click in the Retested column.

T |IE"2 I
M Hide Retested
033M i o Select Hide Retested.
083R 21 Show Age
12' Assessment s F - Scale o A t Cﬂqsewaﬁve A A .
Date DT score | T FEHEE T Estimate e Right-mouse click in the Accurate column
T Hide Is Accurate
Show Additional Form header'
6/12, es No
6‘,-12l Show Assessment Duration in Minutes Ies No o Select Show Assessment Duration
6121 = = Fes No . .
in Minutes.
13. ent s F - Scale . Duratiun A te Cor!servatl've .
] scorq] " (minutes) || PSS ] T Estimate e The Duration column tells you the total
T T T
033M - number of Minutes the student spent taking
I — the test
v ‘es [o]
037TMm 2220 18:35 A( N .
i o o - e When students spend less time than
sest 23 2715 Yes Mo appropriate for the test form level and
037M 2474 51:20 Yes No R . .
187 24| 5727 Yes Mo modality, this is another area to address.
031M 2094 1411 Yes Yes
985L 2274 27:30 Yes No

Assessment

*
Date

# Form

14. W

e To gain additional insight about test-taker
behavior while taking the test,

T

Hide Scale Score

®
T

Show Additional Form

218 23.02 Yes MNe
Sh Ag . . .
Show Assessment Type 2043249 e N o Right-mouse click in the Scale Score
Show Birth Date Show Modality Yes N¢
Show Class Descriptf]  Show Native Language Yes N COlumn header.
Show Class Extende Show NEDP ID s N
Show Program Year ¢
i::: E:::;;:: Stat Thow Races Yes Ne (@] SeleCt ShOW RaW SCOI'e.
Show Cnnsumer/stj Silhow Rﬁawl Scolr»e Yes Ne¢
N SR e Take note of Raw Score results compared to
ow Scoring Date
ST S Sl the Duration minutes.
Show SSID
4 0 Return to Table of Contents ©2019 CASAS. All rights reserved.
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Step

- . Raw . Scale Duration s A
15‘ * Form | = ceore | © score | T (minutes) | ~ s

. Conservi
~  Estimate

3

v 4 v v v

083R 9 197 25:20 Yes No
085R 28 235 2044 Yes No
187R 23 245 34:01 Yes No
985L 13 213 30:35 Yes No
187R 23 245 2944 Yes No
187R 23 245 4140 Yes No
985L 36 240 25:38 Yes Yes
083R 16 208 34:28 Yes No

16' urate || & Conservative | _ Ierl;nlnate

J - -
Estimate - les
Reason
v v X
r B
[ I Normal
[ 1 Error
[ ] Time Out
[ | station Request
[ console Reguest
Select ai

Default)] ¥

Reset to Default

Remember!
You can always reset listers to their default
schema.

e If Duration is low and Raw score is low,

o There is a high probability the
student clicked through the test
rapidly.

o Even though results may be

Accurate, retesting should be
considered.

e If Duration is low and Raw score is high,

o That’s a good indicator the test was
too easy for the student.

o And if Conservative Estimate is
“Yes’, that’s confirmation the student
should be retested.

e Another column to consider adding,
o Show Terminate Test Reason.

e This will tell you more about the timing of
the test.

e If the additional columns and configuration
of columns is something you want to save
for when you reopen the Tests Lister,
remember to save the schema!

o Click More from the Toolbar at top
right for “more” buttons.

o Click Edit Schema.

e Save as ‘your’ Default schema on your TE

Client, or enter a Schema name.

o Click Save.

© 2019 CASAS. All rights reserved.
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Steps to Generate Reports

Reports from TE Online are always available for you to generate for your class. The CASAS eTests
report category gives you access to reports directly related to web-based testing. The Test Results
report category gives you access to performance reports for students and classes. The State Reports

category gives you access to monitor student gains (currently available for CA only).

nization Records

CASAS eTests CASAS eTests

CASAS eTests

Next Assigned Test

Personal Score Report

Test Re It
Test Results Test Results skills Profile est Results

Competency Performance
Content Standards

State Reports
State Reports Learning Gains. -

State Reports . .
Test Response California

Report Locator Wizard... Test History

student Gains
Reports Manager

Whenever you select any report from the Reports menu, you are presented with the Report Setup

Report Locator Wizard...
Reports Manager

screen, also referred to as the Report Generator. Each setup screen consists of two main sections.

1. With the Report Setup Toolbar along top of the setup screen, you can Generate the report.

EE3 view Organization Records Reports Tools Help User:Cfoﬂ version: 3.0 build 17 (2) (=) (B) (@) ()

Student Competency... R Pages
Report Setup Navigator n |49OS - Rolling Hills Adult School | ~ Subsites =

® Session Name

2. With the Report Setup
Navigator, you can:

Class Definitions .
® Common Filters

Class Instances

e Define settings using the
General Settings page.

¥ Date Ranges

Student Demographics

In Program VYears ® | Output Layout Parameters

Assessment Forms ® Special Options

e Filter the initial
population using

Sites (for test)

Teacher (for test)

Class Definitions (for test)

available listers.

