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Websites:

MAERS
The MAERS web address (http://services.michworks.org) will have information regarding the system, (i.e. notification when the system will be down for maintenance or repairs, changes to the system, etc.).  To view the messages, click on Adult Education.


Training Site web address (http//training2.michworks.org).

NRS
National Reporting System Documentation (http://www.air-dc.org/nrs).

MDCD
MAERS information will also be available at the MDCD web site (www.michigan.gov/mdcd) Click on Career Preparation, then Adult Education, then MAERS.  This information includes the MAERS fact sheet, assessment charts, and notification when the MAERS system will be down for maintenance or repairs, etc.

MAERS Frequently Asked Questions (FAQs) – Are also found at this website.  See the attached sheet for selected FAQs (tentatively scheduled to be posted to the web-site by July 1, 2002).

Telephone Number:

MAERS
Help Desk – 313/456-3200

E-Mail Addresses:

MAERS
MAERS Helpdesk:  More than 3,000 e-mail requests have been received at the MAERS Help Desk (MAERS@mesc.state.mi.us).  The Help Desk staff and the Adult Education Reporting Specialist review all requests.  The Help Desk must respond to e-mails within 72 hours.  In some instances, the questions are program and policy issues that need a response from the Office of Adult Education.  Many of the e-mails have been for deletion of duplicate records, getting user IDs and passwords, basic MAERS technical questions, and some program and policy issues.   A new “Questions and Answers” section is being developed and will be loaded onto MAERS to provide access to current questions and answers for all local programs (tentatively scheduled to be posted to the web-site by July 1, 2002).  The questions and answers will come from e-mails where people have asked their questions and been given answers.

Links:

In collaboration with Michigan Department of Education and the Center for Education Performance Information (CEPI) options to expand coordination between Single Record Student Database (SRSD) and MAERS are being sought.

Options for linkages between the new GED web-based information system and MAERS are being explored.  At a minimum, this could identify significant discrepancies requiring further exploration to resolve (accountability and/or reporting) problems.

Other options being explored includes interface MAERS with UI Record Verification and Post-Secondary Data Systems.

From MAERS Website

http://services.michworks.org
	SYSTEM AVAILABILITY NOTICE 

	04/11/2002 - Attn: MWA, ESA, FIA, MAERS Staffs ***IMPORTANT MESSAGE*** 
·   We are still planning to move the production servers this week. Reminder - Talent Bank and MIS One-Stop will be down from 7:00P.M. tonight (4/11) until 7:00A.M. Tuesday (4/16). You should also be aware that the Training Site and Query Server will also be down. Please contact Carol Hale or the Help Desk prior to scheduling training for an update on the availability of the Training site. 

	04/05/2002 - Attn: MWA, ESA, FIA, MAERS Staffs ***IMPORTANT MESSAGE*** 
·   The production servers for the MIS One-Stop and Talent Bank will be moved to the new data center in Cadillac Place over the four-day period of Friday, April 12th through Monday, April 15th. The Servers will be down from Thursday night at 7:00 P.M. until 7:00 A.M. Tuesday morning. Please reference this page for updates regarding the move. 

	03/04/2002 - Attn: MAERS Staff 
·   Several Adult Education Service requests have been completed for a description Click here to see.                              (See # 1)

	02/05/2002 - Attn: *** Important Notice regarding GED students in MAERS *** 
·   The Adult Education Office policy on the transition to GED 2002 is available for viewing Click here to see.                 (See # 2)

	12/04/01 - Attn: MWA, ESA, and MAERS Staff 

·   The following Service Requests have been completed: 

·   SR 1003097 - As of October 26, 2001 certain fields cannot be changed on enrollments for PY2000-2001. They are Assessments, Outcomes and Enrollment fields except for student contact information (address, city, state, zip codes, phone numbers). 

  

	11/28/01 - Attn: MWA, ESA, MAERS, and FIA Staff 
·   As of Friday, 11/30/01, at 5pm(EST) the MIS OneStop and the Michigan Talent Bank systems will be unavailable throughout the weekend. We will be purging the old resumes from the Talent Bank system during this timeframe. 

	10/25/2001 – Attn: MWA, ESA, FIA, and MAERS Staff

· We will be bringing the One-Stop MIS down at 6:00 P.M. on Friday, October 26th, for the processing of Adult Education batch files. The system will be available again at the start of business Monday, October 29th.

	10/12/2001 - Attn: *** Important Notice for MAERS Users *** 
·   All MAERS users should review these RE-ENROLLMENT INSTRUCTIONS to ensure that the proper procedure is being followed for entering new enrollment records for students who had enrollment records in MAERS last year.     (See # 3)

	09/04/01 - Attn: MAERS Staff 
·   The Adult Education Missing Data Report is now available! 

·   Instructions for running this report are located here - Adult Education Missing Data Report               (See # 4)

	08/22/2001 - Attn: MAERS Staff 
·   The Adult Education Upcoming Soft Exit Report is now available! 

