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Chapter 1

Getting Started

Chapter 1 i Getting Started

Welcome to MAERS!

In this chapter you will learn the following:

Section 1.0 T Manual conventions

Section 1.1 7 Access to the MAERS database

Section 1.2 7 The logical sequence of data entry

Section 1.3 T Various search functions and hyperlink short cuts

Section 1.0 T MAERS Manual Conventions

To follow along with this manual, text changes, colors, and symbols within the
sections are used to provide an alert to certain areas of instruction. Please use
the below key as you go through the manual.

Instructi on Description
All fields in MAERS with a red arrow are required data

D entry fields and must be completed before a record can be
saved

1 w—) Red Numbered Arrows are used to point out details on an
image with accompanying notes

Bold References to MAERS Screen names, Tab names or Data
Fields are in bold font

Bold Italic References to MAERS Buttons are in bold italic font

Italics Special notes or tips for data entry or processes are in italic

font

AQuot eso

Quotes are used on demonstration records or examples

Yellow
Highlights

Yellow Highlights are shown on an image to draw
attention to specific details

Underline Blue

Blue hyperlinks are used to quickly navigate to other
websites or chapters/sections within this manual.

Underline Blue

Blue hyperlinks in Arial-expanded font represent any link
references in MAERS




Section 1.1 7 Access to MAERS

Requesting a MAERS User ID

If you do not have a MAERS User Access ID, please go to the State of

Mi chigands Adul t Btgh:Udwve.michigan.qovkeb. sSeléece a t
Workforce Development from the Bureaus & Agencies dropdown. Click the
Education and Training link then select Adult Education i _Providers of
Programs link. Scroll down and click the Michigan Adult Education Reporting
System (MAERS) link under the Important Program Information header. You are
now on the MAERS page of the Adult Education website. Select the User Profile
Form link, fill out the form, and follow the email instructions. Upon receipt and
approval of the form, you will then receive an email with your MAERS User
Access ID and a temporary password.

Requesting a MAERS User ID/Password Reset

If you have forgotten User ID to MAERS, please contact the MAERS Help Desk at
LEO-maers2.0@michigan.gov. If you have forgotten your password, it can be reset
upon logging into MAERS.

Accessing MAERS

If you already have your MAERS User Access ID and password, type the
following address into your URL Browser:
https://services.michworks.org/maers/plsgl/web_page.frontpage.

A sign in box will appear. Type in your MAERS Username and Password then click
Submit . (Image 1.1a)

Image 1.1a

MAERS Login

Please venfy your identity by entenng the following:

* Username. (This is

not the same as your email address)

jonesm

* Password

Y

Forgot your password? Reset it herel

Submit Reset Form

Notes:
A Atter clicking Submit , a Terms of Use Acceptance Dialog appears.
A To reset a password, click the Reset it here! link and follow the prompts

The initial page that appears after logging in is the System Notice page.
Important alerts or system changes are viewable for MAERS users. Upon


http://www.michigan.gov/leo
http://www.michigan.gov/leo
https://services.michworks.org/maers/plsql/web_page.frontpage
https://services.michworks.org/maers/plsql/web_page.frontpage

logging in, always browse these messages to stay up to date with system alerts
and changes. (Image 1.1b)

Image 1.1b

MAERS Lodeut
Data Entry Participants Provider Admin Reports Special Functions | —— 4

T Welcoms toMAERS

Latest MAERS Notices

Showing 10 2 oF 2 cxtrics searc[ ]

Notice Expiration Additional
D Date Date Attention Description it

CALLING ALL PROGRAMS .....

Please take a few minutes and run the Participant Characteristics
report (AEPARTCHAR) for the current program year and take a close
look at the Program Types counts for your program towards the bottom
of this report. 2

We are finding counts in Family Literacy, WorkPlace Literacy, and
Community Correctional programs that may be incorrect. Check the
definitions below. If you need to make any corrections on your
participant's program types, navigate to the Eligibility screen and make
any required changes on the Program Types fab.

As always, please contact MAERS at MAERS@michworks org
with any questions or assistance

More Info

. Correctional Education Program—A program
of instruction for adult criminal offenders in correctional
institutions.

. Communite( Corrections Programs—A program of
instruction for a community-based rehabilitation facility or
halfway house

- Family Literacy Program—A program with a literacy
component for parents and children or other
intergenerational literacy components

- Workplace Literacy Program---A Erogram typically
carried out in a setfing provided by the workers' employer
for the purpose of improvinﬁ productivity through the
improvement of literacy skills.

3881570625 02282019 oa/zE/z08 MAERS

MAERS Monthly Reminder

Data in MAERS should be up to date through January no later
than February 28th.

/

Please review the Data Entry Policy on the Adult Services
website.

It is also helpful at this time to schedule and view all MAERS
reports. These reports will assist in making sure all critical data
is being collected and entered into MAERS so deadlines are not
missed. Remember to use the hyperlinks within each report to
navigate to the appropriate participant screen needing the data
entry!

548593978 02082013 03032019 MAERS

=

Read about recent alerts or system changes

2. Click on the More Information link, if one is displayed, to view an
attachment

3. After reading any new MAERS notices, click on one of the tabs at the top of
the screen to begin data entry/viewing in MAERS

4. Once you navigate away from the Welcome page you can view past notices

by clicking on the Help/Info link and then the System Update

Notices link in the Special Functions tab. (Image 1.1c)




Image 1.1c
Special Functions

Adult Learning Plan
Futures for Frontliners

NRS Table #7 Data Collection

Staff Admin

e

Current System Status

Adult Education Website

MAERS Training Materials/Forms

Note: Each year, on September 15™, a pop-up screen will appear to the first user who
logs into the system for a specific provider. That one individual will need to update
and/or validate the address and primary contact for their provider. The Last Reviewed
(Provider) date must be updated. (Image 1.1d)

Image 1.1d

Update Provider for PY 2025-2026

£ Alert Message

= Please review your Provider's data, make all changes if necessary, and save the record.

1 4 Program Year: Provider:

\ \ 2025-2026 TEST PUBLIC SCHOOL SD (Code: 0000000000)

N
[Generallnformation | Primary Contact Funding

Provider Name: TEST PUBLIC 8CHOOL SD

Description: AE

Provider Code: 0000000000

Type: Other Insfitution of Higher Education 1

= Address 1: 320 § Walnit —

Address 2:

= City: LANSING

State: Michigan

= Zip: 48933

Address MWA: 17 - Capital Area Michigan Works! 2

Prosperity Region: 7. South Central Region

Status Status Change Date Created by Created on Last Reviewad (Provider) Last Reviewed (State)
Active | 03/27/2001 09:57:38 AM ANV 03/27/2001 08:57:38 AM R 02/12/2025 10:19:02 AM

3 =3 \Update ResetForm Cancel

1. When this screen pops up, verify the General Information tab regarding the

address, city, and zip code

Enter the Last Reviewed (Provider) date

Click Update

4. Move to the Primary Contact tab and verify the contact name, phone number, and
email address. Enter the Last Reviewed (Provider) date and click Update .

w N



Section 1.2 T Sequence of Activities

There is a specific sequence of data entry that is required which allows critical
information to work in other modules of MAERS.