Class Instances (for test)

Tests

Report Selection

With the report displayed, use the Tip! Before saving reports in TE, use General Settings and Name
Toolbar to, the report.

e Print. o Click Edit Session.
e Export to save as a PDF, or e Edit the Session Name in General Settings.
other file type, on the local

) o Click [Re]Generate.
machine.

e Keep Session to save an e This will help to locate the report in the Reports Manager.

electronic copy in the TE
Reports Manager.

4 ) Return to Table of Contents ©2019 CASAS. All rights reserved.
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CASAS eTests Reports

Next-Assigned Test (NAT)

Access TE: Reports > CASAS eTests > Next-Assigned Test

.
Next-Assigned Test (NAT)
OQSAS Next Assigned Test
08/16/2018 Page 201§
225137 i wans
Agency: 4308 - Rolfing Hitls Adult School [RHAS) Course: 1
Sites 01 - RHAS: North Campus Teacher: 101 - Tenm One, Main Campus -
Class: 1- ABE Low Intermediate
Last Fest Hext Assigreed Test
Class Row S
Student Aderureitered Date  Form Level Score Scorel Form Test Senes
Acura, Rosalina 313425038 oL/l 12/10/2017) OS6R | C | 22 | 227 | OBSR w-1
1858 w3
1888 O, Lw-2
Alpmaner, Robin A 028509389 o1 09/19/2017| 130M 9 214 o13m ECs
033M ]
213 wis
oy 09/19/2017 130R = 7 om ECS, WS
187R | OO, LW-1, UW-2, Lw-3
AR, MortJ 202450382 o1 08/01/2017| 130M | 18 226 | o15m | ECS
035M w
215M wis
011 10/01/2017) 0BSR  C | I7 234  (065R IW-1, L3
1858 O, Lw-2
Andraws, Dustin 340992285 o1 02/01/2018 034M | B | 20 | 215 | 033M | 7]
o 10/1772017| 1308 | 19 239 || 1M | ECS, WLS
1878 O, LW-1, LW-2, LW-3
Anicel, Rick L 308303438 | oL/1 02/25/2018] 033m | 8 19 | 24 034M | W
o1 07/03/2017| 085R | ¢ | 17 | 221 | oesm W1, w3
1858 O, LW-2
Bork, Rupert 983579384 oLt 02/13/2018| 012" | A 12 | 186 011R ECS. WS
082RX LWLE, DWLD, LW=3
Cork, Joan P 987455744 | o/ 11/12/2007 036M | € | 15 | 220 | o3sm | [
Crespa, Jose 4938098833 ol/1 07/26/2017] 035M < 18 124 I6M W
CASAS National Summer Institute 2018 4

TE TIP!
1. Use General Settings > Special Options and set Display Class Based On > Class Enrollment.
2. Use the Navigator to select a Class Instance and generate the NAT.

This report is designed to take the legwork out of deciding which test to administer to individual students. TE
makes this process easier with the Next-Assigned Test (NAT) report.

TE searches the database to find the last test a student took in all classes across sites. Based on the form and score
of the last test taken, TE assigns the next test form for tests in each modality that a student tested in such as
reading, math and listening.

This report should be used along with other measures, such as hours of instruction, student class work, and
teacher judgment. Administrators, database managers, and teachers should remember that the number of hours
of instruction between pre- and post-test might affect a decision to post-test with the NAT or override the NAT at
the same level or at the next higher level. In addition, the following should be taken into consideration:

e CASAS does not recommend a lower level form at post-test unless the pretest score was inaccurate.

e Extended range forms (081RX or 082RX) are utilized differently than other forms because they are
measured across levels.

© 2019 CASAS. All rights reserved. Return to Table of Contents 4 3
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Personal Score Report (PSR)

Access TE: Reports > Test Results > Skills Profile > Individual Skills Profile

Personal Score Report (PSR)

Personal Score Report
06/16/2018
22:55:13

Agency: 4508 . Rolling Hills Adult School [RHAS) Class: NJA
Sitm: 01 - RHAS: North Campus Teacher: N/A

for  Deigado. Lorena

Mar 152018

Advanced Basic Shily

> 3 @ 3 040 m

Wveryday 403 work Conh Irerpeets et

eTests Online Personal Score Report

Your Reading score on form 0B8R s 223

IPIR7RIaLE COMImOn Wnen MR 'rm-owru Meds nd 1 j0B. Understands the overal siruces s of MOS! WDen MAATS
1-"' <r« |)F 33 rigmpton o

|f 8 computer for common py acn\i woh a8 repdng e -uua m-v' 1\%:;9!:;“!"‘

Page lof2

skills necessary for

CASAS National Summer Institute 2018 5

1. Use the Navigator to select a Test and generate the PSR.

This is a copy of the Personal Score Report that students see displayed on the testing station screen

after ending a test. Information displayed to the student may be customized to remove the levels bar

and skills description.

The report gives a summary of the student’s results on a given form to provide them with immediate

teedback after completing a test.

This is an optional report in eTests and if enabled, students may print the PSR.