·   Instructions for running this report are located here - Adult Education Upcoming Soft Exit Report     (See # 5)

	06/22/2001 - Attn: MAERS Staff 
·   Adult Ed staff can now delete their own assessments. Please make sure that you delete any assessments before sending in names for deletion of enrollments. 
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System Availability Notice # 1

March 2002 Adult Education System Changes
 
Changes in test scores:  Only valid test scores will be accepted.  Attempted entry of a score outside of the validated ranges will generate an error message.
 
Display of Goal Achievement: If a student has a primary or second goal of Improve Basic Literacy or Improve English Skills and improves two Educational Functioning Levels in an enrollment, the number of EFLs gained will be displayed on the Outcomes screen.  If a student improves two, or more, EFLs over multiple enrollments, the number of EFLs gained will also be displayed on the Outcome screen.
 
Change in End of Year Status:  The End of Enrollment Status of Student Completed and Plans to Continue Within 6 Months has been changed to Student Completed and Plans to Continue Within 90 Days.  This change will bring the State into compliance with the NRS.
 
GED Practice Tests:  A new field has been added to the Enrollment and the Outcomes screens to permit entry of the number of GED practice tests passed for students enrolled in a GED program.  An entry is still required in the Actual GED Tests Passed fields since it is these fields that are used to calculate the entry and exit Educational Functioning Levels.
 
Student Enrollment Report:  This report will now contain information on Student Instructional Hours for each student.  The field will be blank until the hours are entered on the Outcomes screen.
 
Location:  Every enrollment, assessment, and outcome record will now display the location of the staff person entering the work.
 
Fiscal Agent:  If the blue Fiscal Agent hyperlink is clicked in any History screen, the contact information for the fiscal agent will be displayed in a  pop-up window.  Closing the pop-up window (clicking the “X” in the right hand corner) will return the user to the History screen
 
Enter Assessment Button:  The Enter/Update Assessment button on the bottom of the Enrollment screen is operational again.

System Availability Notice # 2

DATE:

December 21, 2001

TO:

All Adult Education Programs

FROM:
Barbara J. Knutson, Supervisor



Office of Adult Education

SUBJECT:
New Rules for GED 2002

Because of the changes in GED 2002, all GED students entered on the Michigan Adult Education Reporting System (MAERS) that DID NOT complete and pass all five of the GED tests by the end date of December 31, 2001, will need to be exited from the MAERS as of December 31, 2001, and if the student returns for GED instruction, the student will need to be 

re-enrolled after January 1, 2002.  

The following are three scenarios for GED students that needs action taken:  

1. For those students who were enrolled in a GED instruction program and confirmation has been received that the student passed all five GED tests taken by December 31, 2001, these students must have their goal achievements recorded on MAERS and be exited from MAERS using December 31, 2001 as the exit date.

2. For those students who were enrolled in a GED instruction program and did not pass all five GED tests by December 31, 2001, these students must have whatever goal achievements obtained recorded on MAERS and be exited from MAERS using December 31, 2001 as the exit date.  If the student returns to enroll in the new GED instructional program after January 1, 2002, the student must be re-enrolled on MAERS. The student will be entered as having passed “0” GED tests, placing them on the 4th educational functioning level (High Intermediate Basic Education). 

3. For those students who were enrolled in a GED instructional program and have taken all five GED tests but have not received confirmation of their passing the tests, there are two options that occur once the results of the GED test is receive:

a. If you receive confirmation the student did not pass all five GED tests, you must record any goal achievements on MAERS and exit the student from MAERS using December 31, 2001 as the exit date.   If the student returns to enroll in the new GED instructional program after January 1, 2002, the student must be re-enrolled on MAERS. The student will be entered as having passed “0” GED tests, placing them on the 4th educational functioning level (High Intermediate Basic Education). 

b. If you receive confirmation the student did not pass all five GED tests, you must record any goal achievements on MAERS and exit the student from MAERS using December 31, 2001 as the exit date.

Re-enrollment instructions are found on the MAERS under System Availability, the message dated October 12, 2001, which says, “Attn: ***Important Notice to MAERS Users***.”  The new GED tests must be given after January 1, 2002.  After that time the old GED tests will no longer be valid.  

To ensure proper performance payments, the performance payment information will be recorded for July 1 through December 31, 2001 and January 1, through June 30, 2002 in regards to GED gain and goal attainment. 

In summary, all GED students must be exited from MAERS using the December 31, 2001 date. Any student who returns after January 1, 2002 for GED instruction must be re-enrolled in the GED program with “0” GED tests taken. 

If you have any questions regarding this information, please contact Ms. Shirley Martell at 

(517) 335-0634, or at MartellS@Michigan.gov.
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System Availability Notice # 3

INSTRUCTIONS FOR RE-ENROLLING STUDENTS WHO WERE ENTERED INTO MAERS LAST YEAR

 
1.      From the menu page cursor over Enrollment and click on “Enter Enrollment.”
 
2.      On the Search page, type in the student’s Last and First Names; then click “Submit.”
 
3.      Locate the student’s name on the Search Results List and click on the name.  DO NOT scroll to the bottom of the page and click on the New Applicant /MAERS Enrollment button.
 