A Instructors and Locations must be entered first to be able to create the Class
Setups. The Instructor and Location records created allow the Class Setup
functions to work. Refer to Chapter 2; Class Functions. Once Instructors,
Locations and Classes are created, use the Class Copy functions to copy
these records into the next Program Year. Refer to Chapter 4; Class Copy
Functions.

A Atfter the Classes are setup, Registrations, Eligibility and Pre-Tests need to
be entered. Refer to Chapter 3, Participant Functions; Section 3.0, Section
3.1 and Section 3.2 for Registration, Eligibility and Assessment instructions.

A Class Enrollments can only be done after the Eligibility for the program year is
completed. A Pre-Test is required to be done before 12 hours of instruction
and is optional for those who are only enrolled in an HSD program. The test
indicates the lowest Educational Functioning Level of the Participant which
provides information of which classes the Participant should be enrolled.
Refer to Chapter 3, Participant Functions; Section 3.3 for Class Enrollments.

A Attendance is done monthly. Refer to Chapter 3, Participant Functions;
Section 3.4 for Monthly Attendance.

A Achievements are captured and entered each program year in which a
Registration is active. These achievements are used for both Federal
Measurable Skill Gains and Section 107 performance reporting. Refer to
Chapter 3, Participant Functions; Section 3.8 for Achievement instructions.

A Planned Gaps are entered as a holding place any time after the Registration
Date and before the Program Exit Date. Refer to Chapter 3, Participant
Functions; Section 3.6 for Planned Gaps.

A The Post-Te st i s entered which determines the
Gain. Refer to Chapter 3, Participant Functions; Section 3.2 for Post-Test
Assessments.

A The Program Exit data is entered after the Participant has exited their classes
and is now exiting the program. Refer to Chapter 3, Participant Functions;
Section 3.9 for Program Exits.

A Follow Up on performance Outcome Measures can only be done once a
Participant has exited the program. Refer to Chapter 3, Participant Functions;
Section 3.9 for the Follow Up requirements.
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A Class Copy functions is a tool used to set up class functions for the next
program year. Refer to Chapter 4, Class Copy Functions.

A MAERS has many available reports which will assist data entry staff in
understanding what data is due or missing. Reports can also assist in

understanding the programbés performance

USDOE National Reporting System reports are also available in MAERS. Refer

to Chapter 6 to learn how to schedule and read MAERS reports.

Section 1.3 7 Search Tools and Navigation Links

Throughout MAERS, there are numerous links and tools provided to assist in quickly

navigating to other screens and to narrow a search for specific data.
Navigation Links

Image 1.3a
1 2 Enter/Update Class Enrogments by Group
Class N% Cl':a:s Ins%or Term Locmﬁ Begin Cut Off End Capacity Open PY
JOHNSON |
BASIC 103 | INSTRUCTOR Open = ey o] e o 2016-
B N 100-103 | yaey Entry/Exit CENTER 07/01/2016 | 06/30/2017 | 06/30/2017 | 15 15, |50
e e— Room No: 13
Admit After Start? = Instructional Area | Instructional Setting Schedule Provider
% Mon: 01:00pm - 03:00pm :
Adult Basic E NS A N N2
Yes Adult Basic Education | Classroom Wed: 02:00pm - 03-00pm JOHNSON AE (Code: JOHNSON2)
a S =P Class Attendance by Group
Search: ‘
# S Birth A Local N Reg Classes Sched Enroliment Class Delete?
Sriicyeant Date Stud# Date Taken Hrs Date Exit Date ehetns
1 BENTON, BARB 04/15/1830 BB30 08/02/2016 1 60 Geioaizaie LA (W oy 1 O
s — Delete?
2 BENTON, BILL 05151980  BBOO 09032016 1 60 ooo3z0te A |oers0n017 G| DE]AM
DEC, EIGHT 08/08/1978 DECS 07/01/2018 3 230 07/16/2018 _.1] 08/30/2017 ..il O
Delete?

The above screen shot is just one example of the various navigation links provided to
assist in moving through the MAERS system. Blue/Purple text in the body of any
screen is a hyperlink. Clicking on the hyperlink will then navigate to the corresponding

screen. (Image 1.3a)

In this screen example:

1. ClassName 0 t h Basit Educationdo | i nk wi | | navigat e

Update Class Information screen for this Class
2. Instructor 6 t h ®larf Instructoro | i nk wi | | navi
Instructor record in the Update Instructor Information  screen

gat e

t

a

t h

he



3. Location 0 t h @ohiison Centero | i nk wi | | navigate the
record in the Update Location screen
4. ParticipantName 1T Based on what scr eParticipgntdi spl ay e
Nameolink can navigate to different screens:
AUs i n gParticipanii Nameolink in Class Enrollments by
Group will navigate the User to the Enter/Update Participant
Class Enrollments screen
AUs i n gParticipanii Nameolink in Class Attendance by
Group will navigate the User to the Enter/Update Single
Participant Attendance screen
AUs i n gParticiganii Nameolink in the Header will navigate the
User to the Update MAERS Registration screen.
5. Attendance by Group 0 the Class Attendance by Group link will
navigate the User to the Enter/Update Class Attendance by Group
screen
The above screen is just one example of the various navigational link tools provided
to assist in navigating to other MAERS screens.

Navigation Tools

\ Personal Demographic Entry Status Barriers Instr. Areas Goals
Program Year: 2016-2017
= Instructional Area(s): | Select ALL Instr i Areas as i
Adult Basic Education
Adult Secondary Education
English as a Second Language
High School Diploma
High School Equivalency |:|
Registration Date: 08/15/2016
Created By User Last Updated By User
01/12/2018 @ 11:29:16 AM SUE JOHNSON 01/26/2021 @ 03:11:14 PM SUE E. JOHNSON
Update = Reset Form Cancel

Several modules will display multiple tabs. Select the tab to open the screen.
Most modules with tabs require all the tabs to be completed before clicking
Submit or Update. (Image 1.3b)
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Search Result Tools

Copy to clipboard Export to Excel Export to PDF Print —4—ows 1
Show[10_]enties. +—— 2 3 R e E—
Rows# Name Birth date Customer ID Address Phone In MAERS?
31 JONES, ADIA 10/06/1075 JONAD1008 17400 Third Aptc3 No
—— Detroit, MI 43224
. o _ 5651 Springfield 21a s
a2 JOMES, ADOLPH 02011861 JONADO2O1 ST (313) 2252008 No
JOMES, ADOLPH D512611882 JONADO526 248) 3353285 No

- | T _ 22400 Carleton (T ST
34 JONES ADRIAN M 02/15/1057 JONADO215 Southfield, MI 43034 {248) 356-0142 No

14170 Lauder

JONES, ADRIAN L Darz7IEe1 Jonapgazy  (A70Lauder 313) 2725381 No
— Detroit, M 7
- - . 17141 Joann
£ JONES, ADRIAN 0412411064 JONADD424 T = Mo
JONES_ ADRIAN R 0711611673 JONADOT18 de Ave, Apt C-2 980) 463-0887 Mo