4 4 Return to Table of Contents
Training and Support
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Skills Profile Reports
Student Individual Skills Profile (ISP)

Access TE: Reports > Test Results > Skills Profile > Individual Skills Profile Summary

Individual Skills Profile (ISP)
: Is IS Individual Skills Profile
06/16/2018 Pagelof2
19:54:01 L
Erica Kim Agency: 4508 - Rolling Hills Adult School (RHAS)
D8 274564719 Program:  HSE
Scale NRS * Form Number of ftems Grade
Most Recent Form Date Score Lovel Lewel Total Correct. rrip e Equiv.
Math QM /1712017 i 4 < » | 17 | ¥3 | 6.3
Reading 1878 08/28/2017 240 H D E) 20 1 2.9
Consumer Economics 4 5% | Vocabulary 16 62%
Community Resources 14 71% | General reading comprehension 28 67 %
Health 5 BO% | Textin format 4 %
Emplayment 16 81% | Reference materials 3 %
Government and Law [ 5[ 0% | Reading strategies 12 3%
Learning and Thinking Skills ::::"“— 9 | 22% | Reading and thinking skills 9 1%
| Sesmes=R N forrect [ Math Content Standards N_Correct
Computation 35 48% | | Number sense 17 58 %
Measurement 17 9%
Statistics, Data Analysis and Probability 7 5%
Forms 1 100%
Charts, mapd, consumer billings, matrices, graphs, & 1%
Articles, paragrachs, sentences, directions, manuals 25 68 %
Erica Kim ta pass this
has a likelihood of ... GLD 2014 subsection
ik Reasoning Through Language Arts
More study needed Mathematical Reasoning

CASAS National Summer Institute 2018 7

1. Use the Navigator to select a Student from In Program Years and generate the ISP.

The Individual Skills Profile (ISP) shows how an individual student performed on the most recent reading,
math, and listening test.

The report displays the CASAS Competency Content Areas and CASAS Basic Skills Content Standards
Categories assessed for each test modality.

The Skills Profile identifies by percentage the number of competencies within a content area the student
answered correct; and by percentage, the number of underlying basic skills embedded in CASAS Competencies.

At far right is an optional setting that you may add to the report to indicate Grade Level Equivalency.

The HSE Predictor is included in the report when a test modality score is 236 and above to indicate the likelihood
of the student passing a High School Equivalency Exam.

ACTIVITY:
1. Drill down to Test Item and Competency
2. Drill down to Test Item and Content Standard

© 2019 CASAS. All rights reserved. Return to Table of Contents 4 5
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Skills Profile — Class Summary (ISPS)

Access TE: Reports > Test Results > Skills Profile > Individual Skills Profile Summary

Individual Skills Profile Summ
naividadua 1S Frorviie s>u ary Ins
: Is Is Individual Skills Profile Summary
06/16/2018 WA Page 3ol 6
21:58:39 . L e
Agancyt 4508 - Rolling Hills Adult School [RHAS) Farm Level:
Program:  Basic Siilis (ABE) Total Tests: Total Students: 10
Mean Mhean Number of lems.
Mait Recent Studenty. Date Score Total Cofrect  Amtempted
Listaning 1 01/22/2018 - 01/22/2018 215 I = | w3 | =
Math 2 07/26{2017 - 11/12/2017 222 T ES
Reaging E 07/19/2017 - 03/15/2018 213 a7 1€ 7
Reading Competences N Correct B Reading Content Standards M Cosrect
Consumer Economicy 21 33% | Vooabulary F L
Community Resources ] 3% | Genessl reading comprehension 0 45N
Haalth 24 B2% | Tesinformat 463 4%
Empioyment 468  45% | Reference materials ¥ 2%
Learning and Thinking Skilly 33 32%  Reading strategies 37 BN
Rtading and thinking skl 2 MN
Computation 135 4%  Numbersense 3% SEN
Meazurement 36 AN
Statistics, Data Anatyss and Probabiity 11 45N
Listeneng Contens tandaris N ~Comea
Basic Communication 8 37% | Pronology 4 0%
Consumner Economics 10 30% | Voobulary 27 %
Commounity Resources 17 29%  Grammar 19 &%
Health b1 50% | General Discourse 5 X%
Emplaymert 24 41% | informational Discourse 3 aAu
Gavernment and Law 2 50% | Strategies and Critical Thinking 77 0%
Charts, maps, consumer billings, matrices, gra. 67 456%  Comprehension guestion B8 5%
Arnicies, paragraphs, sentences, directions, m 229  43% | Predicy next ine of Sislogue 12 SB%
Identify true statement based on prompt 11 MM

CASAS National Summer Institute 2018 8

1. Use General Settings > Special Options and set Display Class Based On > Class Enrollment.
2. Use the Navigator to select a Class Instance and generate the ISPS.

The Individual Skills Profile (ISP) Summary shows how groups of students performed on the same

form level with their most recent reading, math, and listening test.

As with the ISP, this report also displays CASAS Competency Content Areas and CASAS Basic Skills
Content Standards Categories assessed for each test modality at the given form level.

The Skills Profile identifies by percentage the number of competencies within a content area, and by
percentage the number of underlying basic skills embedded in CASAS Competencies that the students

answered correct.

ACTIVITY:
1. Drill down to Form Level to see the list of student functioning at thatlevel.
2. Dirill down to Total Tests to see the list of tests students took at the Form Level.

