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Chapter 3 - Participant Functions

In this chapter you will learn the following:
Section 3.0 - Where to find Participant Functions
Section 3.1 - Participant Search and Registration
Section 3.2 - Pre-Test Assessments

Section 3.3 - Class Enrollments By Group and By Participant
Section 3.4 - Monthly Attendance By Group and By Participant

Section 3.5 - Class Exits and Deletions By Group and By
Section 3.6 - Planned Gaps

Section 3.7 - Post-Test Assessments

Section 3.8 - Program Exits

Section 3.9 - Follow Up

Participant

Section 3.0 - Where to find Participant Functions

Participant functions are found on the Participants tab

. (Image 3.0a)

Participants Provider Admin Reports

Registration
Assessments
Class Enrollments
Class Attendance
Planned Gaps

Program EHits

Follow Up

Special Functions

Image 3.0a

Section 3.1 - Participant Search and Registration

Click on the Reqgistration link on the Participants tab. (Image 3.1a)
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Update MAERS Registration - Participant Search Criteria
Search by Last Name first:
= Last Name: |Jives -1
First Name: | Julie - 2
Date of Birth: e—— 3
Submit
Search by Local Student Number:
= Local Student Number: |ALC-RO0010
—
4
Submit
Search by Customer ID:
= Customer ID: | JWVJUOS19
-~ 5
Submit
Image 3.1a

There are three different options to search for a Participant:

Search by Last Name first - The name search finds all Participants whose last name
are an exact match to the entered name, matches the first two characters of the first
name (if entered) and matches the date of birth (if entered). The name search should
always be used if it is not known if the Participant exists in the system.

1. Last Name - Enter the Participant’s full legal last name (required)

2.  First Name - Enter the Participant’s full legal first name (optional)

3. Date of Birth - MM/DD/YYYY (optional)

Search by Local Student Number - Local Student Number search is used for

Participants that exist in the system only. This search bypasses the Name Search

Results screen if only one Participant is found and then navigates directly to the

Participant History screen.

4. Local Student Number - Enter the student number that is assigned to the
Participant by the local program(required)

Search by Customer ID -The Customer ID is assigned by the MAERS system when the
Participant is first entered and saved. The Customer ID consists of up to the first three
letters of the Participant’s last name then the first two letters of the Participant’s first
name and the birth month (MM) and birth day (DD). Customer ID Search is used for
existing Participants only. This search will bypass the Participant Search Results
screen if there is only one match found and will navigate directly to the Participant
History screen.

5. Customer ID - Enter the MAERS assigned Customer ID for the Participant (required)

Click Submit beneath the search option which is used to execute the Participant search.
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2

Click on the "Name' column (if a link exists) to update the existing MAERS Registration for the customer or to create a new
MAERS record.

If the individual gcu are searching for does not apﬂear, click on "New Applicant/MAERS Registration” to enter the initial
Applicant/MAER '

Copy to clipboard Exportto Excel Exportto PDF Prnt

Show entries Search:
Rowd# Name Birth date Customer ID Address Phone In MAERS?
1 JIVES, JULIE 01/01/1970 JIVIUO101 s No

Showing 1to 2 of 2 entries 1

MAERS Registration - Participant Search Results

Registration record or click on "New Search” to conduct a new search.

- T 101&1/2 Elm Street
JIVES., J J 18y (989) 626-27
IVES, JULIE 08/19/1981 JnIUos1s Hemlok, MI 43828 589) 826-2234 es

Only click on "New Applicant/MAERS Registration’, if your Participant DOES NOT APPEAR on the Customer Search Results List.

New Applicant/MAERS Registration 4 3

2 ——— New Search

Image 3.1b

1. Ifthe person is listed after performing a name search, then click on the Name link
to view the Participant History screen (Image 3.1b)

2. Ifthe Participant is not listed then click New Search to search for the Participant
using an alternative name spelling or one of the other search options as shown
above (Image 3.1a)

3. [Ifthe Participant’s name is still not listed, click New Applicant/MAERS Registration

to create a new MAERS registration record (Image 3.1b)

MAERS Registration - Participant History

Hame Customer ID | Current Staff Provider
JVES, JULE J. | JIVJU0S19 | AURALEARNNG

Click on the 'Instructional Area(s)' to update the Registration

Copy to clipboard Exportto Excel Exporito PDF  Print

Show entries Search: |:|

Instructional Area Registration Status Exit Exit Local Student Provider
(s) Date Date Reason No
ESL, GED 03/122010 Adive - - ALC-ROD010 AURA LEARNING
Showing 1ta 1 of 1 entries\
1

2 —.' Enter New MAERS Registration New Search

Image 3.1c

1. After clicking on the name of an existing participant, to view or update their

registration, click on the Instructional Area link. Only registrations for the
provider/local program can be viewed or updated. (Image 3.1c)
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Note:

e A Participant’s registration can continue into a second or third program year.
Because of this, Participants no longer need to be exited and re-registered each
program year. If the Participant is currently active in the local program, their
registration should be updated yearly with any needed changes. Once the registration

is updated, then enter the new program years’ assessments and class enrollments.

2. To register this person into the local program, then click Enter New MAERS
Registration. A Participant can have only one active registration with the same
local program during a program year. (Image 3.1c)

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other
= Local Student Number: BLC-R0O0010 County: SAGINAW
=* Last Name: JIVES Check if no Address: []
=*First Name: JULIE Phone: (989) 626-2234
Middle Initial: J Phone Extension:
Maiden Name:
Address: 1018&1/2 ELM STREET Alternate Phone + Ext.: (989) 413-3587 -
City: HEMLOCK 55N (Requested):
State: M| UIC Number (Requested):
Zip: 48626 Email: JIVES_J12@YAHOO.COM
Registered By Registration Provider
PROVIDER ADMIN (ADMINP) | AURA LEARNING (Code: TODOZ)
Update Reset Form Update and Enter Assessment Cancel
Next Tab »
Image 3.1d

The Registration screen is divided into eight tabs. All eight tabs are a part of one record.
Data entered will remain on all tabs until Submit, Update, or Update and Enter
Assessment is clicked. Clicking on Cancel or the back button will not save the entered data.

(Image 3.1d)

Personal tab:

Complete as many of the data items as possible. Detailed Participant data is required for
accurate program reporting and to assist in narrowing a future search for the proper

Participant.
>

each Participant within a Provider

YV VVYYVY

code

A\

Participant

Last Name - The legal last name of the Participant

First Name - The legal first name of the Participant
Middle Initial - The middle initial of the Participant (optional)
Address - The current address of the Participant to also include City, State, and Zip

Local Student Number -A locally assigned 4-10 character field that is unique to

Check if no Address - Check this box if there is not an available address for the
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Note:

Phone - Contact number for the Participant. Include an alternative phone number
whenever possible

SSN (Requested) - The Social Security Numbers are requested. Once saved, a row
of asterisks is displayed in place of the actual SSN. It is strongly recommended that
a Participant’s Social Security Number is obtained and recorded as this will be
critical for effective tracking/follow-up of Participant outcomes through data
matching.

UIC Number (Requested) - The Unique Identification Code is requested. The UIC
identifies each student in Michigan with one unique student identifier. The Michigan
Student Data System allows school districts to obtain or validate UIC’s for their
students. UIC numbers will also be critical for effective tracking/follow-up of
Participant outcomes through data matching.

Email - Current Email address for Participant

Some data items on the Registration record may be prefilled if the Participant had a
previous registration. Please review these data items and update any changes as
needed for new Registration records.

Click on Next Tab or mouseover to Demographic tab

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other

= Birth Date: |09/19/1981 j
Age At Registration: 20
=*Place of Birth: SAGINAW, MI

= Sex:|Female
=* Number of Pre-school aged Children: 0
=* Number of School-Age Children: 0
=*HispaniciLatino: (Mo @ Yes
=Race:
African American: &N O yes
American Indian/Alaskan: () No O Yes
Asian: ONo @ Yes
Hawaiian or Pacific Islander: & nNo O 'Yes
White: OMo @ Yes

Registered By Registration Provider
PROVIDER ADMIN (ADMINP) | AURA LEARNING (Code: TODOZ)

Update Reset Form Update and Enter Assessment Cancel
« Prev Tab Next Tab »

Image 3.1e

Enter the Participant’s demographic information which is collected on the Adult Learning
Plan (ALP). (Image 3.1€)

YVVVYY

Birth Date - Participant’s Date of Birth (MM/DD/YYYY)

Age At Registration - A display of the Participant’s age on the Registration Date
Place of Birth - City and State or City and Country where the Participant was born
Sex - Gender of the Participant

Number of Pre-School Aged Children - Number of children the Participant has
who are not yet attending Kindergarten
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» Number of School-Age Children - Number of children the Participant has who are

currently attending K - 12. School aged Children can be up to age 26, if attending
special education programs

Hispanic/Latino - The Participant is of Cuban, Mexican, Puerto Rican, South or
Central American, or other Spanish Culture in origin, regardless of race

Race - Ethnicity of Participant. Select as many as needed to best describe a multi-
racial ethnicity. Atleast one is required.