4.      The Participant History screen will be displayed.  Scroll down and click on the “Enter New MAERS Enrollment” button.
 
5.      Review the pre-filled information, make any necessary corrections, and proceed to complete the new enrollment. 
 
ERROR CORRECTION PROCEDURES
 
If you have already entered students but have not followed the above procedures, the new enrollment will not be correctly linked with the record that was entered last year.  To correct this situation, follow these steps:
 
1.      Delete any assessments attached to the improperly entered enrollment
 
2.      Prepare an e-mail containing the subject of “Re-enrollment Corrections.” 
 
3.      Include in the e-mail a list of students who need to be deleted.  The list must contain the following information:
 
First Name   Last Name    Date of Birth     Date of Enrollment         Program 
 
4.       Email the list to MAERS@esa.state.mi.us
 
5.      Proceed to enter the current enrollment attached to the correct applicant using the above procedures, and re-enter any assessments that were deleted.
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System Availability Notice # 4

Adult Education Missing Data Report

Description - The Missing Data Report provides a listing of students whose enrollment, assessment, and outcome records lack key pieces of data which are important for Federal reporting purposes.  The absence of such items as SSNs for students with job-related goals, pre- and post-test records, outcomes and end of enrollment status will produce a listing in the Missing Data Report.  The report is produced so that Adult Education Programs have the opportunity to enter all information that is important for reporting prior to reporting deadlines.  If information is not present when reports are run, a negative result will be assumed for each piece of missing data.
Access - Access will be available to users with Staff Class Codes of Fiscal Agent Admin, Fiscal Agent Staff, AE MWA Admin and AE MWA Staff,  AE Provider Admin, and AE Provider Staff.  Fiscal Agent-level users will be able to see all students for all providers of the Fiscal Agent.  Provider-level users will be able to see all students for the provider.
Content – The Missing Data Report consists of a summary line of identifying information for each student having missing data, followed by individual message lines describing each piece of missing data.  The following information is contained for each summary listing on the report:  Customer ID, Customer Last Name, First Name, Middle Initial, Program of Enrollment, Funding Source, Enrollment Date, Status (Active or Inactive), and Staff Name.  A listing of one or more missing data error messages will appear below the summary line.  The listings are grouped by Provider, and are listed in alphabetic order by student last name within the Provider grouping.
How To Run the Missing Data Report
     1.
Log into MAERS.  The MAERS menu bar is displayed.
2.
Select "Reports" on the menu bar that contains "Reports" and "Adult Ed".  The "Reports" main page is displayed, containing blue boxes to "Schedule" and "Retrieve" reports.

3.
Place the cursor on the "Schedule" box and it splits into two parts, "New Report" and "Report Status."  Click on "New Report" and the "Adult Education Reports" list is displayed.
4.
The name of the Missing Data Report will be either "AEMDR" or “AEMDR-STAF”, depending on the user class code of the individual running the report.  The report name appears as a blue link in the left column of the list.  Click on the name to select the report.  The "Adult Education Missing Data Report" screen will be displayed.
5.
The "Report Selection Criteria" section for both versions of the report contains selection boxes for Begin and End Dates, Program of Enrollment, Funding Source, Student Population, and Program Enrollment Period.  The AEMDR version also contains a selection box for Provider.  Enter Begin and End dates for the period you wish the report to cover.  Please make sure you enter dates.  The default for both is the current date so, if other dates are not selected, the Missing Data Report will only include information on enrollments that were entered on the current day.  The default for all selection boxes is "All."  Selections may be made for individual programs of enrollment, individual funding sources, exited students, or program enrollment period (2000-2001 or 2001-2002).  The Provider selection box in the AEMDR version also allows for the selection of an individual provider from a list of providers for the Fiscal Agent.  When finished with selections in the Report Selection Criteria section, go to the “Report Schedule Selection” section.
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   6.
Under "Report Schedule Criteria," click on the radio button for 
"Online" or "Custom" to schedule the time when the report will run.  Selecting "Online" will place the request in a queue for running almost immediately.  Selecting "Custom" will place the request in a queue which will run overnight and be available the next morning.
 
7.
Once all selections have been made, click on "Submit."  The report is now scheduled.
To Check on the Status of Scheduled Reports
 
1.
Place the cursor on the "Schedule" box at the top of the screen. It splits into two parts, "New Report" and "Report Status."
 
2.
Click on "Report Status."  The Report Status List will be displayed.  It shows the name of any reports awaiting execution, along with the status.
 
3.
If you wish to cancel any of the reports on the list, click the box in the "Cancel" column, and then click the "Stop Running Indicated Reports" button at the bottom of the screen.
 