Al MI 43301

- 5B715 Stevens - -
38 JONES, ADRIAN T, 0410811882 JONADD4D8 (810) T48-3222 N
New Haven, MI 43048 TR e °

0 JONES, ADRIANNE L D1/08/1073 JONADD108 245) 3551732 No
40 JONES, ADRIENNE V. DB/28/1061 JONADO820 [EET =R (313) 8372317 No
Detroit, MI 48223
Showing 31 to 40 of 250 entries 5 First Previous 2 3 5 6 Next Last

The above screen is just one example of the various search tools provided to
assist in locating specific data. Dropdowns, ascending/descending arrows,
search boxes, and page numbers are used throughout the system to allow the
user to filter the search results. Export options are also available on certain
screens. (Image 1.3c) As shown on Image 1.3c:
1. Export Options i
Copy to Clipboard 1 Exports the Search Results data to the
Clipboard so it can be pasted into software like Word
A Exportto Excel i Exports the Search Results to a file that can be
imported into Excel
A Export to PDF i Exports the Search Results to a .PDF file
A Printi Formats the Search Results and
function
Show Entries 1 Displays a view of 10, 25, 50, or 100 rows on a page
3. Column Arrows i Allows the user to sort each column in alphabetical or
numeric ascending/descending order
4. Search Box i The information entered into the Search box will look across all
the columns and match exactly on the text entered
5. Page Navigation Buttons:
First T Navigates to the first page
Previous 1 Navigates to the previous page
Page Numbers 1 Navigates to the specific page
Next i Navigates to the next page
Last i Navigates to the last page

no

Too T Too T o

11



Participant Navigation Tools

Image 1.3d

Registration for: JIVES, JULIE ]
Registration ) &

Eligibility 1

Assessments
Class Enrollments
Class Attendance
Training Activities
Planned Gaps
Achievements
Program Exit
Follow Up

Print Regisiration

View Participant History
Enter Tickler

Alternative Contacts

Image 1.3e

Registration Eligibility [Assessments | Class Enrollments Class Attendance Training Activities Planned Gaps

Program Exit Follow Up Print Registration View Participant History Enter Tickler — 9

1. Participant Navigational Bar 1 A drop down list located at the top of the
participant data screens (Image 1.3d)

2. Footer Navigational Buttons T Buttons located at the bottom of participant
data screens (Image 1.3e)

Both the Navigational Bar and Footer Button tools have the same functions and

can be used to easily navigate between MAERS modules for an individual

participant. Once a search has been completed on a participant, the Participant

Navigational Bar at the top of the screen or the Footer buttons at the bottom of

the screen will allow you to stay within a p

Note: The order of the data screens in both the Navigational Bar and Footer
buttons follows the data entry sequence.

Tip: The Print Registration selection from the Participant Navigational Bar and

the Footer Navigational Buttons is a printahb
registration; including personal data, assessment history, eligibility history,

achievement history, exit status, and follow up history. This can be printed

(prints up to 4 pages) and placed in the participant file with the Adult Learning

Plan (ALP). (See below image of a portion of a sample print registration screen.)

12



Registration for: JIVES, JULIE J

Y

Registration

i Class Enrollments

|
| Planned Gaps

Class Attendance

Achievements

Program Exit

Follow Up

Print Registration

View Partiapant History
i Enter Tickler

| Alternative Contacts

Registration Eligibility

Class Enroliments

Class Attendance Planned Gaps

Achievements Program Exit Follow Up Print Registration View Participant History Enter Tickler
‘ PERSONAL T PRIMARY GOALS: Select ALL Goals plicable. SECONDARY GOALS: Select ALL Goals licable.
Name JULIEJJIVES | StudentNumber | JJ2017 : Sl fonsassppicave.|  ESERONDORVGORL S Seert A Canas applcabley
Address | GOAL Achieve Citizenship Skills
|Phone | (989)626-2234 | Email JIVES_J12@YAHOO0.COM EDUCATIONAL GAW.- Deraul Gosls Vole or Register o Vote
| Alt.Phone | | Residence MWA | 99 2 Improve Basic Lieracy Skiks ‘
- : = + Improve English Skills Increase Involvement in Community Activities
[ DEMOGRAPHICS Paticipant Selected Goals Involvementin Chidren's Ed{aton
i (A
Birth Date 09/09/1996 | Place of Birth ;?GINAW' ;:ll;?mn A or Above M Grde Level (ABF Involvement in Children's Literacy Related
| 1 I ks ! clivities
Age at Registration 18 | Sex | Female Achigve English Language Proficiency (ESL o
Number of Pre-school Aged | o Number of School-Age | o only) Leave Public Assistance
| Chsden | [{Children I Pass One or More Official HSE Tests Other Goal
Veteran No Hispanic/Latino Yes .
[ [Asian | T Attain High School Diploma Credits If*Other Goal", please specify:
Race » =
White &l 5
I Obtain a High School Equivalency
ENTRY STATUS Obtain a High School Diploma
i i if ?
mleghrest Equrcanonral Level | G!adgs 9-12 (no diploma) us Basreq.r Ygs Enrolin Postsecondary Educaion
Labor Status Unemployed
' : Obtain Employment
| BARRIERS Retain Employment
Child Care Homeless No -
Cultural Barriers No | Learning Disabled
Current/Prior Foster Care Youth No :;’7"‘3;:::) Unemployed No ASSESSMENTS -
g e Svete . Test .
iaital Li Test Test EFL Anchor  Anchor EFL EFL Gain/Loss
D!gml Lneracy. | Low Income No PY TestDate TestName  Instr. WModule Level | Module |  Gainloss Module
Disabled (Physical/Mental L ” Area
Impairment) ow Level of Literacy No + t + T
Bk el -1 2018 | 07/0212018 | TABE ABE/ASE | PRE | 5  MATHEMATICS NA | NA
Displaced Homemaker | No | Migrant/Seasonal Farm Worker No 1 1 ! 1
English Language Learner No | Single Parent No ,2,01,6 ,9"‘”“?.% 1 £ ,PRE 4 !E$L,READ,'N,G ! Lo il N{A, — N’A
Exhausting TANF wiin 2 years TNo | Substance Abuss i 2013 081092018 | Casas (EsL) [ESL | POST| - |ESLREADING | 2 | ESLREADING | NA
: Ex-Offender No Transportation | | | | | |
2017 | 060112018 | CASASESL) ESL | PRE | 3 |ESLREADING | NA |NA
INSTRUCTIONAL AREAS T i i T T T T T T B
Program Year: 2015-2016
I _— - . 2016 | 07/01/2016 | TABE(S) ABE/ASE | PRE | 5 | MATHEMATICS | NA | NA
= Instructional Area(s): | Select ALL Instructional Areas as applicable. |
Adult Basic Education | &
Adult Secondary Education 2015 | 07012015 | CASASESL) ESL | PRE | 6 |ESLREADING | NA | NA
English as a Second Language v — —
t - ELIGIBILITY HISTORY
High Schaol Diplomal 1 PY Funding Program Types Co-Enroliments InlET
High School Equivalency 2018 Federal 1 Yes
o 2017 Federal 0
Registration Date: 07/01/2015 2068 | State & Federd 2 T ™ Ves
2015
GOALS 2018 Federal 1 Yes