Click on Next Tab or mouseover to Entry Status tab

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other

= Highest Educational Level or Degree Attained: | Grades 9-12 (no diploma) v
=2 U.S. Based Education? O Mo & Yes
= Receiving Public Assistance: O Mo @ Yes
Disabled: O no O Yes
= Livingina Rural Area: O No @ Yes
= Low Income: OMa (3 Yes
=* Displaced Homemaker: (& Mo O Yes
= Single Parent: & Mo O Yes
= Dislocated Worker: @ N0 O Yes
Learning Disabled: (Mo (O Yes

= Labor Status: | Unemployed v
Hourly Wage at Intake:
Registered By Registration Provider
PROVIDER ADMIN (ADMINP) | AURA LEARNING (Code: T0002)
Update Reset Form Update and Enter Assessment Cancel
« Prev Tab Next Tab »

Image 3.1f

Enter the Participant’s Entry Status information collected from the Adult Learning Plan
(ALP). (Image 3.1f)

> Highest Educational Level or Degree Attained - The education status at program

Note:

entry has a dropdown list which includes nine educational statuses. The
educational statuses of GED, HSD or alternative credential at entry will impact the
Follow Up Cohorts. See Section 3.9; Follow Up. The dropdown list includes the
following selections:

Ma schooling

Grades 1-5

Grades 6-8

Grades 9-12 (no diploma)

High School Diploma or alternative credential
GED

Same college, no degree

College or professional degree

Unknown

U.S. Based Education - Select as appropriate

If a High School Diploma or alternative credential from non-US based schooling is the
highest degree or level of school completed and proof (transcript) cannot be provided,
please select Grades 9 - 12 (no diploma).
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[ 4
[ 4
[ 4
>

Additional Status Measures at Entry — Select all additional status measures which
apply at the time of entry. See the NRS Guidelines for a complete explanation for
each measure at www.nrsweb.org

Labor Status - The current job status at entry has a dropdown list which includes
three employment statuses. The employment status at entry will impact the Follow
Up Cohorts. See Section 3.9; Follow Up. The dropdown list includes the following
selections:

Employed - Participant is currently employed

Unemployed - Participant is not employed and looking for work

Not in the Labor Force - Participant is not employed and not looking for work
Hourly Wage at Intake - If employed, indicate the Participant’s hourly wage at the
time of entry (optional)

Click on Next Tab or mouseover to Instr. Areas tab

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other

=Program Year: | 2012-2013

= Instructional Area(s): | Select ALL Instructional Areas as applicable.
Adult Basic Education

English as & Second Language
High School Diploma

GED

Work Based Froject Learner
Fanmily Literacy Program

Workplace Literacy Program

Frogram for the Homeless

O000REEZO

« Prev Tab

=*Registration Date:

= Planned End of Service Date:

Update

o07/012012 [

06/30/2014 i8]

Registered By Registration Provider
PROVIDER ADMIN (ADMINF) | AURA LEARNING (Code: T0002)

Reset Form Update and Enter Assessment

Cancel

Next Tab »

Image 3.1g

Through the intake interview and assessment process, it will be determined which
Instructional Areas the Participant will be served. (Image 3.1g)

>

Program Year - The Adult Education service year begins July 1st and ends June 30t
of the following year. However, registrations now can continue across Program
Years. Select the Program Year in which the Participant is starting in the program.
Instructional Area(s) - Adult Education services the Participant will be receiving.
A Participant can have more than one Instructional Area selected.

HSD and GED can be selected together. However, a Participant cannot be enrolled in
both an HSD and a GED class concurrently.

Registration Date - The date the Participant registered for the program

Planned End of Service Date - The date the Participant should be completed with
the Program. This date can be in a future Program Year.

Click on Next Tab or mouseover to Credits/Tests tab
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http://www.nrsweb.org/

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other

High School Diploma Credits

# of Transferrable Credits Previously Earned  # of Credits Required for Completion = % of Completion

= |15 = |20 75.00%
GED Tests
0OSSID # of Actual GED Tests Previously Passed # of Practice GED Tests Previously Passed
=2
Registered By Registration Provider

PROVIDER ADMIN (ADMINF} | AURA LEARNING (Code: TOOOZ)

Update Reset Form Update and Enter Assessment Cancel
« Prev Tab Next Tab »
Image 3.1h
> High School Diploma Credits - If High School Diploma is selected as an

Instructional Area on the Instr. Areas tab, it is required to list the # of
Transferrable Credits Previously Earned and the # of Credits Required for
Completion. Once the record is submitted, the % of Completion will display. If the
% of Completion is at 50% or more, the Participant will be placed into the HSD
Follow Up Cohort. See Section 3.9; Follow Up. (Image 3.1h)

GED Tests - All Participants are required to list the # of Actual GED Tests
Previously Passed regardless of the Instructional Areas selected on the Instr.
Areas tab. The OSSID and the # of Practice GED Tests Previously Passed is
optional. (Image 3.1h)

Click on Next Tab or mouseover to Goals tab
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Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other
PRIMARY GOALS: Select ALL Goals as applicable. SECONDARY GOALS: Select ALL Goals as applicable.

GOAL Reduction in Receipt of Public Assistance

EDUCATIONAL GAIN - Default Goals - - —
Achieve Citizenzhip Skill O
* Improve Basic Literacy Skills
¢ Improve English Skills \/oting Behavior |
Participant Selected Goals General Involvement in Community Activities O
Achieve English Language Proficiency (ESL onhy) Involvement in Children's Education |:|
Pass One or More Official GED Tests | Involvement in Children's Literacy Related Activities | []
Aftain High School Diploma Credits Achieve Work-Based Project Learner Goals O
Obtain a GED O Other Goal 0
Qbtain a High School Diploma
Enrollin Pestsecondary Education O
Obtain Employment O
Retain/improve Employment |:|
Registered By Registration Provider
PROVIDER ADMIN (ADMINP) | AURA LEARNING (Code: TOQ0Z)
Update Reset Form Update and Enter Assessment Cancel
« Prev Tab Next Tab »

Image 3.1i

The Goals information will be collected on the ALP. Goals are no longer used for Follow Up
performance measurements. Primary Goals should be used for service planning.
Performance measurement is now based on Follow Up Cohorts. See Section 3.9; Follow Up.
(Image 3.1i)
e Default Goals - These are determined by the Instructional Areas
selected. Default goals are automatically displayed on the goals screen.
e Participant Selected Goals - Select all goals that the Participant is
planning to accomplish during the registration
e Secondary Goals - Select other Goals the Participant wants to complete
although there may not be specific instruction offered to achieve these
goals. Capturing Secondary Goal attainments does demonstrate local
programs are providing comprehensive services to their Participants.
(optional)

Click on Next Tab or mouseover to Funding tab
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Funding Other

« Prev Tab

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals
Select ALL funding sources as applicable.
Prog. Year Fiscal Agent Provider Selected?
2012 Aura 8D Federal - EL Civics Il
2012 Aura 5D Federal - General Instruction
2012 Aura SO State School Aid - Section 107
2012 BEAL CTY SD Other Il
2012 BEAL CITY 5D State School Ald - Section 107 | [
If "Other” funding, please specify: | ‘
R By R 1 Provider

PROVIDER ADMIN (ADMINF) | AURA LEARNING (Code: TO00Z)

Update Reset Form

Update and Enter Assessment

Cancel
Next Tab »

Image 3.1j

Funding Source selections are based on the Provider’s Funding Sources which are set up by

the State each Program Year. Select all applicable funding sources that are intended to
support Participant’s services. If “Other” funding is selected, the type of funds must be

described. (Image 3.1j)

Funding sources are allocated and tracked by Program Year. Due to this, funding source
tracking will be done at the Class record level and not at the Participant record level.
Funding sources on the Registration screen will be used to identify funding sources

intended to be used at program entry only.

Note:

e Other Funding are locally obtained funds.

Click on Next Tab or mouseover to Other tab

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other

2

« Prev Tab

= Receiving Distance Learning Services: () No

——————» Support Services:

®Yes =*Receiving Literacy
=*Correctional Facility: @ No O Yes
= Other Institutional Setting: @ No O Yes

Transportation: [] If "Other”, please specify

Child Care: []
Other: []

Regi By
PROVIDER ADMIN

3 —

Update Reset Form

Council Services: ®No O Yes

= Community Correctional Program: (&) No OYes
= Adult Learner Planon File: O'Noe @ Yes

4

Regi ion Provider
AURA LEARNING (Code: TOO02)

Update and Enter Assessment

Cancel

Image 3.1k

1. Itisrequired to select the appropriate No or Yes to each of the additional services

the Participant is receiving
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2. Support Services is optional and shows if the local program offers any additional
support services which assists Participants with additional needs

3. Click Update to save updated data. Click Submit to save new record.

4. Click Update and Enter Assessment to save new or updated data to all tabs and to
move to the Assessment module for the Participant.

Section 3.2 - Pre - Test Assessments

Click on the Assessments link on the Participants tab. (Image 3.2a)

Participants Provider Admin Reports Special Functions
Registration
Class Enrollments
Class Attendance
Planned Gaps

Program Exits

Follow Up

Image 3.2a

Once the Participant has been selected from the Search Results screen, the system will
navigate to the Participant’s Assessment History screen. (Image 3.2b)

MAERS Assessment - Assessment History

Registration ID | Participant Name | Local Stud. No Status Record Provider
11940858 JULE JMES ALC-ROO0M0 | Active as of 07/01/2012 | AURA LEARNING (Code: TOOO2)

Click on the 'Test Name' for the Assessment you wish to view or update

Test Test Test Test Instructional Test EFL EFL Anchor
PY Date Name Area Type Module
1 ) ]
2012 07/01/2012 TABE®E 4~ ABE/ASE Pre Test H'Q“B'E”:fénéf”’“i 4

7 —* Enter New Assessment ~ New Search

Image 3.2b

Beginning with PY 2011-12, a Participant can have up to two Pre-Tests, one for services in
the ABE/ASE Instructional Areas and a second for the ESL Instructional Area per program
year.
1. Clickonthe Test Name link to view, update, or delete a current Pre-Test
Assessment Test record (Image 3.2b)
Note:
e Only Assessments (Pre and Post) for the current program year can be updated or
deleted through October 25 following the Program Year end.
2. Click Enter New Assessment to enter a new Pre-Test Assessment Test record for
the Participant (Image 3.2b)
Note:
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e A Pre-Test is required before a Participant can be enrolled into a class.

Enter Assessment
Registration ID | Participant Hame | Local Stud. No Status Record Provider
11940655 JULEE JWES ALC-RO0010 | Active as of 07/01/2012 | AURA LEARNING (Code: T0OO02)

= Program Year: 2012-2013 =
= Test Date: fic|
= Test Type: M
= Select Test: Selectthe Test v
Registered On  Registered By Regiztration Provider

07012012 AURA LEARNING (Code: TODO2)

Enter Scores Reset Form Cancel
Image 3.2c

Fill in the required fields to begin entry of the Pre-Test: (Image 3.2c)

» Program Year - Select the Program Year to which the assessment applies

» Test Date - The date the Assessment Test was administered to the Participant

» Test Type - The type of Assessment Test administered to the Participant.
Dropdown list includes Pre-Test, Progress Test, and Post-Test.

» Select Test - Select the assessment test name from the dropdown list. Based on the
Instructional Area(s) selected for the Participant, the dropdown list may include the
following tests: CASAS (ESL), CASAS (ABE/ASE), TABE (9), TABE (10), GAIN,
WORK KEYS.

Note:

e Progress Tests are not an official test requirement and will only receive a
Miscellaneous option within the Select Test dropdown. This is because a Progress
Test is not a required assessment test by the state.

Tip:
e A previously administered test can be used as a new Pre-Test provided it is not more

than 180 days old. The original test administration date must be entered.

Click Enter Scores to enter scores, forms and form numbers for the Participant.