To Retrieve a Report
 
1.
Place the cursor on the "Retrieve" box at the top of the screen.  It splits into two parts, "New Results" and "Old Results."  
 
2.
Click on "New Results" to see a list of reports that have run since your last access.  These appear on the "Download New Reports" screen.
 
3.
The list of reports has two blue links in the first two columns.  Click on the link in column 1 to view the report or click on the link in column 2 to get a version that can be printed or saved.

    4.
To retrieve an old report, click on the "Old Results" part of the 
"Retrieve" box.  A list of all old reports will be displayed on the "Previously Downloaded Reports" screen.
5.
The displayed list of old reports is in the same format as the new reports, with blue links in the first two columns.  Select the report by clicking on the links in column 1 or column 2.  Old reports are available on the system for 7 days.
6.
If you need to retain a report for longer than 7 days, click the report name in the "Print/Savable Version" column to display the report, and then select "File" and  "Save As" from your Windows menu at the top of the screen.  Specify a drive, directory, and file name to store the report file on your local system.

Note on Printing
The report is designed to be printed in Landscape format.  Be sure to select Landscape orientation in your Word Processing or Text Editing software or specify Landscape in Properties as you print the report.
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System Availability Notice # 5

Adult Education Upcoming Soft Exit Report
Description - The Upcoming Soft Exit Report provides a listing of student enrollments from Program Year 2000-2001 that do not have an End of Enrollment Status and Status Date posted in the system.  The report is produced so that Adult Education Programs have the opportunity to enter End of Enrollment Status information prior to September 1st.  On this date, all enrollment records from the 2000-2001 Program Year will be soft-exited by the System.  The End of Enrollment Status will be posted as "Separated Before Completion - System Exit" with a Separation Reason of "No Service in 90 Days."  It will not be possible to change the End of Enrollment Status information once the System has posted it.  It will, however, still be possible to update Outcome information after the soft exit process has run.
Access - Initially, access will be limited to users with Staff Class Codes of Fiscal Agent Admin, Fiscal Agent Staff, and Adult Education MWA Admin.  Access will be expanded to Provider Staff Class Codes in the near future.
Content – The Upcoming Soft Exit Report consists of a single line of information for each student enrollment without an End of Enrollment Status posted.  The following information is contained for each listing on the report:  Customer ID, Customer Last Name and First Name, Program of Enrollment, Enrollment Date, Funding Source, Provider Name, and Staff Last Name.  The listings are grouped by Provider and are listed in alphabetic order by student last name within the Provider grouping.
How To Run the Upcoming Soft Exit Report
     1.
Log into MAERS.  The MAERS menu bar is displayed.
 2.
Select "Reports" on the menu bar that contains "Reports" and "Adult Ed".  The "Reports" main page is displayed, containing blue boxes to "Schedule" and "Retrieve" reports.

 3.
Place the cursor on the "Schedule" box and it splits into two parts, "New Report" and "Report Status."  Click on "New Report" and the "Adult Education Reports" list is displayed.
4.
The name of the Upcoming Soft Exit Report is "AESFTEXT."  It appears as a blue link in the left column of the list.  Click on
the name to select the report.  The "Adult Education Upcoming Soft Exit Report" screen will be displayed.
    5.
The "Report Selection Criteria" section contains selection boxes

for Funding Source, Program of Enrollment, Provider, and County.
Initially, selections will only be possible for Funding Source and Program of Enrollment.  The default for all selection boxes is "All."  If a list of all student records without End of Enrollment Status information is desired, go to the “Report Schedule Selection” section.  If a separate report is needed for each funding source and/or program of enrollment, select the individual funding source and/or program from the pull-down lists provided.  Please note that only one selection from each of the pull-down lists may be made for each individual report.  The selection boxes for Provider and County are initially limited to "All."  The capability to run the report for specific providers or for individual counties will be added in the near future.
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     6.
Under "Report Schedule Criteria," click on the radio button for 
"Online" or "Custom" to schedule the time when the report will run.  Selecting "Online" will place the request in a queue for running almost immediately.  Selecting "Custom" will place the request in a queue which will run overnight and be available the next morning.
7.
Once all selections have been made, click on "Submit."  The report is now scheduled.
To Check on the Status of Scheduled Reports
1.
Place the cursor on the "Schedule" box at the top of the screen. It splits into two parts, "New Report" and "Report Status."
2.
Click on "Report Status."  The Report Status List will be displayed.  It shows the name of any reports awaiting execution, along with the status.
3.
If you wish to cancel any of the reports on the list, click the box in the "Cancel" column, and then click the "Stop Running Indicated Reports" button at the bottom of the screen.
To Retrieve a Report
1.
Place the cursor on the "Retrieve" box at the top of the screen.  It splits into two parts, "New Results" and "Old Results."  
 
2.
Click on "New Results" to see a list of reports that have run since your last access.  These appear on the "Download New Reports" screen.
 