13




Chapter 2

Class Functions
Chapter 2 i Class Functions

In this chapter you will learn the following:
Section 2.0 T Where to find Class Functions
Section 2.1 17 Class Function Search
Section 2.2 T Instructor Data Entry

Section 2.3 7 Location Data Entry

Section 2.4 7 Setting up Classes

Section 2.0 T Where to find Class Functions

Class functions are found on the Provider Admin tab. (Image 2.0a)

Image 2.0a
Participants Provider Admin Reports Special Functions
/ Instructors

Class functions operate on the Adult Education Program Year of July 151 June
30"whereas a participantos registration can

Section 2.1 i Class Function Search

When selecting the Instructors and Locations function links, a Search Criteria
screen is displayed. (Image 2.1a)

Image 2.1a

* Program Year: 2022-2023 v | t— ]

* Provider: JOHNSON AE -

-

2 -

3 —————p Submit | ResetForm

1. Select the Program Year from the dropdown list
14



2. Verify the Provider Name/Code belongs to the proper local program. If the

name displayed is incorrect, please contact the Office of Adult Education before
entering any data into MAERS.

3. Click on Submit to view the search results

Section 2.2 T Instructor Data Entry

Click on the Instructors link within the Provider Admin tab. After a search is
completed, search results will show as follows:

Image 2.2a

Instructor Search Results

Program Year: | Provider:
2012-2013 AURA LEARNING (Code: T0002)

Click on the ‘Instructor’ column to update the existing Instructor record.

Show entries Search:
Row# - Instructor $ Local Instructor No > Instr. Areas 4 Position + Status
1 1 JOHNS, JOHN AL-DD02 HSD Unpaid Voluntzer Active
2 LEE, LARRY AL-0D05 ABE Full Teme Inactive
3 MILLER, MARY AL-DDD4 ABE, HSD Full Time Active

9, =N Add Instructor New Search

1. To view or update an exi stlisimugtoi Nasnead uct or
link from the Instructor column (Image 2.2a)

2. To create a new instructor record, click on the Add Instructor button
(Image 2.2a)

15



Image 2.2b

= Local Instructor Number: AL-0004

=> First Name: Mary

= Last Name: Miller

Middle Initial:

= Highest Degree Completed:
= Position Type:

= Instructional Experience:
Highly Qualified: Oves ONo

Tutoring Position: Oves ONo

Select ALL Certifications as applicable.

No Certification (|
=> Certifications: Adult Education Certification |2}
(Note: One or MORE Certifications may be selected): IIsCenacalion O
Special Education Cerification ]:]
TESOL Certification v
License Number:
Select ALL i Areas as i
Adult Basic Education ¥
= Instructional Area(s): Adult Secondary Education O
(Note: One or MORE Instructional Areas may be selected) English as a Second Language O
High School Diploma Wl
High School Equivalency O

= Status:
Record Created on:

Record Last Updated on:

Record Last Updated by:

— Submit Reset Form Cancel

—mlly Submit and Create New

Al fields with a red arrow = are required data entry fields and must be completed.
The following is a description of the required fields (Image 2.2b):

A

Too T To I

oo o Io Do Do

Local Instructor Number T The local program assigns an ID number for the
instructor. The number must be a unique and does not change.
FirstName il nstructor 6s full | egal first
LastName il nstructordés | egal | ast name
Middle Initial 71 nstructord6s middle initial
Highest Degree Completed 1 Dropdown list includes No Degree, High
School Equivalency , High School Diploma , Certificate , Associates ,
Bachelors , Masters, and Doctorate

Position Type 1 Dropdown list includes Full Time, Part Time, and Unpaid
Volunteer

Instructional Experience i Dropdown list includes Less than one year,
One to three years, and More than three years

Highly Qualified i Highly qualified is based on Michigan Department of
Education Guidelines (optional)

Tutoring Position T The position provides tutoring services; typically found at
a Literacy Council (optional)

Certifications 1 Select all current certifications the instructor has earned
License Number i The i nstructorés Michigan
License Number (optional)

16
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A Instructional Area(s) 1 Select all instructional areas the instructor is qualified

to teach

A Statusi This is the instructorés current

used to create class setup records.

1. Click Submit to save a new record. Click Update to update an existing

record

2. Click Submit and Create New to save a new or updated record. This clears
the screen so another new Instructor record can be added.

To copy an instructor record from the previous year, refer to Chapter 4; Class Copy

Functions.

Section 2.3 T Location Data Entry

Click on the Location link within the Provider Admin tab. After a search is
completed as described above, the search results will show as follows:

Image 2.3a

Location Search Results

Program Year: Provider:
2012-2013 AURA LEARNING (Code: T0002)

Click on the 'Location’ column to update the existing Location record.

Copy to clipboard Exportto Excel Exportto PDF Print

Show |10 ¥ entries

1 AURA LEARNING CENTER 1 JOHNS, JOHN

AURA COMMUNITY CENTER 1 KIMMERS, KIM

\ KLINE, KERRY

Showing 1 to 3 of 3 entries 1

3 AURA HIGH SCHOOL 1

Row# Location Primary Contact Contact Phone

Search
Mailing Address Status

Inactive

Active

Active

2—®  Add Location New Search

1. To view or wupdate an
link from the Location column (Image 2.3a)

e X

st Latatioh Maonad i

2. To create a new location record, click on the Add Location button (Image

2.3a)
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Image 2.3b

= First Name:
= Last Name:
= Phone:

Fax

= EMail:

> Status:
Record Created on
Record Last Updated on

Record Last Updated by:

1 ——  Update

Update Location for PY 2012-2013

Provider:
AURALEARNNG

Program Year:

Location D:
Cooe: T002) | 1078017234

= Location Name: AURA COMMUNITY CENTER 1

Primary Contact

KIM
KIMMERS

(989) 642-3333

KKIMMERS@AURA.COM
Status

Active ¥

Reset Form Cancel
Submit and Create New

§ ol

Delete

= Street Address 1:
Street Address 2:

= City:

= State:

= County

Same as Physical Address:
Street Address 1:

Street Address 2:

City:

State:

Physical Address

11240 Swan Creek

Lansing
MI
INGHAN
Mailing Address
m]
11240 Swan Creek

Lansing

MI

= Zip: 48913

Zip: 48913

Al fields with a red arrow = are required data entry fields and must be completed.
The following is a description of the required fields (Image 2.3b):

A Location Name i This is the local program assigned name for the location. It

must be a unique name.