Enter Assessment Results For:

Registration ID  Participant Name | Local Stud. No Status Record Provider
11940655 JULIE JWES ALC-RO0010 | Active as of 07/01/2012 | AURA LEARNMNG (Code: TO00DZ)

Test PY: | TestDate: TestType: TestName:

2012 07/01/2012 | Pre Test CASAS(ESL)

Module Score Form Form No. EFL
ESL LISTENING v v Nane
ESL MATH v v MNone
ESL READING v hd Mone

Submit | ResetForm  Cancel
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Image 3.2d
Enter the Participant’s test scores from their assessment test along with the Form and
Form No. of the administered test. For a list of Form and Form Numbers, reference the
publisher’s guidelines or testing materials. (Image 3.2d)

Click Submit to save data for the new Assessment and the Assessment History screen will
display. To review the Assessment results, click on the Test Name link. (Image 3.2b)

Update Assessment

Registration ID = Participant Name  Local Stud. No Status Record Provider
11840656 JULE JIWES ALC-R00010 | Active as of 07/01/2012 | AURA LEARNING (Code: TODDZ)
TestPY: TestDate: TestType: TestName:
1 2012 07/01/2012 | Pre Test CASAS(ESL)
Module Score Form Form No. EFL

ESL LISTENING |220 ‘ [Law v a1 v :EE Intermediate

High Intermediate

ESL READING |22U ‘ ‘L&W v| 185 |»

2 ——>  Update Reset Form Cancel

3 ————  Delete

Image 3.2e

The results of the assessment scores will display as follows: (Image 3.2¢)

1. The highlighted bar shows the Educational Functioning Level (EFL) upon which the
Participant’s educational gain measurement will be calculated. This is called the
“anchor module”. The educational gain measurement is computed from the anchor
module of the pre-test to the same module of the post-test.

2. Click Update to save new or updated data to the Assessment

3. Click Delete to erase data to the Assessment due to data entry error

Note:

e Deleting a Pre-Test record should only be done if the incorrect Test Date or Test Name
was entered and correction is needed. Deleting a Pre-Test will also delete attendance
and class enrollments for the Participant.

Section 3.3 - Class Enrollments By Group and By Participant

Click on the Class Enrollments link on the Participants tab. (Image 3.3a)

Participants Provider Admin Reports Special Functions
Registration

Assessments

Class Enrollments By Participant

Class Attendance By Group

Planned Gaps

Program Exits

Follow Up

Image 3.3a
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Class Enrollment can be done either By Group or By Participant (Image 3.3a):
e (lass Enrollment By Group is a function which enrolls one or more
Participants into the same class at one time
e (lass Enrollment By Participant is a function which enrolls one
Participant into one or more classes at one time

By Group: Click on the By Group link. Alist of Classes will display.

MAERS Group Class Enrollment

Program Year: Provider:
2012-2013 AURA LEARNING (Code: TOD0Z)

Click on the 'Class ID" column to enroll/exit/delete multiple enrollees of this Class.

Show | 10 ¥ | entries Search:
Class Schedule
# CII?)E Name-  Instructor Location gum:lma Term
Class No nrofle Sun Mon Tue Wed Thu Fri Sat FLEX

AURA
ABE - MILLER, COMMUNITY Open

@ TOTERTTEAE gy MARY CENTER 1 ¢ Enny/Exit * : *
Room#: 28
ESL AURA
2 g rae TUTORING  JOHNS, LEARNING Open
2 LTE0 A2 . JOHN CENTER 1 ¢ Eniry/Exit .
201 Reom#: 101
AURA
gimos GED- WALTERS,  LEARNING Semester
e triineE oE WILLIAM CENTER 1 g ~Fall 2 £
Room#:
AURA
o5 GED - MILLER, LEARNING Semester .
- TOTEITAES 54 MARY CENTER 1 ¢ - Winter - * - *
Roomé: 14
AURA HIGH
01 as. HSD - WALTERS, - Open
1078017264 01 WILLIAM SCHOOL 1 Q Eniry/Exit x X X X X

Room#: 23C
Showing 1 to 5 of 5 entrie!

New Search —2

Image 3.3b

1. Click on the Class ID link of the Class to enroll Participants (Image 3.3b)
2. Click New Search if the Class needed is not listed (Image 3.3b)

Enter/Update Class Enrollments by Group
L s Instructor Term Location 1 Begmz Cut Off End 3 Capac? Open PY
Hame Ho \ \ \ \
AURA LEARMING CENTER
GED 301 MILLER Semester - 1 0110712013 | 0410172013 | 061062013 | 25 2012
MAR Winter 2013
Room Ho: 14
Admit After Start? = Instructional Area Instructional Setting Schedule Provider
Mon: 08:00am - 10:00am .
Yes GED Classroom / Distance Education |y paiona ™ 10 0gam | AURA LEARNING (Code: TO002)
Class Atendance by Group 5
Search:
Birth Local Reg. Classes Sched. Enroliment Class Passed
= TE P Date Stud.# Date Taken Hrs Date Exit Date Class? feing
GERKIN, o ALG- somnin 3 . P 7 5 O
1 e 0314/1886 oo 08202012 2 240 01072013 [l ) F] i
. JIVES, JULIE BLC- . P O
2 i oorereal oo 07/01/2012 3 240 0102012 oA =] ] Dotete
Save Reset Form Cancel
6 —* Enroll New Participants New Search

Image 3.3c

Participants already enrolled into the class are displayed. If no Participants are enrolled, a
list is not displayed. (Image 3.3c)

1. Begin - The first day of scheduled instruction for the Class

2. Cut Off - The last day a Participant can be enrolled into the Class

3. Capacity - The number of Participants the Class can accommodate

4. Open - The number of open spots available for additional Class Enrollments
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Note:

e [tisimportant to check the Cut Off Date and the Open data items to determine if any
more Participants can be enrolled into the class otherwise an error message will

display.

5. Search - To search for one or more Participants currently enrolled in the Class, use
the Search box. See Chapter 1, Getting Started; Section 1.3, Search Functions.

6. Click Enroll New Participants to enroll additional Participants into the Class. This
will navigate to a Filter Participants to Enroll in Class screen.

Filter Participants to Enroll in Class

Class Class
Name No

GED

MILLER, Semester -

AURA LEARNING CENTER
MARY Winter !

301 01/07/2013 | 04/01/2013 | 08/08/2013 | 25
Room Ho: 14

Instructor Term Location Begin | CutOff End  Capacity | Open| PY

2012-

= 2013

Admit After Start? | Instructional Area Instructional Setting Schedule Provider

Mon: 08:00am - 10.00am
Wed: 08:00am - 10:00am

Yes GED Classroom / Distance Education

AURA LEARNING (Code: T0002)

Filter Criteria

Last Name Starts with: Local Student Ho Starts with:

2——% Search Reset Form Cancel

The yellow box above is a data filtering tool. It can be used to show you a list of your
Registered MAERS Participants by Participant "Last Name". The filter box provides for
two search options:

All = No Search String selections. All participants that have a registration instructional
area that overlaps wisI]h the instructional area for this class will be displayed.

.

Last Name = A text entry that will list all Participants whose Last Name starts with the
user-entered search string.

Local Student Number =%\ text entry that will list all Participants whose Local Student
Number starts with the usarran[ere(riysearch string.

.

Image 3.3d

1. To find a specific Participant to enroll into the class, use the Filter Criteria functions
(optional) (Image 3.3d)
Last Name Starts with - This filter will locate one or more Participants

Note:

whose last name matches the data entered

Local Student No. Starts with - If the complete Local Student Number
is entered, this filter will locate one specific Participant. If part of the
Local Student Number is entered then one or more Participants whose

number matches the data entered will be located.

e You can choose not to use the filter criteria which will then display a list of all
Participants who have an Instructional Area that matches the Instructional Area of
the class and who are not already enrolled in the class. To do this, leave the Filter
Criteria fields blank and click Search.

2. Click Search to display the filtered Participant or to display a list of Participants who
can be enrolled into the Class
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Select Participants to Enroll in Class
Class Class 3 . -
Mame No Instructor Term Location Begin Cut Off End Capacity Open PY
AURA LEARNING CENTER
1 Semester - P
GED 3m r‘l!'LE,R' ...:m_zl.r 1 01/07/2013 | 04/01/2013 | 08/06/2013 | 25 22 f014
MAR Winter ) 2013
Room Ho: 14
Admit After Start? Instructional Area Instructional Setting Schedule Provider
Yes GED Classroom/ Distance Education | oM 08:00am-10:00am | 0, ) £ puNG (Code: ToO02)
Wed: 08:00am - 10:00am
Filter Participants to Enroll in Class: | Lastame | Local Student No
All Participants | All Participants
1
2, Search-
# Participant Birth Local Reg. Classes Sched. Enroliment Engoll’?
Date Stud.# Date Taken Hrs Date
1 ENOS, ELAINE 041711978 ALC-RO0031 05/24/2012 0 ] av07/z013 [ [F
2 GLASSEROCK, GAYLE 01/01/1881 ALC-ROD023 11/01/2012 0 0 otior/zata [l L
3 JIVES, JULIE J. 09/19/1981 ALC-RO0010 07/01/2012 0 0 01072012 [ [F]
4 KINGSLEY, KYLE 09/19/1581 ALC-RO0011 03/01/2013 0 0 oz01zata [ F
MUNSON, MARK 04/17/1972 ALC-RO0013 04/01/2013 0 ] 0si01/za13 [ [F]
= CESTERLE, CLIVER 06/13/1965 ALC-ROD015 07/01/2012 0 0 otio7/za1a [l L}
3 —— Save and Search Again Save and List Class Participants ance 3

Alist of the Participants who can be enrolled into the Class will be displayed. This list is
determined by the filter criteria used. (Image 3.3¢)

1.

2.

Note:

Enroll - Click in the Enroll check box to select one or more Participants to enroll
into the Class

Enrollment Date - This is the date the Participant begins instruction in the Class.
A Participant can be enrolled into the Class before a Class begins. However, the
Enrollment Date entered must be between the Class Begin Date and the Class Cut Off
Date inclusive of these dates. The default value for the Enrollment Date will be
either the Participant’s Registration Date or the Class Begin Date, whichever is later.

If a Participant’s Registration continues into the next Program Year, the default date
will always be the Class Begin Date.

Click Save and Search Again to save the Participant(s) chosen to be enrolled. After
enrolling the Participants into the Class, the system will navigate back to the Filter
Participants to Enroll in Class screen to do an additional search. Or click Save and
List Class Participants to save the Participant(s) chosen to be enrolled. The
Enter/Update Class Enrollments by Group screen will be redisplayed with the
Participants enrolled into the Class.

By Participant: Click on the By Participant link. Once the Participant has been selected
from the Search Results screen, the system navigates to the Enter/Update Participants
Class Enrollments screen.
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1.