3.
The list of reports has two blue links in the first two columns.  Click on the link in column 1 to view the report or click on the link in column 2 to get a version that can be printed or saved.
   4.
To retrieve an old report, click on the "Old Results" part of the 
"Retrieve" box.  A list of all old reports will be displayed on the "Previously Downloaded Reports" screen.
5.
The displayed list of old reports is in the same format as the new reports, with blue links in the first two columns.  Select the report by clicking on the links in column 1 or column 2.  Old reports are available on the system for 7 days.
6.
If you need to retain a report for longer than 7 days, click the report name in the "Print/Savable Version" column to display the report, and then select "File" and  "Save As" from your Windows menu at the top of the screen.  Specify a drive, directory, and file name to store the report file on your local system.
Note on Printing
The report is designed to be printed in Landscape format.  Be sure to select Landscape orientation in your Word Processing or Text Editing software or specify Landscape in Properties as you print the report.

FREQUENTLY ASKED QUESTIONS (FAQs)

Question 1 - How do I re-enroll a student that was in last year’s program? 

Answer To Question 1:
Instructions for re-enrolling students who were entered into MAERS last year
1. From the menu page cursor over Enrollment and click on “Enter Enrollment.”

2. On the Search page, type in the student’s last and first names; then click on “Submit.”

3. Locate the student’s name on the Search Results List and click on the name.  DO NOT scroll to the bottom of the page and click on the New Applicant/MAERS Enrollment button.

4. The Participant History screen will be displayed.  Scroll down and click on the “Enter New MAERS Enrollment” button.

5. Review the pre-filled information, make any necessary corrections, and proceed to complete the new enrollment.

                     Error Correction Procedures
If you have already entered students but have not followed the above procedures, the new enrollment will not be correctly linked with the record that was entered last year.  To correct this situation, follow these steps:

1. Delete any assessments attached to the improperly entered enrollment.

2. Prepare an e-mail containing the subject “Re-enrollment Corrections.”

3. Include in the e-mail a list of students who need to be deleted.  The list must contain the following information:

     First Name     Last Name      Date of Birth     Date of Enrollment    Program

4. E-mail the list to maers@mesc.state.mi.us 

5. Proceed to enter the current enrollment attached to the correct applicant using the above procedures, and re-enter any assessments that were deleted.

These instructions can also be found on MAERS at the System Availability Notice screen under the date of October 12, 2001.

Question 2 – I entered some students twice, how can get one of the enrollments deleted?

Answer to Question 2:  Procedures for deleting a student

1. Delete any assessments attached to the improperly entered enrollment.

2. Prepare an e-mail containing the subject “Deletions.”

3. Include in the e-mail a list of students who need to be deleted.  The list must contain the following information:

     First Name     Last Name      Date of Birth     Date of Enrollment    Program

4. E-mail the list to maers@mesc.state.mi.us    NOTE:  If there are more than “15” students that need to be deleted, you must send the e-mail to Shirley (Martell) LaPine at martells@michigan.gov for approval and she will forward the e-mail to the MAERS e-mail address.

Question 3 – How do I add a provider to MAERS?  How do I add users to MAERS?  How do I change access to MAERS for current users?

Answer to Question 3:  

Procedures for adding a Program Provider to MAERS

1. Complete the Program Provider information from the Step I process. (See attached forms.)

2. Fax the completed form [(517) 335-3630] or mail the form to the Help Desk and also fax [(517) 335-3630] or mail a copy of the form to Shirley (Martell) LaPine.  If you send the original form to Shirley (Martell) LaPine, she will forward the information to the Help Desk.

3. The Help Desk staff will enter the provider information and attach it to the appropriate fiscal agency.

Procedures for adding users to MAERS and/or changing a person’s access on MAERS

1. Complete the Staff Profile Form from the Step II process. (See attached forms.)

2. Fax the completed form [(517) 335-3630] or mail the form to the Help Desk and also fax [(517) 335-3630] or mail a copy of the form to Shirley (Martell) LaPine.  If you send the original form to Shirley (Martell) LaPine, she will forward the information to the Help Desk.

3. The Help Desk staff will then e-mail the contact person at the fiscal agency the staff user ID and temporary password.  It is up to the contact person at the fiscal agency to notify the user of their user ID and password.  The password must be changed upon first entry on the MAERS.

Question 4 – We are a bit confused trying to enter PAL students on MAERS.  What do we use for funding source?  The MAERS only lists State Aid Section 107, Federal Adult Education, and Other.

Answer to Question 4:  You must have a separate log-on for PAL.  Once you are entered into MAERS for PAL, when you use the PAL log-on all you will see is PAL.  The MWA completes the MWA forms for PAL (see attached) to add the program provider and the forms for adding users (see attached) in the same manner as above (Procedures for adding program providers and users to MAERS above.)

The Step I and Step II forms are attached for your use.

Question 5 – There is another school district that has my student also enrolled in their GED program, how can I get the student enrolled in my GED program?