4 6 Return to Table of Contents ©2019 CASAS. All rights reserved.
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Competency Performance Reports

Competency Performance — Student (SCP)

Access TE: Reports > Test Results > Competency Performance > Student Competency Performance

Competency Performance (Student)

§

08/18/2018
222647

{HIH

1

2 Yes
3 Yos
4 No
B Yes
& Yer
7 ves
] Yes
) No
10 Yes
1n No
1n Yes
13 Yos

CASAS National Summer Institute 2018

101 - Team One, Main Campus -

—m

fu
az1
721
413
416
413
416
a1z
021
412
021
232
147
721
731
147
721
147
721
142
143
143
143

4508 - Rolting Hills Adult School (RHAS) Form:
01 - RHAS: North Campus
1+ ABE Low Intermediate

Student Performance
by Teat Doem & Competency

B3R - Life and Work Reading Level B
Student: Acuna, Rosaline  ID: 513425098
TestDate:  09/01/2017

Raw Score: 23 Scale Score: 218

Mmmmmhﬁ\mm
Identify and paraphrase pertinant information

Interpret wagei. deduchons. benefits. imekeeping forms
idgntify and paraphrase partinent information

Identify, use i in job ads
Interpret work-related vocabulary

Idennify. use INfOrMAtION in job delCripnHond. ads
Interpret work-related vocabulary

Follow proc. for applying for a job, incl. application forms
Respond sporopriately to common pen. info. questions
Follow proc. for apphying for a job, incl. application forms
Respond sppropristely 1o common pan. info, questions
identify the months of the year and the days of the week

Interpret info. about home maintenance; comm. w/landlord
Identity Bnd paraphrate partinent information
Identify  problem and its possible causes

fo. about

identify and paraphrase pertinent information
i Tnko. showt b i Randiord

identify and paraphrase pertinent information

Swlect nousing by interpreting ads, signs, and other info.
interpret lease and rental agresmants

interpret lease and rental agresments

Interprat ase and rental agresments

1. Use the Navigator to select a Test and generate the SCP report.

Pagelofl
O

The Student Performance by Test Item & Competency report shows how an individual student responded on a

given test form. This report displays by test item the competency number and statement, the task area for how the

item was presented, and if the student answered the item correct.

This is an excellent report to give to individual students to provide them with feedback for their performance on

the test and the life skills competencies they need to learn.

Competency statements can be more meaningful to students than raw or scale scores.

How to use:

* Target weak areas of understanding.

* Spend less time on mastered competencies.

* Evaluate retest needs if the sale score falls below accurate range, or the student ran out of time to

complete the test.

* Use the report to discuss the competency areas of need with the student.

© 2019 CASAS. All rights reserved.
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Competency Performance

Competency Performance — Class (SCPS)

Access: TE > Reports > Test Results > Competency Performance > Competency Performance

Summary

Competency Performance (Class) immer Institu

CASAS National Summer Institute 2018

3?:_;;-;-9 g oy Tt e & Comprvency 'rn;:r:f
Agency: 4808 - Rolling Hills Adult School [RHAS) Teacher: N/A
Siter 07 - RHAS: Cantral Libeary Form: 1858 - Life and Work Reads i
Class: 300003 - ESL Advanced Total Tests: & Total E
Course: 3000 77 Student Population
| position | _corea? | pe—
35 0% 561 3 imes | Student Program Year Populstion
273 ricery
15 12% 217 1 Take, | Assessments Population
443 intery
462 intar) . Drill Down to Test ltem & Competency ]
2 12% 432 3 inter
121 mter \MMHM&WW
3 2% 455 3 Demonstrate ability 1o select. set up, use 100k, machins
443 Interpret job-related signs, char, disgrama, forms, etc.
448 interpret job-related technical information
20 A% 196 2 Interpret ;
432 interpret work safety manuals and related publications
457 Demonstrate ability to reschve problems with machines
37 %% 516 3 Communicate one's opinion on 3 current issue
143 Interprat information about tenant and landiond rights
28 %% 5.16 3 COMmMmUNICate one's OPINION ON 3 CUTTENT iSTUe
145 Interpret about tenant o rights
FE] 7% 232 3 Interpret work safety manuals and related publications
121 Interpret ads, labels, charts, #tc to select goods, services
2% et} 19.4 3 tnterpret maps related to driving
221 Agk for, give, follow, or clarify directions
225 Use mags relating to travel needs
rr) TN 4.6.2 3 Interpret work-relsted cormespondence. e.g. memos and e-mail

Class Performance

Foliow proc. for applying for a job, incl. application forms
identify skills, sducation 1o keep a job, pet promation

1. Use General Settings > Special Options and set Display Class Based On > Class Enrollment.

2. Use the Navigator to select a Class Instance and generate the SCPS.

The Class Performance by Test Item & Competency report gives a summary of how students in the class

performed on a given test.

e Identifies the position of each test item on the form.

Indicates the percentage by which the number of students who took the form answered correct.
Includes the competency number and statement assessed per testitem.

e Specifies the task area for presenting each testitem.

With this report, an instructor is able to see a percentage by which each item, or each competency, was

successfully completed by the students who took the test.

How to use:

e Teachers use this report to inform instruction and planlessons.
e Teachers also use this report to target the areas of greatest need to prepare their students for the next

testing cycle.

e Teachers can identify the students who took a given test and group instruction to work on competencies

the students need most to learn.

e Teachers can share the results with the class as a whole.
ACTIVITY: Drill down to the list of students who completed a given form.