Enter/Update Participant Class Enrollments

+ Participant is not currently enrelled in any Classes. 1

"“m":“:"t E'a’t“e" st:g:rlt 4  Reg.Date Beginning EFL Ending EFL  Scheduled A':’w"f:"

JVES, JULE 09191581 | ALC-RO0OTD | 0712012 ABE | 2012 | High intermediate Basic Ed. | ABE ABE
VR R S ERTERE | LRI RORTETE Tesl (2012 nigh mtermedinte ESL | ESL ESL

.-.1.--|
limarnits

\3

Class Name Class Number Instructor Term

Enrolled Class

Class Lotation - Scheduled Attended Class Class
No Hours Hours Begin Date End Date

Cancel

2 = Enroll in New Classes?

Image 3.3f

If the Participant has not had any class enrollments, a message will be displayed

(Image 3.3f)

Click Enroll in New Classes to display a list of available classes. The Class list
displayed will have an Instructional Area that matches one of the Instructional

Areas of the Participant. (Image 3.3f)

This is a timeline which is a quick reference tool to view the service history for a
Participant. When services have not been entered, the timeline does not provide
any enrollment or planned gap information. Refer to Section 3.6; Planned Gaps.

If the Participant has class enrollments, a table of all active classes, inactive classes, and
planned gaps in service from the date of Registration will display in chronological order.
This is displayed in the image below. (Image 3.3g)
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Note:

EnteriUpdate Participant Class Enroliments

O Loce
\“"“‘"‘ - s s Mg Cute Larsest Bagewing (1L Latest Erding L1 Shedded o

o o etare 0 s
£ aweey s

Chick the Envolied Class I link 10 view all participants currently envolled in this class

Clch the 'Class Name', “Testructor’, or Location’ column links 1o view'odit detailed Class, Instructor, o Location information
Chick the 'Passed Class’ box and then click SAVE 10 indicate that the participant has passed this Class.

Chick the Delete 7 box and then click SAVE 1o Delete the participant from this Class.

Enter the Participant's Class Exit Date in the Exir’ box .)mft.‘-cn click SAVE to exit the participant from this Class

o [ 1

\ B teprraeng (11 g (1L ABended Wowsrs
ot
o eca

t Weh b L Asserces t s
' v » -
Clans Program Year: 2012 Ervolied Class # 1. Class Provader Amlr%;:(w.‘ﬂn / /

Chass
Clans Clas s Locabon Sehedused Anerded Crare
Cluas s Rave - atructor Term = Slours Hours

‘arere

3] ° ‘ 0 QLU0 7, Ot

) e Booom o 14 3 \ \
trece / (= / :-.no-n’un‘/ Clans Hes 00.60em- 1000en
SL8201) 12 00an

Khedde

L Date 10201 Lrd Dute 1082 oty
Clans Program Yesr: 2012 Eowotied Clans # 2 . Clans Proveser: AURA LEASIING (Code: T0002)
Clnn
- Clans E Class Location Khedued  ATended Cane
Cheos Fame Lt Betructor SO Rowwm e oy Hours S (e Dt
-
Room Mo 201

(reon (= Passed Clans? Cless
V282012 2 ProeYys Fi= Schedee Oeiete

_— Save Reset F cem ancel

1
\ Save and Envoll in New Clasa?

Participant Header -The header will provide cumulative information from the
Registration date to current date. Registrations continuing across multiple program
years will combine the Scheduled and Attended Hours information across all years.
It will also show the beginning EFL from the year of Registration and the EFL from
the last post-test on file.

Participant Sub Header - The sub header will provide information for each
individual Program Year

Enroll - This is the date the Participant begins instruction in the Class. A
Participant can be enrolled into the Class before a Class begins, however the
Enrollment Date entered must be between the Class Begin Date and the Class Cut Off
Date inclusive of these dates. The default value for the Enrollment Date will display
either the Participant’s Registration Date or the Class Begin Date, whichever is later.

If the Registration continues into the next Program Year, the default date will always
be the Class Begin Date.

Exit - The last date the Participant attended the Class

Passed Class - Once the Participant is exited from the class, check the Passed Class
box if the participant passed the class curriculum

Class Schedule - A display of the days and time of the week the Class is scheduled
to meet

Delete - This function deletes the Participant from the class. If attendance hours
have been entered, it will delete the hours for this class. Delete should only be used
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to remove Participants who were either incorrectly enrolled in the Class or never
attended the Class.

8. Scheduled Hours - The number of instructional hours scheduled for the Class

9. Attended Hours - The number of hours the Participant has attended a Class to date

10. Class Begin Date - The first day of scheduled instruction for the Class

11. Class End Date - The last day of scheduled instruction for the Class

12. Click Save or Save and Enroll in New Class. The Save button updates the
Participant record with the changes and the Enter/Update Participant Class
Enrollments screen is redisplayed. The Save and Enroll in New Class updates the
database with the entered changes and navigates to the Enroll Participant to New
Classes screen.

Enroll Participant to New Classes
Participant Birth Local P " Aftended
Name Date Student # Req. Date Beginning EFL Ending EFL | Scheduled Hours
ABE | 2012 | High Intermediate Basic Ed. | ABE ABE |0
JIVES, JULE J. | 09191981 | ALC-R00010 | 07/01/2012
ESL | 2012 | High Intermediate ESL ESL ESL [0
Click on the 'Enroll?’ column to Enroll this participant to the corresponding Class.
Fill-in the "Enrollment Date’ column to specify the beginning of the participant's enrollment.
Schedule
Class | Class |\ ictor Location Term - Enroliment e one
Name o. Sun | Mon Tue Wed Thu Fri| Sat | FLEX Date
AURA LEARNING
= . -
Est 201 | JOHNS, JOHN | CENTER 1 Open X |jomozoiz EE| [
UTORING Entry/Exit
Room No: 101
WALTERS AURA LEARNING | Semester - T TT—
€I 3 iam CENTER 1 Fall S R T I I e =
AURA LEARNING | oo .
GED 301 | MILLER, MARY | CENTER1 e =2 ]=2]=[=]¢= - ||oto7rzo13  |EH
Room No: 14 e +
3 —’ Save and List Enrolled Classes Reset Form Cancel ' )

The Enroll Participants to New Classes screen allows the User to enroll a Participant
into one or more of the available Classes listed. (Image 3.3h)
1. Enrollment Date - This is the date the Participant begins instruction in the Class.
A Participant can be enrolled into a Class before the Class begins, however the
Enrollment Date entered must be between the Class Begin Date and the Class Cut Off
Date inclusive of these dates. The default value for the Enrollment Date will display
either the Participant’s Registration Date or the Class Begin Date, whichever is later.
Note:
e Ifa Participant Registration continues into the next Program Year, the default date
will always be the Class Begin Date.
Enroll - Click in the Enroll check box to enroll the Participant into the Class(es)
3. Click Save or Save and List Enrolled Classes to process the Enrollments

N

Section 3.4 - Monthly Attendance By Group and By Participant

Click on the Attendance link on the Participants tab. (Image 3.4a)
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Participants Provider Admin Reports Special Functions

Registration

Assessments

Class Enrollments

Class Attendance By Participant

Planned Gaps By Group

Program Exits

Follow Up

Image 3.4a

Monthly Attendance can be done either By Group or By Participant: (Image 3.4a)
* (Class Attendance By Group allows the entry of monthly attendance for
one or more Participants for one class at a time
* (Class Attendance By Participant allows the entry of monthly
attendance for one Participant in one or more classes at one time

By Group: Click on the By Group link. The local program’s classes will display.

MAERS Group Class Attendance
Program Year: Provider:
2012-2013 AURA LEARNMNG (Code: TO00Z)
Click on the 'Class ID7 column to record for ip of this Class.
Show |10 ¥ entries Search:
Class Schedule
Class : lumber
# D Name- Instructor  Location Enrolled erm i
Class No A Sun Mon Tue Wed Thu Fri Sat FLEX
AURA
gt ASE - MILLER, COMMUNITY Open :
i OTEOIT2M. o MARY CENTER 1 . EntryExit & - 2
Room: 28
ESL AURA
= o TUTORING  JOHNS, LEARNING s Cpen .
v " . JOHN CENTER 1 Enty/Exit
201 Room#: 101
AURA
R GED - WALTERS,  LEARNING Samaster
= ares 301 WILLIAM CENTER 1 ¢ -Fanl & &
1 Roome:
AURA
a7 2 SED MILLER, LEARNING . Semester -
4 toveorrzse O MRy centesr ¢ - Winter * B
Room: 14
- . AURA HIGH
1878 1T HSD - WALTERS, Open ¢
[ 0780172804 SCHOOL 1 ] ® ® ® ® ox
4 WILLIAM Fr Entry/Exit
Showing 1to § of & entries
2 =" HNew Search

Image 3.4b

1. Click onthe Class ID link of the Class needed to enter Monthly Attendance
2. Click New Search if the Class needed is not listed (Image 3.4b)
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Enter/Update Class Attendance by Group

Class Name  Class Ho  Instructor Term Location Begin Cut Off End Hours
GED 301 MILLER, MARY | Semester - Winter AURA LE’;RIA”"G CENTER 01/07/2013 | 04/01/2013 | 06/06/2013 | 120
Room MNo: 14
Schedule Instructional Area Instr. Setting PY Provider

Mon: 08:00am - 10.00am

Wad: 02:00am - 10:00am GED Classroom/ Distance Education | 2012-2013 | AURA LEARNING (Code: TO00Z)

2
1 Class Enroliment by Group

k] x
Attendance Month: June 2013 v Load Attendance for another Month

Fill-in the 'Regular Hours" and/or 'Proxy Hours' columns record attendance for this Class.

Class Attendance Records for: June 2013
# Participant g::g C.:.:i:is :‘:Ler‘:' J:L ":Is En ﬁo‘ﬁ::em g I:‘:‘s E";g U::__:e Regular Hours Proxy Hours
Date Hours
1 | FULLER, FREDERICK 09/19/1981 1 120 010772013 0
2 | GERKIN, GREG 03/1411856 | 1 120 01/07/2013 0
3 | HANKS, HAROLD 02021982 1 120 0211572013 0
4 | JWES, JULE J 08/18M1881 | 2 220 01/07/2013 0

Save and go to previous month

Save Reset Form Cancel

New Search

Image 3.4c

Adult Education policy requires that attendance must be entered by the end of the month
following the attendance month. For example, May attendace must be entered by June 30th.
(Image 3.4c)

1. Attendance Month — The dropdown list includes every month the Class is
scheduled to meet and subsequently would require attendance. From the list, select
the month in which to enter attendance hours. The initial displayed month has one
of two default values:

e It defaults to the previous month for which attendance is required. For
example, if today’s date is October 8t, the default month will be
September.
e Ifthe Class has ended, the default month will be the last month the Class
was in session
Note:

e Ifthe Class has ended but today'’s date is within the month the Class ended, the first
bullet point above applies.