Answer to Question 5:  You can’t enroll a student who is already enrolled in the same program under another school district until that school district exits him from the MAERS.  A student can only be enrolled in one GED program at a time.  If the student has indicated that he quit the other school district’s GED program, you can call the other program and ask them to exit the student from their program because he is now attending your program.  If they refuse, you will not be able to enroll the student or you will have to wait until they exit the student.

Question 6 – Some of the zip codes for cities are not accepted in MAERS.  How do I get them to be accepted?

Answer to Question 6 – First you must make sure that you have spelled the city correctly.  All words must be spelled out.  You cannot enter St. Johns, you must spell it out as Saint Johns, the same for St. Louis, St. Ignace, and Sault Ste. Marie (Saint Louis, Saint Ignace, and Sault Sainte Marie).  You cannot abbreviate any part of the name.  

SCHOOL DISTRICTS AND OTHERS

Step I and Steps II forms

(For adding providers and users to MAERS)

STEP I

MICHIGAN DEPARTMENT OF CAREER DEVELOPMENT
Michigan Adult Education Reporting System (MAERS)

Adult Education Administrative Information
(This form should be completed in BLUE OR BLACK INK only)

Section II - Adult Education Program Provider Information 

1. Fiscal Agency – Providers must complete a separate Program Provider form for EACH 
Fiscal Agency.

	Fiscal Agency Code  ___________ Fiscal Agency Name  ________________________



2. Funding Source(s) -
Indicate each Adult Education funding source received by this program provider from the above named Fiscal Agency.  

	 
State School Aid (Section 107)

	
Federal Adult Education and Family Literacy

	
Partnership for Adult Learning (PAL - Section 108)

	
Operation Fast Break State Funding


3.
General Information 

	a. Adult Education Program Provider Code Number

School District Code  ________________ OR  Recipient Code  _____________________


OR
Check here if the Adult Education provider does not have a school district code or



a recipient code.  (MDCD will assign a provider code number.)

b. Type of Agency:    


School District



Intermediate School District

Community College     


Other Public Educational Agency


      Other Private Educational Agency
Community-Based Organization                  Other (Specify) ___________________

c.    Adult Education Program Provider Name and Address
      Provider Name:       ________________________________________________________
      Mailing Address:    ________________________________________________________

                        Street
                                              _____________________________________________________________________________________

                                            ____________________________________________________________________




  City



State
              
         Zip Code

d.   Contact Person Information for Adult Education Program Provider

Name:   __________________________________________________________________                    

     Telephone Number:  (___  ___ ___) ___ ___ ___ - ___ ___ ___ ___  Ext. ___ ___ ___ ___

     Fax Number: (___ ___ ___) ___ ___ ___ - ___ ___ ___ ___  

     E-mail Address:   __________________________________________________________ 



Section II - Page 1 of 1

Program Year 2000-2001
Michigan Adult Education Reporting System (MAERS)
Adult Education Administrative Information
Reporting Instructions
(REPORTING FORMS SHOULD BE COMPLETED IN BLUE OR BLACK INK)
Section I – Adult Education Program Provider Information 
(NOTE:  This information will only be entered ONCE in the automated data base system.)
1. Fiscal Agency

The Adult Education Fiscal Agency must complete the Program Provider form for each entity that delivers adult education services.  If the Fiscal Agency provides adult education services (i.e., the entity must complete both the Fiscal Agency Information form and the Program Provider Information form.
Enter the Fiscal Agency Code and the Fiscal Agency Name.

2. Funding Source(s)
         Indicate each Adult Education funding source received by this program provider from the indicated 

        Fiscal Agency.

3. General Information
a. Adult Education Provider Code Number

Enter the School District Code OR the Recipient Code or check the box that indicates neither code number applies.  If the box is checked, the MDCD will assign a provider code number.

b. Type of Agency

Check the appropriate box that best describes the agency type.

c. Adult Education Program Provider Name and Address

Enter the program provider’s complete name and mailing address.

d. Contact Person Information for Adult Education Provider

Enter the contact person’s name; telephone number, including extension number, if applicable; fax number; and e-mail address.

October 26, 2000

SAMPLE
To the Adult Education Unit:

Attention:  Shirley Martell

Enclosed are the Adult Education Fiscal Agency and Program Provider Information forms identifying organizations receiving State Aid (Section 107) and/or federal WIA Title II funds that are authorized to access the Michigan Adult Education Reporting System (MAERS) for this Fiscal Agency.

If you have any questions regarding the information submitted on the Fiscal Agency and Program Provider forms, please contact _______________________________ at   (         ______________________.                         

Approved By:   __________________________________________________________________



  Printed Name of Superintendent or Adult Education Official Authorized Signature



  __________________________________________________________________



     Signature of Name Printed Above



  _____________________________________                 ____________________

                                                  Title






Date

STEP II

Michigan Adult Education Reporting System (MAERS) Access

Staff Profile Form

A separate Staff Profile Form must be completed for each person the Fiscal Agency and Program Provider requests to have access to the MAERS.  Each form must indicate the Service Class requested for each person.  The fiscal agency should review Attachment 1, “MAERS Service Class List” and determine the level needed for each user.  Note:  There are different service class codes for fiscal agencies and program providers.  