Status T T h i

o Do To To Do To Do P>

S is the

| ocat

used to create class setup records.
Street Address 11 The physical address of the location to also include City,
State and Zip code
Same as Physical Address i Check this box if the mailing and physical

First Name 1 First name of the location contact person
Last Name i Last name of the location contact person
Phone i Phone number of the location contact person
Fax 1 Fax number of the location contact person (optional)
E-Mail 1 E-mail address of the location contact person

i onbds

current

addresses are the same. This will automatically prefill the Mailing Address
with the Physical Address .
A Street Address 17 The mailing address of the location to also include City,
State and Zip code

Click Submit to save a new record. Click Update to update an existing record

2. Click Save and Create New to save new or updated data, and to load an
empty screen to add another new location record

To copy a location record from the previous year, refer to Chapter 4; Class Copy

Function.
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Section 2.4 1 Setting Up Classes

When selecting the Class Setup link, a Search Criteria screen is displayed. (Image

2.4a)
Image 2.4a
* Program Year: 2022-2023 Ap—
* Provider: JOHNSON AE A D
* Class Location: ALL MY PROVIDER CLASS LOCATIONS —

* Teacher: ALL MY PROVIDER TEACHERS 3

Instructicnal Areas (selecting none is the same as selecting all) /

[J | ABE (Adult Basic Education) | | HSD (High School Diploma)
|
|

| | ASE (Adult Secondary Education)

| | HSE {High School Equivalency)

| | ESL (English as a Second Language)

L — Submit = Reset Form

1. Select the Program Year from the dropdown list

2. Verify the Provider Name/Code belongs to the proper local program. If the
name displayed is incorrect, please contact the Adult Education office before

entering any data into MAERS.

3. To narrow the search results, select an active record from one or more of the

available dropdown lists and/or select a specific Instructional Area . To
display all classes, leave the dropdown selections set to Any.
4. Click on Submit to view the search results
After a search is completed, search results will show as follows:

Class Search Results
Class Setup
Program Year: Provider: Class Instructor: Class Location: Class Instructional Area:
2017-2018 FISHER ADULT EDUCATION (Code: FAE13) Any Instructor Any Location Any Instructional Area

Click on the 'Class Id" column to update the existing Class record.

Show entries Search:
Schedule
# | Classid  ClassName  ClassNo  Instructor  Location ~ Room | #Enrolled  Term  Instr.Area | Status
Sun  Mon  Tue  Wed  Thu  Fri  Sat | FLEX
1 1213758835 | ABE 100 FsHER,BoB | FISHER 1 ) o) ABE Active 5 X
- ACADEMY EntryEsit
- o FISHER Open
2 | 1zmavseser | Ase 1| 300400 msier.gos | FSHER | o 0 e [ a=s Actve - - x
g [ e FISHER FISHER 3 Open 2
3. | szravsesso | Esi 100300 i I e | 8 0 i Actve - - - x
FISHER Open
1213758084 A 5 = E 2
4 ua7seses | HsD 300400 sier.sos | PSR |4 o e | #e0 Actve x
. & FISHER Open
758 3 FISHER, BO . - - - - E
5. | aziavsesen | s 100 isher.gos | FOHER | g 3 i | VEE Actv x

Showing 1 to 5 of 5 entries

S =2

Add Class New Search

1. To view or update an exi sClass gDolnk feom s

the Class ID column (Image 2.4b)
2. To create a new class record, click on the Add Class button (Image 2.4b)
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Image 2.4c

\ General Information | Class Schedule | View Class Participants
= Class Name: ABE
= Class Number: 100
ABE
Class Description:
= Capacity: 25
= Scheduled Hours: 100.00
= Instruction Method: Classroom
=Instructional Area: ABE
= Term: Open Entry/Exit
= Instructor: FISHER, BOB
Instructor #2:
Instructor #3:
= Begin Date: 07/0172017 (28]
= End Date: 06/30/2018 _JJ
= Enroliment Cut Off Date: 06/30/2018 [al
= Location: FISHER ACADEMY
Room Number: 1
= Status: Active
Created: 04/04/2017 @ 09:53:06 AM
Last Updated: 03/08/2018 @ 05:06:20 PM
By User: CHRIS KIRGIOS
Update = Reset Form Cancel
Save and Create New
Delete = Copy within PY

The class setup screen is divided into three tabs. All three tabs are part of one
record. Data entered will remain on all tabs until either Submit , Update or Save
and Create New is clicked. Clicking on Cancel or the back button will not save
the entered data. (Image 2.4c)

All fields with a red arrow = are required data entry fields and must be completed. The
following is a description of the required fields:

General Information tab:

A Class Name i This is the local program assigned name for the class. It
must be a unique name.
Class Number i This is the local program assigned number for the class
Class Description 1 Description of the curriculum to be used in the class
Capacity i Number of seats available in the class
Schedule Hours i Number of hours the class is scheduled to meet for the
term
Instruction Method T Dropdown list includes Classroom ,
Classroom/Distance Education , Distance Education , Learning Lab,
Learning Lab/Distance Education , and Tutoring
A Instructional Area i The course of instruction taught within the class.

o Only one instructional area can be selected.

To o To Do I
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A Term i Dropdown includes Quarter i Fall, Winter, Spring , and
o0 Summer ; Open Entry/Exit ; Semester T Fall and Winter ;
Trimester 1 Fall, Winter , and Spring/Summer
A Instructor i The drop-down list will show all active instructor records that
have been created or copied from the previous year

Note: If the Instructor dropdown list is empty, then create or copy the
instructor records needed
A Instructor #2 / #3 i Text field for other instructors that will assist in the class
(optional)
Begin Date 1 The first day of scheduled instruction for the class
End Date i The last day of scheduled instruction for the class
Enrollment Cut Off Date i The last day a participant can enroll into the class
Location i The drop-down list will show all active location records that have
been created or copied from the previous year
Note: If the Location dropdown list is empty, then create or copy the Location
records needed
A Room Number i Room where the class is taking place (optional)
A Status i The availability of the class. Only active records can be used for

class enrollments.

Too T o I

Select the Class Schedule tab to move to that tab

Image 2.4d

| General Information Class Schedule View Class Participants

Select Class Weekly schedule as applicable
select Day StartTime | AM/PM End Time AMPM

(] Sunday |

Oan Opu || || Oan Opu

Monday [oe00 ]| O @pu [1000 ]| Oam @pu
O | Tuesday [ 1 OamOeu|[ ] Oan Opn
Wednesday |[06:00 || Oam @pu ([08:00 || Oam @ipun
[0 | Thursday || Oan Opu|[ Oan Opu
[0 | Friday [ 1 CanOeu|[__ 1| Oan Opu
[0 | saturday [ Oan Opu || || Oan Opu

Select Flexible Schedule and specify the Weekly Hours
Select Week Hours

= Flex Schedule

Update Reset Form Cancel

Save and Create New

Delete | Copy within PY

Select one or more days of the week and the corresponding start and end times
for this class. The Flex Schedule is also an option for classes that do not have a
set schedule. This is often used for tutoring or learning labs. A class can also be
a combination of a set schedule and flex hours for all Instruction Methods other
than Classroom . The Classroom method can only have either a set schedule
or a Flex Schedule . (Image 2.4d)

Select the View Class Participants tab to move to that tab
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Image 2.4e

[ General Information Class Schedule View Class Participants

Show entries search:[ |
# Participant Birth Local Reg. Enroliment Class Classroom Eésatr?-l?rie
scipa Date Stud.# Date Date Exit Date Hours 9

Hours
1 MUNSON, TEST 04/10/1979 ALC-R00013 02/01/2013 02/01/2013 05/31/2013 40 0

Showing 1 to 1 of 1 entries

1 — Update Reset Form Cancel

i — Save and Create New

Delete Copy within PY p—— Y

This is a view only display of active and exited participants enrolled into the class.
The first time a class is set up, this display will be blank since no one is yet
enrolled. (Image 2.4e)
To complete the Class Set Up:
1. Click Submit to save a new record. Click Update to update an existing record.
2. Click Save and Create New to save new or updated data, and to load an
empty screen to add another new class record
3. Copy within PY (PY = Program Year) to create an exact copy of this class
without enrolled participants for this same program year

The Copy within PY function is a quick tool used to create more than one identical
class or more than one section of the same class.