2. Load Attendance for another Month — Once a month is selected, click Load
Attendance for another Month to load Class Attendance Records for that specific
month

Note:

e Ifthe Participant was not enrolled during any given month that the class was in

session, the Participant’s name will not display in the Participant list.
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1.

Class Enrollment by Group

Attendance Month: | January 2013 8 Lot

A Any unsaved Eham%ea will be lost. Please
"Cancel" and then "Save" your changes,
or else click "Yes" to continue.

Fill-in the ‘Regular Hours" and/oi 1is Class.
Class J
# Participant E"a':; Cﬁf;“ mﬁ‘: You Cancel Regular Hours  Proxy Hours
1 | FULLER, FREDERICK | 09/19/1881 | 1 120 VIR0TS U
2 | GERKIN, GREG 031411956 | 1 120 07RM3 |0
3 | HANKS, HAROLD 02021882 | 1 120 02152013 |0
4 [ IVES, JULE S 0191881 |2 220 0107RM3 |0

Save and go to previous month

Save Reset Form Cancel

New Search

Image 3.4d

Reload Attendance Warning - After clicking Load Attendance for another
Month, the Reload Attendance Warning box will always display. This alerts the user
that any attendance hours entered on the current month that were not saved will be
lost if Yes is clicked. (Image 3.4d)

Class Enrollment by Group
Attendance Month: February 2013 ~ Load Attendance for another Month
Fill-in the "Regular Hours' and/or "Proxy Hours' columns record attendance for this Class.
Class Attendance Records for: February 2013
Class Total
. Birth Classes Sched. Total Entry = Update

# Participant Date Taken Hours T Enrollment Class Date Date Regular Hours Proxy Hours

Date Hours
1 | FULLER, FREDERICK 09/19/1981 1 120 29 01/07/2013 29 15 5
2 | GERKIN, GREG 03/14/1956 1 120 30 01/07/2013 20 12 5
3 | HANKS, HAROLD 02/02/1382 1 120 02/15/2013 o 0 3
4 | JMES, JULIE J 09191331 2 220 20 01/07/2013 20 10 10

2 ——+ Saveand gotonextmonth  Save and go to previous month  +———— 3
1——— | Save Reset Form Cancel
New Search

Fill in the attendance hours for all of the Participants for the selected month. (Image 3.4€)

Note:

Note:

Hour data fields will display with Regular Hours and/or Proxy Hours. These fields are
determined by the Instructional Setting of the class. Any method that involves distance
learning will populate Proxy Hours.

Click Save to save any new or updated attendance hours

Click Save and go to next month to save any new or updated attendance hours. The
screen navigates to the next month to save, update, or view attendance hours for
that month.

Click Save and go to previous month to save any new or updated attendance hours.
The screen navigates to the previous month to save, update, or view attendance
hours for that month.

Another attendance month can also be selected from the dropdown list and click Load
Attendance for another Month.
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By Participant: Click onthe By Participant link. Once the Participant has been selected
from the Search Results screen, the system will navigate to the Participant’s Enter/Update
Single Participant Attendance screen.

Enter/Update Single Participant Attendance

Participant Birth Local " . " Attended
Name Date Student & Req. Date Earliest Beginning EFL Latest Ending EFL Scheduled Hours
ABE | 2012 | High Intermediate Basic Ed. | ABE ABE | 50
JWVES, JULEE J. | 09/19/1881 | BLC-RO0010 | 07/01/2012 220
ESL | 2012 | High Intermediate ESL ESL | 2012 | Advanced ESL ESL |45

Click on the ‘Group Attendance for Class # link to edit Attendance for all participants currently enrolled in this class.
Click the 'Class Name', ‘Instructor’, or "Location’ column links to view/edit detailed Class, Instructor, or Location information.

PY Beginning EFL Ending EFL Attended Hours
2012 ABE High Intermediate Gasic Ed. ABE None ABE 50
ESL High Intermediate ESL ESL Advanced ESL ESL 45

Class Program Year: 2012 Group Attendance for Class # 1 - Class Provider: AURA LEARNING (Code: T0002)

Class Location Class
Class Hame | Class Number Instructor Inst. Method - Scheduled | - Attended Class Begin - Enroliment -
Hours Hours End Date .
Room No Exit Date
AURA LEARNING
Classroom / — 01/07/2013- 01/07/2013-
3 3 1 LARY - . -
GED o MLLER MARY | bistance Education | Concn ' 120 = 0810612013 0510172013
Room No: 14
Update = Regular Proxy Update Regular Proxy Update Reqular Proxy
(i Date Hours | Hours L= Date Hours Hours Ceit Date Hours Hours
012 |- A A § 1 \
duizniz A A o |- A 5 A dar | orzozoiz | [10.00
Aug 2012 | - NiA A <0 i
. ; . Dec , . Apr
Sep 2012 | - M MiA 012 - MiA A 2013 -
Oct2012 | - MiA NiA Jan May
__.-—-Wummm‘ 10.00 a013 | ”
2 =
25'133 0772002012 | [10.00 10.00 ngqg - NIA s
I— Save Reset Form Cancel

N/A - An N/A will display for months that do not require attendance for the
Participant due to the following reasons:

e Participant was not enrolled during that month

e (lass was not in session during that month

e Attendance cannot be entered for future months
Update Date - Displays the date attendance was entered or last updated
Regular/Proxy Hours -Enter attendance hours as appropriate for Regular and/or
Proxy Hours

Hour data fields will display with Regular Hours and/or Proxy Hours. These fields are
determined by the Instructional Method of the class. Any method that involves
distance learning will populate Proxy Hours.

Click Save to save the attendance record

Section 3.5 - Class Exits and Deletions By Group and By Participant

Class Exits and Deletions are done using the Class Enrollments functions which are found on
the Participants tab. Class Exits and Deletions from a class can be done either By Group or
By Participant. (Image 3.5a)
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Participants Provider Admin Reports Special Functions

Registration
Assessments
Class Enrollments By Participant

Class Attendance By Group
Planned Gaps

Program Exits

Follow Up

Image 3.5a

By Group: Click on the By Group link. The local program’s classes will display.

MAERS Group Class Enroliment

Program Year: Provider:
20122013 AURA LEARNING (Code: T0002)

Click on the 'Class ID" column to enroll/exit/delete multiple enrollees of this Class.

seacn[ ]

Class Number Schedule
Name-  Instructor Location Enrolled Term
Class No nrofie Sun Mon Tue Wed Thu Fri Sat FLEX
AURA
- ABE - MILLER,  COMMUNITY Open
i RELES 101 MARY CENTER 1 e EningExit e - X - -
Room#: 28
ESL AURA
5 TUTGRING  JOHNS, LEARNING . Open Y
o JOHN CENTER 1 Entry/Exit N N N
201 Room#: 101
AURA
e GED- WALTERS,  LEARNING Semester
2 WED WILLIAM CENTER 1 0 -Fall - £ - % - -
Room#:
AU
GED- MILLER, LEARNING Semester
S om0 gy, MARY CENTER 1 g ~Winter - 23 - 23 S
Room#: 14
AURA HIGH
5 iovuirzes \ieO” WhiTERS: scHooL 1 0 g"s;,a . - x % X X x
Room#: 23C AEu=t

Showing 1to 5 of 5 entrie!

New Search — 2

Image 3.5b

1. Click onthe Class ID link of the Class needed to exit or delete Participants
2. Click New Search if the Class needed is not listed (Image 3.5b)

Enter/Update Class Enrollments by Group

:';:; ‘:'::’ Instructor Term Location Begin | CutOff End | Capacity Open  PY
AURA LEARNING CENTER
GED 301 MILLER, Semesier - 1 DUO7/2013 | 0410172013 | 06/08R013 | 25 2 | Wz
MARY Winter 2013
Room No: 14
Admit After Start? i Area i Setting Schedule Provider
Yes GED Classroom / Distance Education ,’:,i’l; nnénnnn‘;ﬁ'lnn Dnnn‘;';‘ AURA LEARNING (Code: TO00Z)

Class Attendance by Group

¢ P s B o Lo o Bop o G Soea  Cmmen o dwe o P g
1

1 z:;;""' 03/14/1956 :;5)07 08/29/2012 2 240 |01m-‘2013 ‘"‘E \ ‘tﬁ E\D DELM

2 :::gfc 021021882 28;34 02152013 1 120 [o2r152013 ‘}'ﬂ 021722013 ‘j:g O

3 JVESAULE  gangremn BLE T2tz 2 220 [orroz0ia [Ld | [

4 ;::’:gim' 041711879 2;:315 0401/2013 1 120 [o4m1i2013 \':E [ \‘:E

4= save Reset Form Cancel

Enroll New Participants New Search

Image 3.5c



1. Class Exit Date - Enter the last date the Participant(s) attended the Class. A
confirmable warning message will display if attendance hours exist in a month after
the entered Exit Date.

2. Passed Class - Once the Participant is exited from the class, check the Passed Class
box if the participant passed the class curriculum

3. Delete - If checked, this function deletes the Participant(s) from the Class. If
attendance hours have been entered, it will delete the Participant’s hours from the
Class. Delete should only be used to remove Participants who were either
incorrectly enrolled into a Class or never attended the Class.

4. Click Save to update the Participant’s record with the changes and the
Enter/Update Class Enrollment by Group screen is redisplayed (Image 3.5c)

1 Enter/Update Class Enrollments by Group

e

f’
= Warning for Participant: HANKS, HAROLD DOB: 02/02/1982: ) ) ]
There are Attendance records attached to this enrollment. They will be deleted if you click on ‘Confirm’ at the end of this page.
= If the information you entered is correct, please ‘Confirm’ to submit the record

2—— Confirm Reset Form Cancel

Enroll New Participants New Search

Image 3.5d

1. When deleting Participant(s) who have Attendance hours, a warning message is
displayed. Delete removes attendance for all months. When exiting Participants
who have attendance hours entered after the exit date, the same message will be
displayed but also showing the Attendance months affected.

2. Click Confirm to delete the Participant(s) from the Class and to delete their
Attendance hours (Image 3.5d)

By Participant: Click onthe By Participant link. Once the Participant has been selected
from the Search Results screen, the system will navigate to the Participant’s Enter/Update
Participant Class Enrollments screen.