Return to Table of Contents
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Content Standards Reports

Content Standards — Student Performance (SCS)

Access TE: Reports > Test Results > Content Standards > Student Content Standard Performance

Content Standards (Student)

m Student Performance

06/16/2018 S Pagelof2
22:36:23 = [
Agency: 4508 - Rolfing Hills Adult School (RHAS) Form: D83R - Life and Work Reading Level B

Sive: 01 - RHAS: North Campus Student: Acuna, Rosaling 513425056
Clasw 1- ABE Low Intermediate Test Date:  05/01/2017

Course: 1 Raw Score: 23 Scale Scoret 218

Teacher: 101 - Tearn One. Main Camput -

coor sttt oot | Corct ) Gt st O
1 1

R2 100 % Interpret common fymbols (#.1., restroom signa, traffic signs: &, >, 3|

R1L1D 2 100% Interprat et common prefons Bnd suffinet to determing the mesning of words |e.g,
impotsibie, antiwar, sttended)

R2I1 2 100% interpret familiar words used in 2 new context (e, enter 2 room, enter dataon a
wempier)

R2.12 15 9% INtarprat I0RCiHTed vOCabuLBry in cOntaxt 4.5, contumar, work, faid of interest)

R2.3 21 % Interpret common high-frequency words and phrases in everyday contexts (e.§.,
signs, ads, labels)

R26 1 100% Interpret basic abbreviations (e.g.. Mr. apt. b}

R27 5 0N Interpret sbbreviations in specialized contexts [e.g. tsp., bafts )

-3 ] 16 % intarprat maaning from word formations (g, verd andings, plurals, possessives,
comparative forms)

R29 2 n% Interpret COMMOA prifd 3Ad SUMEE 15 Jeterming the Masning of wordi (L, un-
happy, work-ar)

R3.10 13 TR Foliow pronoun references within a text [e.g., Ms. Smith_.. she; This is important.|

K311 1 100% Make connections between related information acrots different sections of a text

R.13 i1 55 % Use contextual clues 0 determine the maesning of words and phrases (e g. Save 510
On your naxt purchase. )

R3.14 3 0% Interpret sgnal words a3 chues 13 the organization and content of a text [e g, figt.

then, however, it's important that._ |

R3.15 o4 Interpret idoms and coliocations from contest

1
R2.2 0 2N Faad and uncerTiand simple Sentences Ut Contain familiar vooatulary
R33 4 N Read and understand simple taxts on tamiliar topics (e, short narratives, basic
consumar materisis)
CASAS National Summer Institute 2018 13

1. Use the Navigator to select a Test and generate the SCS report with its default Layout setting
for Test & Content Standard.

The Student Performance by Test & Content Standard report is similar to the Student Performance by
Test Item & Competency report except this report indicates the students” performance in each content
standard by showing the percentage of correct responses to items that relate to each basic skills content

standard.
The SCS report has two Layout options.

1. Test & Content Standard (default)
2. Test Item & Content Standard

© 2019 CASAS. All rights reserved. Return to Table of Contents 49
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Content Standards — Student Performance (SCS)

Access TE: Reports > Test Results > Content Standards > Student Content Standard Performance

Content Standards (Student)

asqs Student Performance

06/16/2018 : . Page lof3
234416 by Test loem & Consemt Standard SSne
Agency: 4308 - Rolling Hills Adult School [RHAS) Form: 0838 - Life and Work Reading Level B8

Site: 01 - RHAS: North Campus Student: Azuna, Rogaling 913423098
Class: 1-ABE Low Intermediste TestDate:  09/01/2017

Course: 1 Raw Scorm: 22 Scale Score: 218

Teacher 101 - Team One, Main Campus -

TR ——

wotdh ¢

REIT ierpres amiar words uned o 3 forw Content (8.5 e & foom, e dat (300 ©
om a compuarr)

B112  frkerpeet specisiond vocsbulary in cortent [£.4.. consemer, work, heidof || 68 O |
et}

B ¥ worts e velay contrety & o n velel | olnlelee] als(*alnl*] | alelel*lele]
r— |
WIE  fsherpeet e sbberviation (eg M ot 8) we 86|

B T T e H - HH A e
oA }mr'wnwrv‘!rwr\-kuuo-uf(_mrw‘\ e CICENCERCEIRECECRECONRINNRCCCCERHEnR

U prehises sndf 1M molwords || 11 0 67 | TR Tl

RAD  Fotow prommun releamors wikin 2 vt fr.g., M. St she, Tha i A IEICD
mportane |

3 ke Efleren seutions L 8 (100 8| © -
wt
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1. Return to the Report Setup Screen and select Test Item & Content Standard for the Output
Layout.

2. Regenerate the SCS report.

This alternate version of the Student Performance by Test Item and Content Standard report

combines both competencies and associated basic skills content standards on the test in one report.

e Each row contains a reading content standard.

e The columns contain a test item and corresponding competency number(s).

e Each check mark indicates the student’s correct response to the test item that relates to that
particular content standard.

e Eachred “X” indicates the student’s incorrect response to the item relating to the content
standard.