Tip: To save time, use this feature instead of creating a new class record. For
example, if a Beginning ESL class is created for the Fall Semester and the
program runs a Beginning ESL in the winter as well, then the Fall Semester class
can be quickly copied using Copy within PY then updated with the required
Winter Semester term data.

To copy a class record from the previous program year to the new program year refer
to Chapter 4; Class Copy Function.
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Chapter 3
Participant Functions
Chapter 3 T Participant Functions

In this chapter you will learn the following:

Section 3.0 T Where to find Participant Functions and Participant Search and
Registration

Section 3.1 1 Eligibility

Section 3.2 7 Pre- and Post-Test Assessments

Section 3.3 T Class Enrollments by Group and Participant
Section 3.4 7 Monthly Attendance by Group and Participant
Section 3.571 Class Exits/Deletions by Group and Participant
Section 3.6 T Planned Gaps

Section 3.7 T Training Activities

Section 3.8 T Achievements

Section 3.9 7 Program Exit and Follow Up

Section 3.0 T Where to find Participant Functions
Participant functions are found on the Participants tab. (Image 3.0a)

Image 3.0a
Participants Provider Admin

Registration
Eligibility “

Assessments
Class Enrollments
Class Attendance
Training Activities

Planned Gaps

Achievements
Program Exii
Follow Up

Participant Search and Registration

Click on the Reqgistration link on the Participants tab. (Image 3.0a)




Image 3.0b
Update MAERS Registration - Participant Search Criteria

Search by Last Name first:
= Last Name: Jives < 1
First Name: Julie ‘ 2
Date of Birth: [ [l =—— 3
Submit Reset

Search by Local Student No:

= Local Student No: ALC-R0O0010 —
Submit Reset
Search by Customer ID:
= Customer ID: [ovaunatg ] — °

Submit Reset

There are three different options to search for a participant:

A

Search by Last Name first 1 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. LastNamei Ent er the participantoés full | egal
2. FirstNamei Enter the participantds ful

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

Search by Local Student Number T 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 i Enter the student number that is assigned to the
participant by the local program(required)

Search by Customer ID i The Customer ID is assigned by the MAERS system

when the participant is first entered and saved. The Customer ID consists of

the first three | etters of the particip
t he participant 6s rhanth@M)andbintedata (PD). t he b
Customer ID Search is used for existing participants only. This search will

ant
rth
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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 i Enter the MAERS assigned Customer ID for the participant
(required)

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

Image 3.0c

MAERS Registration - Participant Search Results

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 gou are searching for does not aEﬁ

ear, click on "New Applicant/MAERS Registration"” to enter the initial
Applicant/ MAERS Registration record or click on

ew Search” to conduct a new search.

Copy to clipboard Exportto Excel Exportto PDF Print
Show |10 ¥| entries

Search: |
Row# . Name Birth date 4  CustomerID 2 Address Phone 3 In MAERS?
1 JIVES, JULIE 01/01/1870 JIVIUS101 No
101&1/2 Elm Street
2 VES, J J 9/19: J {989) 626-2224 es
2 JIVES, JULIE 09/19/1981 JIVIU0918 Ll 939) Yes

Showing 1 to 2 of 2 entries

1

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

New Applicant/MAERS Registration ~<+— 3

2 ——— New Search

1. If the person is listed after performing a name search, then click on the

iNameo | i nk tParticipaneHistory hsereen. This indicates
the participant has been in MAERS in the past and it is important to
link these records. (Image 3.0c)

1. If the 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 3.0b)

2.1 f the participant 6s NewApplicant/SIAERS i | | not
Registration to create a record in MAERS (Image 3.0c)

MAERS Registration - Participant History
Name Customer ID Current Staff Provider

JIVES, JULIE J JIVJU0S09 JOHNSON AE {Code: JOHNSON2)
Click on the ‘Instructional Area(s)’ to update the Registration

' L]
Showing 1 to 8 of 8 entri Search:
Instructional Area(s gistration Date~ Status~ Exit Date Exit Reason Local Student No. Provider
ABE ASE. HED 07/01/2020 Exited 09/30/2021 Participant Completed JJ2017 JOHNESON AE
ABE.ASE ESL 07/01/2018 Exited 00/20:2017 Participant Separated Before Complation - System Exit DEMO-11 DEMO ADULT EDUCATION
ABE. HSE 07012018 Exited 04/30:2017 Participant Completed ooo1s LUCE AE
‘ - — Enter New MAERS Registration New Search |
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1. After clicking on the name of an existing participant, to view or update their
registrat i omnstructionad Kreadhnk.tOmle registrations for the

provider/local program can be viewed. Only registrations in an Active status

can updated. (Image 3.0d)

Not e: A participantos
year. Because of this, participants do not need to

registration
be exited and re-registered

can cont

each program year. If the participant is currently active in the local program, their
registration should be updated yearly with any needed contact information

changes. Once the reg
eligibility, assessment, and class enroliments.

i stration i s

2. To register this person into the local program, click Enter New MAERS

Registration.

updat ed,

A participant can have only one active registration with the

same local program during a program year. (Image 3.0d)

Image 3.0e
‘l Personal | Demographic | Entry Status | Barriers | Instr.Areas | Goals

= Local Student Number: JJ2017 County: SAGINAW

=>Last Name: JIVES Check if no Address: O

=>First Name: JULIE Phone: (989) 626-2234

Middle Initial: J Phone Extension:

Maiden Name:

Alternate Phone + Ext.: (989) 413-3587 - SSN: XXX-XX-9275

Address: 101 ELM STREET SSN (confirm): XXK-XX-9275

Created
03/29/2017 @ 11:28:04 AM

By User
SUE E. JOHNSON
Cancel

Update Reset Form

03/30/2021 @ 01:40:33 PM

City: HEMLOCK UIC Number (Requested): 0000001234
State: M Email: JIVES_J12@YAHOO.COM
Zip: 48626 Residence MWA: Great Lakes Bay Michigan Works!