Section 1 – Staff Person Information 

Last Name ________________________   First Name ___________________  Middle Initial  _____
Title: _________________________Telephone Number:  (_____) ______ - _________ Ext.  _______

E-Mail Address: __________________________________________________________

Employed By:    Fiscal Agency ______
Program Provider  ______

For the staff person who is employed by the Fiscal Agency, Sections 2, 4, and 5 of this form must be completed.  For the staff person who is employed by the Fiscal Agency, who is also the Program Provider, Sections 2, 3, 4, and 5 of this form must be completed.  For the staff person who is employed by only a Program Provider, Sections 2, 3, 4, and 5 of this form must be completed.

Section 2 - Fiscal Agency Information 
Fiscal Agency Code:  _________________________________ (School District or Recipient Code)

Fiscal Agency Name:  _________________________________________________________

Section 3 – Program Provider Information 

Program Provider Code:  ____________________________________

Program Provider Name:  ___________________________________

Section 4 – Service Class Requested  (see attachment 2 for explanation)

Service Class Requested:  ________________________________________________________

Section 5 - Approval
Approved by:  ___________________________________________________________________   

                        Print Name of Superintendent or Adult Education Official Authorized for Signature

______________________________________________________             

Signature of Name Printed Above 

_________________________________               _____________                        

          Title




       Date

MAERS Staff Class List

Program Provider Staff Classes
AE Provider Staff-Read Only – Has look-up access to all student records within the Program Provider/Fiscal Agency combination.  Has no enter, edit, or delete capability.

AE Provider Staff – Has full read/write access to all student records within the Program Provider/Fiscal Agency combination.  This includes ability to enter, view, edit, and delete records.  Will have access to certain reports.

AE Provider Admin – Has full read/write access to all student records within the Program Provider/Fiscal Agency combination.  This includes ability to enter, view, edit, and delete records.  Will have access to all Provider-level reports.

Fiscal Agency Staff Classes
AE F/A Staff – Has view access to all student records for all Providers under the Fiscal Agency.  Does not have ability to enter, edit, or delete records.  Will have access to selected Fiscal Agency-level reports and all Provider-level reports.

AE F/A Admin – Has view access to all student records for all Providers under the Fiscal Agency.  Does not have ability to enter, edit, or delete records.  Will have access to all Provider-level and Fiscal-Agency level reports.

AE F/A Super Admin – Initially, has same rights as AE F/A Admin.  It is anticipated that additional functions will be available for this user class in the future.

SAMPLE VERIFICATION LETTER
DATE:  

TO:

Adult Education Unit

Attention:  Shirley Martell

FROM:
Fiscal Agency Name __________________________________________



School District or Recipient Code  _______________________________ 

SUBJECT:
MAERS Information – Step II

Attached are the Staff Profile forms.  The Staff Profile forms identify the individuals authorized to access the Michigan Adult Education Reporting System (MAERS) for this Fiscal Agency who receives State Aid (Section 107) and/or federal WIA Title II funds. 

If you have any questions, please contact ______________________________________

at (         )_____________________.

Approved By:   __________________________________________________________________



  Printed Name of Superintendent or Other Adult Education Official 

 __________________________________________________________________



                            Signature of Name Printed Above



  _______________________________                 ___________________

                                                  Title





Date

MICHIGAN WORKS! AGENCY (MWA)

Step I and II forms

(For adding providers and users to MAERS)

STEP I

MICHIGAN DEPARTMENT OF CAREER DEVELOPMENT
Michigan Adult Education Reporting System (MAERS)
Partnership for Adult Learning (PAL) Administrative Information
(This form should be completed in BLUE OR BLACK INK only)

Section II – PAL Program Provider Information 

   1.  Michigan Works! Agency 

	MWA Recipient Code  ______________ MWA Name  ______________________________



2. Funding Source 

	
Partnership for Adult Learning (PAL - Section 108)




3.
General Information 

	a. PAL Program Provider Code Number

School District Code  ________________ OR  Recipient Code  _____________________


OR
Check here if the PAL provider does not have a school district code or



         a recipient code.  (MDCD will assign a provider code number.)

b. Type of Agency:    


School District



Intermediate School District

Community College     


Other Public Educational Agency


      Other Private Educational Agency
Community-Based Organization                  Other (Specify) ___________________

c.    PAL Program Provider Name and Address
      Provider Name:       ________________________________________________________
      Mailing Address:    ________________________________________________________

                        Street
                                              _____________________________________________________________________________________