50 Return to Table of Contents ©2019 CASAS. All rights reserved.
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Content Standards — Class Performance Summary (SCSS)

Access TE: Reports > Test Results > Content Standards > Content Standard Performance Summary

Content Standards (Class)

181118
Site:

Class:
Course:

M122
M123

M136

ML49
Me11
ME14
M1
Ma213
Mi2B
Y]
M452

M51.1
M515

06/16/2018

1

s
&

&

3

CASAS National Summer Institute 2018

Agency: 4508 . Ralling Hills Adult School [RHAS)
01 - RHAS: North Campus
1-ABE Low Intermediate

65 %
5w

Class Performance
by Test & Comtest Standard

Teacher: 109 - Teah Dk, Mila Cafpui -

Forme 0330 - Life Siilly Math Level
Total Tests: 5 Total Students:

[ Content stadrd ) Mot Comet ot sl

Add and subt __
— Chiundent Program Fear Population

PONTIVE NIR] 170 ppppeumerrs Populstion

BNTWRT N (O

Becognize wi . Drill Down to Test & Content Standard
R poaiTve
and interpret
Cyzulite s4s | Drill Down to Teut M & Content Standard Summary
thase invahing money

. Brill Drerm 2 Tast Hom & Condend Standard

idently and ute the SpOTORMNLE LNITS, inStruments Bnd techniques for mestUrement
Tk

Read and use anslog scales: CloCks, Meters, Eauges, (e.§. read to nearest b, Kg % b,

Higewc)

Fead and ute various INSICION of Time | &, placE dites On DMe line, interpret

MUMmeric representations, compane 12- 24 hour clocia)

Calculate with and convert between units of time: seconds, minutes, hour, day,

months, yean

Calculate with and comvert between custamarny US units of capacity: fluid ounces,

CuDs, pints, quarts, galions

Caiculate area of rectangies and othar common Rgures, using 3 given formuls
interpret, caiculate and spply rates (e.g., cents/min, S/sg. fr mi/gai)

identify, count and exXract redevant data in fsts, tables and charts

Use of CONSTrUCT B tabie that provides for calculation of data (&g, units x price; tOTa,

subtotals)

Fage§of 20
ORI

umbers
3n with mult-digit
a0 ingerpret the

widing with mult-
WHON MCourstely

TUNBORL, inziuding

1. Use General Settings > Special Options and set Display Class Based On > Class Enrollment.

2. Use the Navigator to select a Class Instance and generate the SCSS.

The Class Performance by Test & Content Standard report is also similar to the Class Performance by

Test Item & Competency by giving a summary of how students in the class performed on a given test.

With this report, instructors are able to see a percentage by which each item or each content standard

was successfully completed by the students who took the form.

How to use:

e Teachers can determine from the report the basic skills content standards in which the students

performed well.

e Teachers use this report to inform instruction and plan lessons to targetareas of need to prepare

students for the next testing cycle.

e Teachers can identify the students who took a given test and group instruction to work on

content standards the students need most to learn.

e Teachers can share the results with the class as a whole.

ACTIVITY: Drill down to the list of students who completed a given form.
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Learning Gains Reports

Learning Gains — Student (LG)

Access TE: Reports > Test Results > Learning Gains > Student Learning Gains

Learning Gains by Class

m Learning Gains

06/18/2018

Pagedofs
180247 e -
Agency: 4908 - Rolling Hills Adult School (RHAS) Course: 1
Site: 01 - RHAS: North Campus. Teacher: 101 - Team One, Main Campus -
Class: 1. ABE Low Intermediate Modality: CASAS Reading
Test
First Test High Test of
Student Status Date Form  Score il Form  Score Gain  Instruction
Acuna, Rosaling 913425098  Active 09/01/2017 0838 18 12/10/2017 | 08SR w 9 0
A, Mort J S03450983 Actve  (08/D4/2017) OBSR | 223 |10/01/2017 OSSR | 234 u 0
Aniiel, Rick L 308303438 Actve  07/03/2017) OBSR | 221 | | I ]
Sork, Rupert S631579384 Acive  09/01/2017| O1IR | 169  (02/13/2018| O12R | 186 17 ]
Ford, Trayla B 023345893 Actove  05/01/207) 086R | 217 0
Garcia, Cnucice T 857345398 Actve  10/16/2017| 083R | 210 |03/15/2018 OGSR | 223 1 ]
Gilmore, 8il 908374538 Actve  07/25/2017, OBSR | 212 |11/21/2017 037R | 222 10 0
Hillan, Jasper §93593875 Active  09/21/2017| 083R | 206 |12/21/2017) OB4R | 205 -1 ]
Iacon, Lesan 938573834 Actve  |07/11/2017) OB2R | 195 |12/17/2017) OSSR | 217 | 22 0
Jones, immie 2 983596757  Actve  109/28/2017) OS2R | 182 |10/11/2017 0SSR | 21 3 )
Long, Bob A S36363636 Active  05/01/2017| 037R | 238 | o
Mormar, Saiy 508354038 Active  07/01/2017| 037R | 240 °
River, Autumn 298343872 Active  10/23/2017 OBSR | 226 |11/20/2017 086R | 237 1 )
Somnambulant, Amnota 383598547  Active 11/13/2017| 08SR 213 0
Thrime, Chanisha M 987548383 Actwe 07/19/2017 )

No of Studems:

All test scores:
Paired accurate scores:

CASAS National Summer Institute 2018

1. Use General Settings > Special Options and set Display Class Based On > Class Enrollment.
2. Use the Navigator to select a Class Instance and generate LG with its default settings.