PY Beginning EFL Endling EFL Attended Hours
2012 ABE Beginning ABE Lileracy ABE High Intermediate Basic Ed ABE 0
ESL High Intermediate ESL ESL Advanced ESL ESL 50
Class Program Year: 2012 Enrolied Class # 1 - Class Provider: AURA LEARNING (Code: T0002)
Class 1 Class instruct . Class Location - Scheduled | Attended | C125% Class
ass Hame Number nstructor erm Room Ho Hours Hours hate End Date
AURA LEARNING CENTER
GED 301 LR Somectee 0 01/07/2013 | D6/0612013
WAR Winter
1 Room No: 14
Enrol: ] Exit | Passedciass: Casa | Mo 0800am- 030am
0102013 041712013 | -—2 Schedule: ;ueuuﬂm am- O pelete?
Planned Gap #1
Begin Date: | 10/16/2012 End Date: 010912013 Notes: Ho classes offered
Class Program Year: 2012 Enrolied Class #2 - Class Provider: AURA LEARNING (Code: T0002)
o Class o = Class Location - Scheduled | Attended g‘“s Class
ass Hame Number nstructor erm Room Ho Hours Hours DZ%‘E” End Date
= AURA LEARNING CENTER
. 201 JOHNS, JOHN | Semester- Fall | 1 100 50 07/01/2012 | D6/30/2013
Room Ho: 101
Enroll: Exit: Passed Class?: Class e
0TiRe2 [ [ O Schedule: | e Schedule ] petete
/ Save Reset Form Cancel 3
n
\\ Save and Enroll in New Class?
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1. Class Exit Date - Enter the last date the Participant(s) attended the Class. A
confirmable warning message will display if attendance hours exist in a month after
the entered Exit Date.

2. Passed Class - Once the Participant is exited from the class, check the Passed Class
box if the participant passed the class curriculum

3. Delete - If checked, this function deletes the Participant(s) from the Class. If
attendance hours have been entered, it will remove the Participant’s hours from the
Class. Delete should only be used to remove Participants who were either
incorrectly enrolled into a Class or never attended the Class.

4. Click Save or Save and Enroll in New Class to update the Participant’s record with
the changes (Image 3.5€)

Section 3.6 - Planned Gaps in Service

Planned Gaps are found within the Participants tab. (Image 3.6a)
A Planned Gap is a planned break in the Participant’s services. Local programs must track
gaps in services that will be 90 days or more in length to keep the Participant’s Registration
active. This must be done because USDOE requires all Participants to be program exited
after 90 days of no service and who have no additional planned services. See Chapter 5; 90
Day System Exits. Following are a few examples of when a Planned Gap can be used:

e Lengthy illness, transportation, or work conflict issues

e Summer break

e Next class is not offered within 90 days

Participants Provider Admin Reports Special Functions
Registration
Assessments
Class Enrollments
Class Attendance
Planned Gaps

Program Exits

Follow Up

Image 3.6a

Once the Participant has been selected from the Search Results screen, the system will
navigate to the Participant’s Planned Gap History screen.

Planned Gap guidelines:
e APlanned Gap can extend into the next Program Year for continuing
Registrations
e A Planned Gap is limited to 180 days
e APlanned Gap and a Class Enrollment cannot overlap
e A Participant cannot have two consecutive Planned Gaps. The
Participant must have a Class Enrollment between Planned Gaps.
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Planned Gap History

Registration ID | Participant Name Local Stud. No Status Record Provider
11940858 JULE JIWES ALC-R0O00MD | Active as of 07/01/2012 | AURA LEARNING (Code: TOOO2)

Click on the 'II¥ link to view/update that Planned Gap record

Search:
Row # 1D Begin Date End Date Notes

Mo dsts avsilsble in table

1 ¥ Enter New Planned Gap

Image 3.6b

1. Click Enter New Planned Gap to enter a new Planned Gap record for the Participant
(Image 3.6b)

Create Planned Gap

Registration ID = Participant Name | Local Stud. Ho Status Record Provider
11940656 JULIE JIWES ALC-RO0O0T0 Active as of 07/01/2012 | AURA LEARNING (Code: T0O0Z)
=" Begin Date: 10/01/2012 314—1

=" End Date: 01/06/2013 E]“_ 2

More than 90 days between classes.

—

3
= Notes:

Record Created on:
Record Last Updated on:

Record Last Updated by:

4 —l' Reset Form Cancel

Image 3.6¢

1. Begin Date -The first date of the Planned Gap
2. End Date - The last date of the Planned Gap

e Begin and End Planned Gap dates cannot overlap any Class Enrollment dates.
3. Notes - Provide a descriptive note as to the reason for the Planned Gap
4. Click Submit to save the new data (Image 3.6c)

Planned Gap History

‘ + The Planned Gap information was successfully saved in the database. #———1

Registration ID | Participant Name Local Stud. No Status Record Provider
11940656 JULE JNVES ALC-R00010 | Active as of 07/01/2012 | AURA LEARNING (Code: TODOZ)

Click on the "D link to view/update that Planned Gap record
2

Search
Row # 1D Begin Date End Date Notes

1 1078077742 10/01/2012 01/08/2012 More than 90 days between classes.

Image 3.6d

1. A confirmation message will display if the Planned Gap is successfully saved. A
detailed error message will display if the Planned Gap cannot be saved.
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2. Alink to the Planned Gap will be available to update or view the Planned Gap
details. (Image 3.6d)

Gaps
Enroliments
8/M/2012 1/2012 /’1312"‘7 1111/2012 12/1/2012 1/1/2012 2/1/2013 31/2013 4/1/2012
B 3 Ly 9282012
PY Beginning EFL Ending EFL Attended Hours
2012 ABE Beginning ABE Literacy ABE High Intermediate Basic Ed. ABE o
ESL High Intermediate ESL ESL Advanced ESL ESL 50
Class Program Year: 2012 Enrolled Class # 1 - Class Provider: AURA LEARNING (Code: T0002)
cl " Class Inetruct T Class Location - Scheduled Attended glas_s Class
ass flame Number nstructor erm Room No Hours Hours S End Date
AURA LEARNING CENTER
GED 301 MILLER, SemESiG 1 120 0 01/07/2013 | 06/06/2013
MAR Winter
Room No: 14
Enroll: Exit: Passed Class?: Class "'_“'U Tj DU%'DDDDEm - 10:00am
010R013 Ji 0401772013 ] Schedule: | ;o =AM O pelete?
1 = planned Gap #1
Begin Date: 10/16/2012 End Date: 01/09/2013 Notes: No clazses offered
Class Program Year: 2012 Enrolled Class # 2 - Class Provider: AURA LEARNING (Code: T0002)
cl N Class e T Class Location - Scheduled Attended gl‘“.s Class
ass llame Number nstructar erm Room No Hours Hours D?L‘n End Date
EaL AURA LEARNING CENTER
_G_O AING 20 JOHNS, JOHN | Semester - Fall 1 100 50 07/01/2012 | 0613002013
Room No: 101
Enroll: Exit: Passed Class?: Class
0Ttz L [ O o Flex Schedule Delete?
Image 3.6e

Once a Planned Gap record is saved, the Planned Gap can also be viewed on the Class
Enrollment By Participant screen. This screen provides a full picture of the Participant’s
activity from their Registration Date up to the end of the current Program Year.
1. A Planned Gap record displays in a different color from Class Enrollments. A link to
the Planned Gap record is available to Update or View the Planned Gap details.
2. Atimeline is viewable as a quick reference tool to view Enrollments, Gaps, and
Unplanned Gaps in Service
3. By doing a mouseover the bullet points, a date will display. These dates are one of
following: (Image 3.6€)
e Begin Date for a Class
e Exit Date for a Class
e Begin Date for a Planned Gap
e End Date for a Planned Gap
e Today’s date

Section 3.7 - Post - Test Assessments

Assessments are found on the Participants tab. (Image 3.7a)
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Participants Provider Admin Reports Special Functions

Registration

Class Enrollments

Class Attendance
Planned Gaps
Program Exits

Follow Up

Image 3.7a

Once the Participant has been selected from the Search Results screen, the system will
navigate to the Participant’s Assessment History screen.

MAERS Assessment - Assessment History
Registration ID  Participant Hame Local Stud. No Status Record Provider
11940858 JULEE JVES ALC-RO0010 | Active as of 07/01/2012 | AURA LEARNING (Code: T0002Z)

Click on the ‘Test Name' for the Assessment you wish to view or update
Test Test Test ~ Test Instructional . Test . EFL S EFL Anchor a
PY Date ™ Name Area v Type ~ e Module v
2012 070172012 sTTREs T High Intermediste .

Bssic Ed
2012 070172012 ESL Pra Tast High Intermediste ESL
2012 10/01/2012 @ L) = Post Test Advanced ESL 8
Showing 1 to 3 of 3 entries
Copy to clipboard Export to Excel Export to PDF Print
1——" Enter New Assessment New Search

Image 3.7b

Beginning with PY 2011-12, a Participant can have up to two Assessments per Program
Year, one for services in the ABE/ASE Instructional Areas and a second for the ESL
Instructional Area. All Participants must have a Pre-Test and Post-Test for every program

year.
1. Click Enter New Assessment to enter a new Post-Test record for this Participant

(Image 3.7b)

Entering a Post-Test is the same process as entering a Pre-Test. See Section 3.2; Pre-Test
Assessments to enter a new assessment selecting Post-Test as the Test Type. (Images 3.2b
and 3.2c)
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Enter Assessment Results For:

Registration ID = Participant Hame Local Stud. No Status Record Provider
11940858 JULE JVES ALC-RO0010 | Exited on 05/30/2013 | AURA LEARNING (Code: T000Z)

Test PY: | Test Date: | Test Type: | Test Name:
2012 06/01/2013 | Post Test TABE(10)

. ——
Waiver: Ono Oves 1

Waiver Date: & 2

Approved By:
Name: —

Title: —

Post test waivers only apply to Participants that have obtained a GED or HSD before the
post test minimum hours (CASAS = 40) & TABE(9-10) = 60 or 120 testing requirements

have elapsed. 5
Module Score Form me:‘/ EFL
LANGUAGE v v Nane:
READING v v Nene
T l g

Comments:

Hours Between PRE Test and POST Test: 20 Instructional hours are showing as more than 12 but under
the required minimum hours for the selected test.

On | Reg By Provider
07/0172012 | PROVIDER ADMIN | AURA LEARNING (Code: T0002)

6 * Submit Reset Form Cancel

Image 3.7c
Based on the number of Attendance Hours entered between the Pre-Test and the
Post-Test for a Participant, Post-Test Minimum Hour Waiver data items may be
displayed. (Image 3.7c) Refer to the Assessment Policy in the Adult Education
Website for additional details on required Post-Test hours.
Note:

e Beginning Program Year 2011-12, the Post-Test minimum hours requirement
may be waived under the following criteria:
>Participant must have GED or HSD selected as an Instructional Area within
their Registration AND

>Attendance Hours must be equal to or greater than 12 hours of instruction within the
ABE/ASE instructional area between tests but less than the minimum hours required
for the selected Post-Test AND
>Participant must have passed the GED or earned a High School Diploma and the
attainment must be entered in the Follow Up module AND
>Waivers must be approved by the Program Director
1. Click the applicable response of No or Yes for an approved Waiver
2. IfYesis selected, enter the Waiver date which is the date of approval by the
Program Director

e IfNo is selected, this indicates a Waiver is not approved. The Post-Test then cannot be
entered due to the lack of instructional hours.