                                            ____________________________________________________________________




  City



State
              
         Zip Code

d.   Contact Person Information for PAL Program Provider

Name:   __________________________________________________________________                    

     Telephone Number:  (___  ___ ___) ___ ___ ___ - ___ ___ ___ ___  Ext. ___ ___ ___ ___

     Fax Number: (___ ___ ___) ___ ___ ___ - ___ ___ ___ ___  

     E-mail Address:   __________________________________________________________ 



Section II - Page 1 of 1

January 26, 2001

Program Year 2000-2001
Michigan Adult Education Reporting System (MAERS)
Partnership for Adult Learning (PAL) Administrative Information
Reporting Instructions
(REPORTING FORMS SHOULD BE COMPLETED IN BLUE OR BLACK INK)
Section I – PAL Program Provider Information 
(NOTE:  This information will only be entered ONCE in the automated data base system.)
1. Michigan Works! Agency (MWA)

      The MWA must complete the Program Provider form for each entity that delivers PAL – Section            

      108 services.  

      Enter the MWA Recipient Code and the MWA Name.

2. Funding Source
  The funding source information is pre-filled with PAL Funding Source

3. General Information
a. PAL Provider Code Number

  Enter the School District Code OR the Recipient Code or check the box that indicates neither  

  code number applies.  If the box is checked, the MDCD will assign a provider code number.

b. Type of Agency

  Check the appropriate box that best describes the agency type.

c. PAL Program Provider Name and Address

  Enter the program provider’s complete name and mailing address.

d. Contact Person Information for PAL

  Enter the contact person’s name; telephone number, including extension number, if applicable;

  fax number; and e-mail address.

January 26, 2001

STEP II

Michigan Adult Education Reporting System (MAERS) Access

Staff Profile Form

A separate Staff Profile Form must be completed for each person the Michigan Works! Agency and Program Provider requests to have access to the MAERS.  Each form must indicate the Service Class requested for each person.  The MWA should review Attachment 2, “MAERS Service Class List” and determine the level needed for each user.  Note:  There are different service class codes for MWAs and program providers.  

Section 1 – Staff Person Information 

Last Name _______________________   First Name ___________________  Middle Initial  _____
Title: _________________________Telephone Number:  (_____) ______ - _________ Ext.  _______

E-Mail Address: __________________________________________________________

Employed By:    MWA    ______
Program Provider      ______

For the staff person who is employed by the MWA, Sections 2, 4, and 5 of this form must be completed.    For the staff persons who are employed by the Program Provider, Sections 2, 3, 4, and 5 of this form must be completed.

Section 2 - MWA Information 
MWA Code:  _________________________________ (School District or Recipient Code)

Fiscal Agency Name:  _________________________________________________________

Section 3 – Program Provider Information 

Program Provider Code:  ____________________________________

Program Provider Name:  ___________________________________

Section 4 – Service Class Requested  (see attachment 2 for explanation)

Service Class Requested:  ________________________________________________________

Section 5 - Approval
Approved by:  ___________________________________________________________________   

                        Print Name of MWA Director or Other Authorized Official for Signature

______________________________________________________             

Signature of Name Printed Above 

_________________________________               _____________                        

          Title




       Date

MAERS Staff Class List

Michigan Works! Fiscal Agency Staff Class
MWA AE Admin – Has view, update, and delete access to all student records for all Providers under the Michigan Works! Fiscal Agency.  Does not have ability to enter records. (Note:  If MWA staff will be entering student records, AE Provider staff IDs must be established so that the student records will be correctly attributed to the providers serving the students.)

Program Provider Staff Classes
AE Provider Staff-Read Only – Has look-up access to all student records within the Program Provider/Michigan Works! Agency combination.  Has no enter, edit, or delete capability.

AE Provider Staff – Has read/write access to all student records within the Program Provider/ Michigan Works! Agency combination.  This includes ability to enter, view, and edit records.  Will have access to certain reports.

AE Provider Admin – Has full read/write access to all student records within the Program Provider/ Michigan Works! Agency combination.  This includes ability to enter, view, edit, and delete records.  Will have access to all Provider-level reports.

SECTION III

SAMPLE VERIFICATION LETTER FOR STEP I AND STEP II

SAMPLE
DATE:

TO:

Adult Education Unit:

Attention:  
Shirley Martell

Enclosed are the Step I (MWA and Program Provider Information) forms identifying organizations receiving PAL - Section 108 that are authorized to access the Michigan Adult Education Reporting System (MAERS) for this MWA.

Also enclosed are the Step II - Staff Profile forms.  The Staff Profile forms identify the individuals authorized to access the Michigan Adult Education Reporting System (MAERS) for this Fiscal Agency who receives PAL - Section 108 funds. 

If you have any questions regarding the information submitted on the MWA and Program Provider forms, please contact _______________________________ at   (         )  ________________.                         

Approved By:   __________________________________________________________________



  Printed Name of MWA Director or Other Authorized Official Signature



  __________________________________________________________________



     Signature of Name Printed Above



  _____________________________________                 ____________________

                                                  Title






Date