The Learning Gains First to High report computes progress (or setbacks) from the first test to the highest test
given (in any class at any site) for a particular student.

The first test from which progress is measured is considered the anchor test. If a student changes classes several
times, TE will locate the student’s highest test and match it with the first test.

The benefit is that a teacher does not need to know all other classes the student is taking to compute the gains.
TE also matches tests by form type. For example, if a student takes reading, listening, and math test, the report

generator will selectively match reading tests to reading tests, listening tests to listening tests, and math tests to
math tests.
How to use:
e  Use this report to determine the highest gain a student (or the class as a whole) received on a particular
form type across classes.
e  Use this report to see which students have a pretest, but no post-test.
e  Use this report to see which students should be retested due to invalid test scores or high end
conservative estimate scores.

ACTIVITY: Generate the report again using any of the other Learning Gains Types.

5 2 Return to Table of Contents ©2019 CASAS. All rights reserved.
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Learning Gains — Class Summary (LGS)

Access TE: Reports > Test Results > Learning Gains > Learning Gains Summary

Learning Gains Summary by Class

m Learning Gains Summary

D6/16/2018 el Page3of4
232829 A g vy g [rowy
Agency: 4302 - Bolling Hills Adult School [RHAS) Course: 1
Site: 01 - RHAS: North Campus Teacher: 101 - Team One, Main Campus -
Class:  1- ABE Low intermediate Level:  BSIL
Program: Basic Skins [ABE) Pretests 211220
No of Students: 9 CASAS Math
U] First Test N High Test Gain  Hours
All test JCOTeS: k] 126 L] 2153 = oo
Paired accurate scores & 088 L] 2183 65 o0
Mo of Students: 5 CASAS Reading
N First Tast N High Test Gain Hours.
Al test scores 15 129 9 2191 - o0
Faired accurats scores -] D46 ] ns1 146 o0
a s @Hg |

CASAS National Summer Institute 2018 18

1. In General Settings > Output Parameters Layout, set Display Mode.
2. In General Settings > Special Options, set Display Class Based On > Class Enrollment.

Use the Navigator to select a Class Instance and generate the LGS.

This report is designed to show, by Instructional Program and Modality (Reading, Math, Listening), the
average gains (or setbacks) achieved between the scale scores of the First and the Last tests taken (not
necessarily highest) within a defined period.

How to use:

e Determine the greatest amount of testing being done in different modality areasand Programs
in a class.

e Administrators can see how well, on the average, that gains are being accomplished from class
to class for each Instructional Program by modality.

e Teachers can compare their own class Learning Gains reports with other classes to see how well
their own students compare

ACTIVITY: Drill down to the list of students who took the tests.
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Test Response Reports

Test Response — Class Profile (CPL)

Access: TE > Reports > Test Results > Test History > Student Test Summary

1.

Class Profile e s

Araiza, Roberto 511156803

Arteity, Geraide El3laTe |

Barron, Joe 671221329

Bailo, Rogelio 603605557 1

Cruz, Frances 16116180

Deigado, Lena 515565322 1

Ergodan, Erma 665555084 1

Garcia, e 555565723 1

Gamorrs, Miguel §1770499

Hin, Hinafu 545444489

Leng, Chu 568077777

Moraies, Gracels 515519212 1

Niwvarra, Raquel 616182361

Ortiz, Manuel 559685585

Pacheca, Andy 55174784 1

Park, Kap 595979585

Parez, Alberto S1E204444

Proesmicki, Walter 515119987 1 v
Aayes, Raman ESEEEEELS 15 212 -eeteartecottdatottateibeatabann
fodrgues, Lua 581481381
Rodrigues, Rodolfo 614615550

Sandovi, Cesia BLEELTT4T U

Santiago, Gomes 636342277
Thomaston, Genner 567899756
Tolentin, Guentin 555556661
Vang, Khamboon SS5555223
Vargas, Jorge 567899810
Yang, Kee 640641103
LnoU, A BRE5b3L
Total Tests: 23  Meam 152

Accurate Scores: 79 Meam: 152 2063

CASAS National Summer Institute 2018

Use the Navigator to select a Class Instance (for test) and generate the CPL.

The Class Profile is a legacy report that is also included as a worksheet in some older Test Administration

Manuals. This report requires a class assigned to the test record for the report to generate.

The Class Profile report shows teachers how individual students answered questions on specific tests

within a specific class. The Class Profile report gives information at a glance on:

Individual student achievement

Class average

Total number of students

Correct (+) and incorrect (-) item responses as well as blank (!) responses
Competency number for each test item

Scores outside of accurate range (*)

How to use:

e Determine if all students have mastered specific competencies

e Determine competencies that still need attention

e Identify students who have taken the same test twice within the date range (listed twice)

5 4 Return to Table of Contents ©2019 CASAS. All rights reserved.
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Test History — Student Test Summary by Class (STS)