3. Enter the Name of the Program Director (Name must include a minimum of four
characters)

4. Enter the Title of the person approving the Waiver

5. Enter the test scores of the modules where instruction was provided

6. Click Submit to save the new data

Note:
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Ifyou feel a Waiver was received in error, navigate back to the Attendance screen and

verify the attendance hours have been entered correctly. See Section 3.4; Monthly
Attendance By Group and By Participant.

Enter Assessment Results For:

Registration ID | Participant Name Local Stud. Ho Status Record Provider
11840655 JULE JIWES ALC-RO0010 Exited on 05/30/2013 | AURA LEARNING (Code: TOO02)

Test PY: Test Date: Test Type: Test Name:
2012 06/01/2013 | Post Test TABE(10)

Module Score Form Form No. EFL

LANGUAGE | | [ v| None
v| Mone

READING |

Comments:

Hours Between PRE Test and POST Test: 50 4———m——x 1

On i By gi Provider

07/01/2012

22—

Submit

PROVIDER ADMIN | AURA LEARNING (Code: TOD02)

Reset Form Cancel

Image 3.7d

If a Post-Test Waiver is not displayed, enter the Post-Test scores as shown in the Pre-Test

Assessment module. See Section 3.2; Pre-Test Assessments. (Images 3.2b and 3.2c)
1. The total of Attendance Hours by Instructional Area (ABE/ASE or ESL) between the

Pre and Post-Test will display. If the Participant has not attended the required
hours for the Post-Test selected, an error message will display once the Submit

button is clicked. (Image 3.7d)
2. Click Submit to save data for the new Assessment

Section 3.8 - Program Exits

Program Exits is found on the Participants tab. (Image 3.8a)

Participants Provider Admin Reports Special Functions
Registration

Assessments

Class Enrollments

Class Attendance

Planned Gaps

Program Exits

Follow Up

Image 3.8a
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Once the Participant has been selected from the Search Results screen, the system will

navigate to the Participant’s Update Program Exit screen.

Update Program Exit

Registration 10

Participant Nams

Local Stud_No Status

11940656 JULE JVES

BLC-R00010 Exied on 050172013

AURA LEARMNING [Tode TODDZ)

Ou‘lcnmes khlmmms Status at Exn _
Default Primary Goal Attainment Participant 3slectsd Goal Attainment: Sslect ALL Qutcomes a5 applicabls.
Outcoms PY | Attsined? Outcoms Attainad ¥
Improve Ba5ic Lieracy Skllls | 2012 | ko Acniewe English Language Profiskensy (ESL o) O
rove English Sxills 2M2 | Yes
TereE g Pass One or Mons OMelal G20 Tests O
Astain High Senool Dighma Credis O
yO : Sallact ALL O 25 applkabl.
Outcoms Attainad ¥
Reduction In Recsipt of Publlc Asslstance O
Acniee CRizenshlp Skl L]
Wiating Benavior O
iGenaral Imokement In Communiy Achiies L]
| Help=d More Fraguantly With School: ” COimo Dhves
Invghvement In Children’s Education Incregsed Contact Wth Chilldren's Teachers: || (imo 0 ves
Bacama Mors Invodvad In Chikiren's School activities: || (Ciwa (Ohoyes
| munin{:rlumn:” la ™ '.':Z-vae.|
Involvemant In Chikdrsn's Litsracy Retated Acthvibias wistted Library: || Tvmo 0 ves
Purchassd Books or Magazines: | g (0 ves
Acnise Won-B3sed Projsc Leamer Gosls L]
o Goal L}
Ragistarsd By Prowilar Program Exit Changed Dats
PROVIDER ADMIN | AURA LEARNING (Code” TOOIZ) | 07/20:2012
Update Reset Form Cancel
Mext Tab »
Image 3.8b

The Program Exit screen is divided into three tabs. All three tabs are a part of one record.
Data entered will remain on all tabs until Update is clicked. Clicking on Cancel or the back
button will not save the entered data.

Outcomes

Achievements Status at

Exit

Parlici)a'l?Selec‘ted Goal Attainment: Select ALL Outcomes as applicable.

1

Default Primary Goal Attainment
; Outcome PY | Atftained? Outcome Attained?
//Imprmre Basic Literacy Skills | 2012 | No Achieve English Language Proficiency (ESL only) O
Improve Englizh Skils 2012 | Yes K
Pazs One or More Official GED Tests O
Attain High School Diploma Credits |:|

Image 3.8c
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1. Default Primary Goal Attainment - Default goals are automatically displayed.
These are based on the Instructional Areas selected in the Participant’s Registration.
Attainment is based on EFL Gains determined by the Pre and Post-Test scores.
(Image 3.8c)

2. Participant Selected Goal Attainment - Select all Primary Interim Goals attained
by the Participant (Image 3.8¢c)

Note:

e Thelist that displays is based on the Primary Goals selected within the Participant’s

Registration. Subsequently, the list will vary by Participant.

Secondary Outcomes: Select ALL Outcomes as applicable.
Outcome Attained?

Reduction in Receipt of Public Assistance O
Achieve Citizenship Skills |:|
Woting Behavior O 1
General Involvement in Community Activities O
Helped More Frequently With School: | Ono O ves
Involvement in Children's Education Increased Contact With Children's Teachers: O Mo O"EE

Became More Involved In Children's School Activities: O Mo O"EE

Read to Children: || Qe (O ves
Involvement in Children's Literacy Related Activities Visited Library: O No O"ﬁ

Purchased Books or Magazines: | (0 g O Yes

Achieve Work-Based Project Learner Goale |:|
Other Geal 0 «+———2
Image 3.8d

1. Select all Secondary Goals attained by the Participant (Image 3.8d)

2. Only check Other Goal if:
e The Other Goal was selected and described on the Participant’s

Registration AND
e The Other Goal was attained
Note:
e Secondary Goals are optional however they are looked at as a positive for the program.
These Secondary Goals are reported to USDOE.

Click on Next Tab or mouseover to Achievements tab
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Qutcomes Achievements Status at Exit

High School Diploma (Required Credits specified at Entry = 20)
Total Credits Earned at Program Entry Total Credits Earned At Program Completion

12 = — 1

% of Achievement: 60% % of Achievement: Mot Applicable

GED (Tests to Pass = 5)
At Program Entry At Program Completion

Total # of Actual Tests Passed: 2 =>Total # of Actual Tests Passed: | |5 H

Total # of Practice Tests Passed: Total # of Practice Tesis Passed:
% of Achievement: 40% % of Achievement: 100%

0S5ID

Registered By Provider Program Exit Changed Date
PROVIDER ADMIN | AURA LEARNING (Code: TO002) | 07/20/2012

Update Reset Form Cancel
« Prev Tab

Next Tab »

Image 3.8e

The Achievements tab is for Diploma Credits and GED status at exit: (Image 3.8€)

1. High School Diploma-Total Credits Earned at Program Completion applies to

Participant’s with the HSD Instructional Area selected in their Registration. Enter
the total credits earned by the Exit Date. Once Update is clicked, the % of

Achievement will display.

2. GED-At Program Completion-Total # of Actual Tests Passed applies to ALL

Participants. Enter the number of actual tests passed by the Exit Date. Entering the
Number of Practice Tests Passed to Date and the OSSID is optional.

Click on Next Tab or mouseover to Status at Exit tab

REASON(S) FOR SEPARATION

Pl

Lack of Transportation Resources: () Mo OYes

Moved: OMo  OYes
Work Conflict: OnNo O es
Deceased: (Mo (OYes

Unknown: OnNe  Oves

Registered By Provider
PROVIDER ADMIN | AURA LEARNING (Code: TO002) | 07/20/2012

§— Reset Form Cancel

« Prev Tab

llinessiincapacity/Pregnancy: O Mo O Yes Lack of Dependent Child Care Resources:
Family Problems:
Time andlor Location of Services Not Feasible: (O Mo OYes Lack of Interestinstruction Not Helpful:
Entered Employment:

Incarcerated:
Other Known Reason:

No Service 90 Days:

OQutcomes Achievements Status at Exit
Beginning EFL. Ending EFL. Attended Hours
ABE | 2012 | High Intermediate Basic Ed. | ABE ABE 50 |le— 1
ESL | 2012 | High Intermediate ESL ESL | 2012 | Advanced ESL | ESL 45
Exit Status: v —2
See enlarged dropdown list below
Exit Status Date: [_/_/ ] — 3

OnNo
Ono
OnNo
Ono
OnNo
Ono
OnNo

Program Exit Changed Date |

Oes
Oves
Oes
Oves
Oes
Oves
Oes

5

Exit Status:

Participant Separated Before Completion

2 |Participant Completed and Does Mot Plan to Continue

Image 3.8f
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The Status at Exit tab provides information on gains and collects data on exit reasons:
(Image 3.8f)

1. EFL Gains are now displayed by Instructional Areas. EFL Gains are determined by
Pre and Post-Test Assessment scores that can continue across Program Years. The
very first pre-test taken will display and the very last post-test taken will display.

2. Exit Status - Reason for leaving the program. Dropdown selections include
Participant Completed and Does Not Plan to Continue and Participant
Separated Before Completion.

3. Exit Status Date - The date the Participant exited the program.

e Ifa Participant is without services for 90 days, they will be System Exited. Refer to
Chapter 5; 90 Day System EXxits.

4. Reason(s) for Separation - If the Exit Status is Participant Separated Before
Completion then one or more Reason(s) For Separation must be selected

5. Program Exit Changed Date - If the record is updated, then this date will be
updated with the current date

6. Click Update to save updated data across all tabs

Note:

e The term Completed/ Completion refers to a Participant who completed the

instructional period and/or made an educational gain or attained the goal.

Tip:
e Once Participants have been program exited, it is very important to run the Follow Up
Selection Report (AEFOLSEL). This report will list Participants who require follow up.
Refer to Chapter 6 — Reports.

Section 3.9 - Follow Up
Follow Up is found on the Participants tab. (Image 3.9a)
Tip:

e The Follow Up module can only be accessed once a Participant has exited the program,
has a measurable goal, and has 12 or more instructional hours.