Last Updated By User

SUE E. JOHNSON

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

3.0e)

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.
A Local Student Number
unique to each participant within a provider

To T o

i A locally assigned 4i 10-character field that is

Last Name i The legal last name of the participant
First Name i The legal first name of the participant
Middle Initial i The middle initial of the participant (optional)
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Address T The current address of the participant to also include City, State,
and Zip code
Check if no Address i Check this box if there is not an available address for
the participant
Phone i Contact number for the participant. Include an alternative phone
number whenever possible.
SSNi A Social Security Number (SSN) is requested. Once saved, only the
last four digits of the SSN are displayed. It is strongly recommended that a
participantds SSN is obtained and entered
for data matching and this process saves work while improving the
employment outcome measure performance rates.
A SSN (confirm) 1 Confirm the SSN to reduce data entry errors
A UIC Number (Requested) i The Unique Identification Code is requested.
The UIC identifies each student in Michigan with one unique student identifier.
The Michigan Student Data System (MSDS) allows school districts to obtain
or validate Ul C6s for t hasopbecrgidalad ent s . Ul
effective tracking/follow-up of participant outcomes through data matching of
postsecondary education in the future.
A Email i Current email address for participant
A Residence MWA iThe default MWA will display bas
code
Notes:
1 Some data items on the registration record may be prefilled if the
participant had a previous registration. Most data items will prefill when
submitted through the online Adult Learning Plan. Please review these
data items and update any changes as needed for new registration record.
If a SSN prefills and is incorrect, contact the MAERS Helpdesk at LEO-
MAERS2.0@Michigan.gov to have the SSN field nullified.
1 The Personal tab will remain editable for up to two years after a participant
exits the program. This will allow updates to the contact information or
addition of a missing SSN for follow up purposes.

o Do Do D>

Select the Demographic tab to move to that tab
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Image 3.0f
Il Personal Demographic Entry Status Barriers Instr. Areas Goals
= Birth Date: 09/09/1981 _J}
Age At Registration: 33
= Place of Birth: SAGINAW, MI
= Sex: Female -

Asian:

= Number of Pre School-Aged Children (0-5): 0
= Number of School-Age Children (K-12): 0

=>Veteran: OvYes @no
= Hispanic/Latino: ®@ves Ono
=>Race:

African American: Oves @nNo
American Indian/Alaskan: Oves ®No

Hawaiian or Pacific Islander: OYes ®@no
White: @ves Ono
Created By User Last Updated By User
03/28/2017 @ 11:28:04 AM SUE E. JOHNSON 03/30/2021 @ 01:42:01 PM SUE E. JOHNSON

® ves OnNo

Update Reset Form Cancel

Ent

er the participantdos demographic infor mat

Learning Plan (ALP). (Image 3.0f)

o ToTo  Io  ToDo

o I

Select

BirthDate i Par ti ci pant s date of birth ( MM/ DD/
Age at Registraton TA di spl ay of the participantos
date

Place of Birth i City and State or City and Country where the participant was

born

Sex i Self-reported gender of the participant

Number of Pre -School Aged Children T Number of children the participant

has who are not yet attending kindergarten

Number of School -Age Children T Number of children the participant has

who are currently attending K1 12. School aged Children can be up to age

26, if attending special education programs

Veteran T The participant is a U.S. Veteran

Hispanic/Latino 1 The participant is of Cuban, Mexican, Puerto Rican, South

or Central American, or other Spanish Culture in origin, regardless of race

Race i Ethnicity of participant. Select as many as needed to best describe a

multi-racial ethnicity. At least one is required.

the Entry Status tab to move to that tab
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Image 3.0g

! Personal Demographic Entry Status Barriers Instr. Areas Goals J

=) Highest Educational Level or Degree Attained: Grades 9-12 (no diploma)

=>U.S. Based Education?: @yes OnNo
= Labor Status: Employed
Employer Name: Meijer

Hourly Wage: 12.00

Hours per Week: 20

Created By User Last Updated By User
03/29/2017 @ 11:28:04 AM SUE E. JOHNSON 03/30/2021 @ 01:42:01 PM SUE E. JOHNSON

Update Reset Form Cancel

Ent
3.09)

A

o I

A
A

Note:

er the participantés entry status i

Highest Educational Level or Degree Attained 1 The education status at
program entry has a dropdown list which includes nine educational statuses as
follows:

No schooling

Grades 1-5

Grades 6-8

Grades 9-12 (no diploma)

High School Diploma or alternative credential
High School Equivalency Certificate

Some Postsecondary, No Degree
Postsecondary or Professional Degree
Unknown

U.S. Based Education 1 Select as appropriate

Labor Status T The current job status at entry has a dropdown list which
includes four employment statuses as follows:

Employed 1 Participant is currently employed which will populate optional
fields to collect the Employer Name, Hourly Wage and Hours per Week

Employed, Received Termination Notice or Military Separation |
Participant is employed but received notice of termination or is a transitioning
service member

Unemployed i Participant is not employed and looking for work

Not in the Labor Force 1 Participant is not employed and not looking for
work

Regardless the labor status, all participants who exit with 12 or more hours

will require follow up for Employed in 2" Quarter after exit with median earnings
and Employed in 4 Quarter after exit

Select the Barriers tab to move to that tab
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Image 3.0h

= Please explain Cultufal Barriers:

= CurrentiPrior Foster Care Youth: Oves ®No

=* Digital Access - Equipmeént: @®ves ONo

English Language Learner: es
= Exhausting TANF wiin 2 years: Oves ®nNo
= Ex-Offender: Oves @ nNo

{ Personal | Demographic | Entry Status | Barriers | Instr.Areas | Goals J
2
= Child Care: @ves Ono = Homeless: Yes  @no
= Cultural Barriers: @ves (Mo = IEP(Individualizetl Educatignal Plan): COvYes @®nNo
Language

- ega_cy Barriers (retired as of PY 2018 registrations). \
Dislocated Worker Mo

1 Living in a Rural Area Mo 3
Receiving Public Assistance Yes
Created By User Last Updated By User
04192017 @ 10:41:12 AM TEST LUCE 05/24/2021 @ 12:27:38 PM SUE E. JOHNSON

= Ledming Disabled:
= Aow Income:

Lon

Low

= Migrant/Seasonal Farm Worker: Oves @no
= giny ®ves OnNo
= Substance Abuse: Oves @ nNo L\\)
= Transportation: ®ves Ono
= Other Barrier(s): OvYes @®No

Update Reset Form  Cancel

Enter the partic

i pant 0s

the ALP. (Image 3.0h) Hover over each barrier or review the ALP Technical

Assistance Paper and review the MAERS Data Field Definitions for detailed

descriptions of the barriers. This document is on the MAERS page of the AE
website located at - NRS_Definitions for_Barriers

1. Cultural Barriers and Other
barriers

2. English Language Learner
a 6Yesb6 or ON

will provide an open text box to detail these

and Low Level of Literacy will populate with
0060 based on which

Areas tab. These fields will be blank during the registration process until

the record is submitted.

ingtrs t r uct

3. The Legacy Barriers table will display for any registration dated prior to July

1, 2018, with the three discontinued barriers

Select the Instr. Areas tab to move to that tab

Image 3.0i

{ Personal Demographic Entry Status Barriers Instr. Areas Goals

Program Year: 2015-2016

= Instructional Area(s): | Select ALL Instructional Areas as applicable.
Adult Basic Education
Adult Secondary Education
English as a Second Language

High School Diploma

oo

High School Equivalency

Registration Date: 07/01/2015

Created By User
03/29/2017 @ 11:28:04 AM SUE E. JOHNSON

Last Updated
03/30/2021 @ 01:42:01 PM

Update Reset Form Cancel

By User
SUE E. JOHNSON
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https://www.michigan.gov/documents/wda/NRS_Definitions_for_Barriers_623521_7.pdf
https://www.michigan.gov/documents/wda/NRS_Definitions_for_Barriers_623521_7.pdf

Through the intake interview and assessment process, it will be

determined which Instructional Areas the participant will be served.