Access TE: Reports > Test Results > Test History > Student Test Summary

Student Test Summary (STS)
CQSQS Student Test Summary
06/16/2018 Page 2of 5
230958 by Clese 3 e
Agency: 4508 - Rolling Hills Adult School |RHAS) Course: 1
Site: 01 - RHAS: North Campus Teacher: 101 - Team One, Main Campus -
Class: 1- ABE Low intermadiste
Test
Hours of
Studert stxn testruction
Acuna, Rosalng 913425098  Active 09/01/2017 | 082R 218
Active 12/10/2017 | 086R 27
Apmaner, Roin A 098509389 Actve 03/1972017 | 130 | 214 0
Active 09/18/2017 | 1308 | 247 ]
AR, Mort] 503450983 Active 08/01/2017 | 130M | 226 ]
Active 08/U1/2017 | 130R | 211 []
Active 08/D4/2017 | O8ER 23 o
Acte 10/01/2017 | OSSR | 234 ]
Andrews, Dustin P 340933385 Actve 10f17/2017 | 1308 | 212 0
Active 10/17/2017 | 1308 | 239 )
Actve 10/23/2017 | 033 | 212 0
Active 02/01/2018 | 034M | 215 ]
Aniiel, Rick L 308303438  Actve 07/03/3017 | 08sA Fri (]
Active 07/05/2017 | 031M | 209e [}
Actve 02/25/2018 | o3mm | 214 ]
Bork, Rupert 583579384  Active 05/01/2017 | O11R | 168 ]
Active 0223/2018 | o1k | 186 ]
Cork, Joah P 957459744 Actve | 10/09/2017 | o3sm | 212 0
At 111272017 | 036M 20 ]
Cresoa, lose 435098833 Actve ozsf017 | 130M | 217 ]
Active 07/25/2017 | 1308 | 233 ]
Active 07/26/2017 | 03sm | 224 0
Fabrose, Ruiniata L 872347348 Active 07/01/2017 | 033m | 219 ]
Ford, Trayia 8 023945893  Actve 09/01/2017 | 086R | 217 )
CASAS National Summer Institute 2018 22

1. In General Settings > Special Options, set Display Class Based On > Class Enrollment.

2. Use the Navigator to select a Class Instance and generate the STS.

The Student Test Summary by Class report lists every student that has taken a test in the selected class

and displays test history for each student.

Tests are listed in test date order for each student.

The report displays test date, the specific test given (Form number), scale score, and cumulative hours

of instruction.

The report also identifies test scores below the accurate range with an asterisk (*) and high-end

conservative estimate scores with a diamond symbol (¢).

How to use:
e Identify all tests each student has taken in a class.
¢ Identify test scores that are invalid (asterisk) in a class.
¢ Identify students who have taken a specific test (Form Number) in a class.
e Sort tests by form number to see what students have taken each test.

© 2019 CASAS. All rights reserved. Return to Table of Contents
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Reports Manager

The Reports Manager is a virtual file cabinet that you have access to at any

time, and from any location with Internet access to retrieve your saved reports.

E View Organization Rec

Reports Manager [}

ords Reports Tools Help

|4908 - Rolling Hills Adult School (RHAS)| ™

< Container

D Crmms CXED CT7E3

Session Name Parar

(

4908 - Rolling Hills Adult School (RHAS)
4908 - Rolling Hills Adult Schoal (RHAS)

My Reports

Competency Performance Summary for Class 1 - Low Intermediate ABE ~ 6/7/2018
Student Test Summary for Class 1001 - ABE Intermediate 6/7/2018

nization

The My Reports menu will become available after you

set up shortcuts to your favorite reports using the Report

Locator Wizard.

Report Locator Wizard

State Reports

My Reports

Reports Manager

The Report Locator Wizard menu becomes available

after you set up shortcuts to your favorite reports using

the Report Locator Wizard.

Report Locator Wizard

Records Tools

CASAS eTeslts

Test Results

CASAS eTests

Test Results

State Reports

Report Locator Wizard...
Reports Manager

Help

Report Locator Wizard...

Individual Skills Profile

Student Competency Performance
Competency Performance Summary
Student Gains

g Toos o

Code: Name:
Reports (filtered)

PSR Personal Score Report B

ISPS Individual Skills Profile Summary

5CS Student Content Standard Performance =

5CSS Content Standard Performance Summary

CsL By NRS Level

CSF By Form @
L = ] (]
My Reports

Isp Individual Skills Profile

SCP Student Competency Performance

SCPS Competency Performance Summary

PPSG17 Student Gains

STS Student Test Summary

Type: {"-\ Al O) Agency () Site (») Class (| Data Management (] Funding]

Add to MyReports
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Steps to Exit TE

To ensure data is secure and confidential and that unauthorized personnel are unable to gain access to

personal data, it is important to disconnect from the server before exiting TE.

Step

lersion: 3.0 build 32 EH
L e - e When you are finished working in TE, or at

any time you have several tabbed pages
open,

Close All Pages
| New Horizontal Page Group
|| New Vertical Page Group

oOpen All Lists Here
oOpen All Edit/Views Here

o Click Pages at top right.
e From the drop-down menu,

o Click Close All Pages.

Class Instances
1001 - ABE Interme...
240993385 - Dustin...

2. TE R e At top left of your screen,
Unlock
Lock

o Click the TE icon.

Conmnect o Click Disconnect.
Disconnect

Options...

Exit

3. e Click the TE icon again.
o Click Exit.
o Or click the Red X Box at top right of
your screen.
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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 ¢cTests 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)

e 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 your participation!
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