Participants Provider Admin Reports Special Functions

Registration

Assessments
Class Enrollments
Class Attendance

Planned Gaps

Program Exit

Follow Up

Image 3.9a

Once the Participant has been selected from the Search Results screen, the system will
navigate to the Participant’s Enter/Update Follow Up screen.
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The following error messages could be received if Follow Up is not required for the
Participant at all or at this time. Please read all error messages carefully. (Images 3.9b)

Error

¢ Entering Follow Up data for this Participant is allowed only after they have exited.

Error

+ Follow Up for this Participant is not required. The Participant has under 12 hours of instruction.

General Obtain GED Ohbtain H5D Enter Post Sec. Educ, Obtain Employment Retain Employment
General Data
= Participant took all § GED tests ¥ " —
Ded the Participant siop attending classes for any reason?: []
I yes, wihy i the Participant siop attending
=earning: Sysiem accepls up to 400 characlers only (aboul 5
SEAMENCES)""
Has the Partcipant re-enfolled in adull education classes™ [
If yes, what is the name of the school?:
Suggestions and Status
Déd the Participant have any suggestions for improvement?:
"*Warning: Syslem accepts upio 400 characlers only (aboult 5
sentences)***
2 ——— (Overall Status: In Progress . 1 of 4 lotal MRS Cohors have been followed up
I ———  Update Reset Form Cancel
Next Tab »

General tab:

The Follow Up screen may have up to six tabs. (Image 3.9c) The displayed tabs are part of
one record. Data entered will remain on all tabs until Update is clicked. Unlike the other
tabbed modules, Follow Up for each tab may be completed at different times once a
Participant exits the program. Due to this, the Update button must be clicked when just one
of the tabs is completed. Only the applicable cohort tabs will appear based on the
Participant’s Status at Entry for that exiting year.

Note:

e The General tab will be available to complete for all exited participants, whereas the
other measurable performance cohort tabs will only appear and be required based on
the Participant’s status for that exiting year. Examples: 1)If the Labor Status for the
exiting year is ‘Employed’, then the Retain/Improve Employment tab will display. 2)If
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the HSD # of Transferrable Credits Previously Earned for the exiting year is at 50% or
more, then the Obtain HSD tab will display.
For the General tab, most questions are optional; however, it is valuable to collect as much
information as possible during the Follow Up survey.
1. Participant took all five GED tests - This question must be answered for every
Participant. When Yes is selected, the Obtain GED cohort tab will appear.
2. Overall Status - This keeps the user informed of how many cohorts are left to
follow up
3. Click Update to save updated data

If another tab is displayed, click on Next Tab or mouseover the tab to display the next tab.

General Obtain GED Obtain HSD Enter Post Sec. Educ. Obtain Employment Retain Employment

Obtain a GED Follow Up Data
Urnabie 1o Contact Participant after fowr attempts 7 r:
Refused 1o Participate in sursey 7 [
Dal thit Particigant obbain i GED: w
Date Parbcipant was contacted:

Date Participant obiaenad their GED; i)

Upclate Rasat Form Cancal

Image 3.9d

Obtain GED tab (Image 3.9d):
e Unable to Contact Participant after four attempts — Check this box if
four attempts at contact have failed
o Refused to Participate in survey — Check this box if the Participant
refuses to participate in the survey
¢ Did the Participant obtain their GED — Select Yes or No from the
dropdown selections
Note:
e [fa Post-Test minimum hour waiver is needed, the Participant must be program exited
first with a completed GED or HSD follow up with a “Yes” before entering in the Post-
Test Waiver Assessment.
e Date Participant was contacted - Enter the date the Participant was
contacted. This date must be after the Status Exit date.
e Date Participant Obtained their GED — Enter the date the Participant
obtained the credential
Note:
e GED Cohort data can be updated through the end of October 25 following the
Program Year ending June 30t
Click Update to save updated data.

If another tab is displayed, click on Next Tab or mouseover the tab to display the next tab.
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General Obtain GED Obtain H5D Enter Post Sec. Educ Obtain Employment Retain Employment

l _ _ | . . b
Qbtain a High School Diploma Follow Up Data
Unable to Contact Participant after four attempls ¥ ]
Rtfused to ParBeipate in survey 7: |
Didl the: Partcipant obtain their HSD?: | Yas
Date Participant was contacted: k50172013

Drate Participant obtaimed their HSD; 05012013 =

Updata Hosel Form Cancel

Image 3.9¢

Obtain HSD tab:
HSD data is required if the Participant has 50% or more of their transferrable high school
credits for the program exit year. (Image 3.9¢e)
e Unable to Contact Participant after four attempts - Check this box if
four attempts at contact have failed
¢ Refused to Participate in survey — Check this box if the Participant
refuses to participate in the survey
¢ Did the Participant obtain their HSD — Select Yes or No from the
dropdown selection
Note:
e [fa Post-Test minimum hour waiver is needed, the Participant must be program exited
first with a completed GED or HSD follow up with a “Yes” before entering in the Post-
Test Waiver Assessment.
e Date Participant was contacted — Enter the date the Participant was
contacted. This date must be after the Status Exit date.
e Date Participant Obtained their HSD — Enter the date the Participant
obtained the credential
Note:
e HSD Cohort data can be updated through the end of October 25 following the
Program Year ending June 30..
Click Update to save updated data.

If another tab is displayed, click on Next Tab or mouseover that tab to display the next tab.
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General Obtain GED Obtain H5D Enter Post Sec. Educ. Obtain Employment Retain Employment

Enter Post Secondary Education Follow Up Data
Unable to Contact Participant after four attempls ¥ []

Refused to Participati in survey 7. ||

Did the Participant enrall in a college or vocatonal educational
PrOgram 72

Date Participant was contac et

If the Participant enrolled in a Postsecondary Program, please enter the school information:

Db Participant was enrodlisd in a college or vocational
ssducational program sinde Comiplating Ihear Classes:

Schiool Marmie:
Addressi:

Auidress &

City:

State:

Zipc

Contact Mamg:

Contact Phone:
Alternate Contact Mame:

Alternate Contact Phone:

Update Reset Form Lancel

Image 3.9f

Enter Post Sec. Educ. tab:
Post Secondary Education Data is required if the Participant has already earned a GED/HSD
prior to entry, or they obtain their GED/HSD credential at exit to the program. (Image 3.9f)
e Unable to Contact Participant after four attempts — Check this box if
four attempts at contact have failed
o Refused to Participate in survey - Check this box if the Participant
refuses to participate in the survey
¢ Did the Participant enroll in a college or vocational educational
program — Select Yes or No from the dropdown selection
e Date Participant was contacted - Enter the date the Participant was
contacted. This date must be after the Status Exit date
Notes:
o If“Yes”is selected, then the school information is required
e If“No”is selected or the Participant was unable to be contacted through October 25t
following the Program Year ending June 30, then a second follow up on
Postsecondary Education is required the next Program Year. A Post Sec Educ (Yr #2)
tab will display as read only. Follow Up data can then be entered in the Program Year
following the exit Program Year. Please refer to the Follow Up Manual located in the
Adult Education website. (Image 3.9g)
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General Obtain H5D I Post Sec. Educ. I Post Sec. Educ. (Yr# 2)

Enter Post Secondary Education (Yr# 2) Follow Up Data

Note: "Enter Post Secondary Education (Yr# 2)” follow-up data can only be entered starting 07/01/2013.

Image 3.99
Click Update to save updated data.
If another tab is displayed, click on Next Tab or mouseover that tab to display the next tab.

General Obtain Employment Retain Employment

Obtain Employment Follow Up Data

Unable to Contact Participant after four attempts ?: []

Refused to Participate in survey ?: []

Did the Participant get a job while attending classes or before
09/30/2011 2:

Date Participant was contacted: j;j
If the Participant got a new job, enter the employer information:

Date Participant got the job: ﬁ

Employer Name:‘

Addresst‘

Addressz:‘

city: |
state:| |
Contact Name: | |

Alternate Contact Name: ‘ |

Alternate Contact Phone: l:l

Update Reset Form Cancel

Image 3.9h

Obtain Employment tab:
Obtain Employment Data is required if the Participant has an employment status of
Unemployed for the program exit year. (Image 3.9h)
e Unable to Contact Participant after four attempts — Check this box if
four attempts at contact have failed
o Refused to Participate in survey - Check this box if the Participant
refuses to participate in the survey
¢ Did the Participant get a job — Select Yes or No from the dropdown
selection
e Date Participant was contacted — Enter the date the Participant was
contacted. This date must be after the Status Exit date.
Notes:
o If“Yes” is selected, then the employer information is required
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Obtain Employment Cohort data can be updated through the end of the quarter
following the contact quarter. Please refer to the Follow Up Manual located in the
Adult Education website.

Click Update to save updated data.

General triaies [ mploymend || Rl Emplopmant

Retain (or Improve) Employment Follow Up Data
Miode: “Retain Esployment'Currend Job™ folloe.up 0¥ia can only be eniered starting M451701]
The "Follow Up Stabus™ will remain Tn Progress’ until all relabed Bollow up dats has besm snbered
Unable 1o Contect Participant sfed Pour stlempti 7

Refuied by Participite in furny 7

I the Partszipant had & job when startimg their classes, were
thary bl working befween 0G93 and B80T

Date Participant e comtasted
i the: Participant retamed or improved thesr Fﬁ. enter the emplwer nformation:
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Retain Employment tab:
Retain Employment data is required if the Participant has an employment status of
Employed for the program exit year, or an employment status of Unemployed for the
program exit year with a positive employment follow up result. (Image 3.9i)

If another tab is displayed, click on Next Tab or mouseover that tab to display the next tab.

e Unable to Contact Participant after four attempts — Check this box if

four attempts at contact have failed

o Refused to Participate in survey — Check this box if the Participant

refuses to participate in the survey

e IfaParticipant had a job...were they still working — Select Yes or No

from the dropdown selection

e Date Participant was contacted — Enter the date the Participant was

contacted. This date must be after the Status Exit date.

For Example in the screen print above, the Participant was placed in the Obtain
Employment cohort. When contacted for Follow Up, the Participant reported they were
“Employed”. When the yes box is updated on the Obtain Employment tab, the Participant
is now subject to the Employment Retention check. The Retain Employment tab then
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automatically displays. In this example, the yellow highlighted message indicates that
Follow Up is required, but can only be collected during the specified dates. The windows
will open for data entry when the date is within the date range displayed.
Notes:
e If“Yes” is selected, then the employer information is required
e Retain Employment Cohort data can be updated through the end of the quarter
following the contact quarter. Please refer to the Follow Up Manual located in the
Adult Education website.

Click Update to save updated data.
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