(Image 3.0i)

A Program Year i The Adult Education service year begins July 1%t and ends
June 30™ of the following year. However, registrations can continue across
program years. Select the program year in which the participant is starting
in the program. This field will be display only if the participant continues into
the next program year.

A Instructional Area(s) i Adult Education services the participant will be
receiving. A participant can have more than one instructional area selected.

A Registration Date i The date the participant registered into the program.
This field will become display only if the participant continues into the next
program year.

Select the Goals tab to move to that tab

The Goals information is collected on the ALP. Goals are not used for Follow Up
performance measurements but should be used for service planning. (Image 3.0j)

Image 3.0j

| Personal Demographic Entry Status Barriers Instr. Areas Goals

PRIMARY GOALS: Select ALL Goals as applicable. SECONDARY GOALS: Select ALL Goals as applicable.
GOAL Achieve Citizenship Skills
EDUCATIONAL GAIN - Default Goals
« Improve Basic Literacy Skills
4 Improve English Skills Increase Involvement in Community Activities

Vote or Register to Vote

Participant Selected Goals
Function At or Above Sth Grade Level (ABE only)

Involvement in Children’s Education

Involvement in Children’s Literacy Related Activities

Achieve English Language Proficiency (ESL only) Achieve Work Based Project Learner Goals

Pass One or More Official HSE Tests =
Leave Public Assistance

O ®O00oOoRs

Attain High School Diploma Credits SherGon
Obtain a High School Equivalency
Obtain a High School Diploma

Enroll in Postsecondary Education

Obtain Employment

o|gojojooo:o

Retain Employment

Created By User Last Updated By User
03/29/2017 @ 11:28:04 AM SUE E. JOHNSON 03/30/2021 @ 01:42:01 PM SUE E. JOHNSON

————p Update Reset Form Cancel

A Default Goals i These are determined by the Instructional
Areas selected. Default goals are automatically displayed on the
goals screen.

A Primary Participant Selected Goals i Select all goals that the
participant is planning to accomplish during the registration an

A Secondary Goals i 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)
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Click Update to save updated data. Click Submit to save new record.

Section 3.1 T Eligibility

The Eligibility module collects data for which the participant is eligible or are
participating in within each program year.

Click on the Eligibility I i nk o n t h eRegstatidn Bar i opan the Bligibility
footer button. (Images 3.1a)

Image 3.1a

Registration for: JIVES, JULIE 1

Eligibility
Assessments

i Class Enrollments
Class Attendance

! Training Activities

| Planned Gaps
Achievements

| Program Exit

1 Follow Up
Print Registration
View Particdpant History
Enter Tickler

N Alternative Contacts

Registration Eligibility [Assessments  |Class Enrollments Class Attendance Training Activities Planned Gaps
Program Exit Print Registration View Participant History Enter Tickler

The Eligibility History screen will display. (Image 3.1b)
1. A program year row will display for each program year a participant is active
Note: The new program year row will be blank at the start of the program year
until selections are made
2. Clickonthe Program Year link to add, update, or view the eligible funding
and programs for the participant

3. Displays the Funding Sources selected for the participant
4. Displays the number of Program Types selected for the participant
Note: A zero will display if the participant is not in a specific program
5. Displays a Yes to indicate if Co-Enrolled in a WIOA Title |, Il or IV program
or in post-secondary

6. Displays a Yes to indicate if in an Integrated Education Training (IET)
program

32



Image 3.1b

1 Eligibility History
Registratiofi ID Participant Name Status Record Provider
40605448 ET2018 Aclive as of 07/01/2019 TEST PUBLIC SCHOOL 5D (Code: 0000000000)
PY Funding Program Types Co-Enrollments:
a >, N\ X 5
M&\ Federal 1 4
2020 2 State & Federal 0
2019 Federal 0

Click on the new Program Year link. The Eligibility screen is divided into three
tabs. The first tab will be displayed. All three tabs are a part of one record. Data
entered will remain on all tabs until Update or Update and go to Eligibility

History is clicked. Clicking on Cancel or the back button will not save the
entered data. (Image 3.1b)

Note: To enroll into a class, both the Funding tab and Program Types tab must
be completed. The Co-Enroliments tab is not required to be completed for class
enrollments.

Funding Tab (Image 3.1c)
Funding source selections are based on the F
are set up by the State each program Year.

1. Select all funding sources which the participant will be eligible for in that

program year

Note: Futures for Frontliners and 23+ funding sources are not allowed to be
selected within the same program year

2. Display of the date and time of the last update

3. The first and last name of who updated the record

4. 1 f 6Otherd is selected, specify the fundi

Select the Program Types tab to move that tab
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Image 3.1c

| Funding Program Types Co-Enrollments |
Program Year: 2024
Z 3
Select ALL funding sources as applicable.
Fiscal Agent Funding Source Selected? Last Updated By User /
EATON RESA State School Aid - Section 107 1 —_— 120972024 @ 02:29:05 PM SUE JOHNSON
TEST PUBLIC SCHOOL SD WICA Title Il - Instructional 1210972024 @ 02:29:05 PM SUE JOHNSON
TEST PUBLIC SCHOOL SD WICA Title Il - Comrections Education |:|
TEST PUBLIC SCHOOL SD WIOA Title Il - IELCE |:|
TEST PUBLIC SCHOOL SD / Other O
er” funding, please specify:
4 If "Other” fundi I ify
TEST PUBLIC SCHOOL SD 23+ O
Update Update and go to Eligibility History Reset Form Cancel

All possible program types will display. (Image 3.1d)
1. Select all program types which the participant will be eligible for in that program
year

Notes:
A When either Correctional Facility or Community Correctional Program
is selected as a program type, then either the WIOA Title 1l - Corrections
Education funding or the State School Aid -Section 107 funding must be
selected
A Sel doneoftheAbove 6 i f the participant is not e
programs listed
MNone ofthe Above 6 cannot be selected with any ot
Do not remove a selected program type if the participant changes
programs throughoutNdrhe o/fe atrh AddiAgeecsvse d t 1 s
programs is allowed.

o Example #1: Participant is in Other Institutional Setting  at the
start of the program year. Leaves Other Institutional Setting and
goes into a Family Literacy Program . Do not remove the Other
Institutional Setting but add a check mark to the Family Literacy
Program .

o Example #2: Participant is not in a program at the start of the
program ye doneafthdAbbva ® & e | e c-yeardhe Mi d
participant goes into a Workplace Literacy Program . Unselect
t h Honeofthe Above 6 a nd Voekplaeeliterady
Progr.amb
2. Display of the date and time of the last update
3. The first and last name of who updated the record
4. Click Update or Update and go to Eligibility History

To I
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Image 3.1d

Funding Program Types Co-Enroliments

Program Type (Select all that apply) _/‘ /

Program Type T select Last Update By User
Correctional Facility \ e O
Community Comrectional Program D
Other Institufienal Setting \ D
Family Literacy Program \ D
Integrated Education and Training {IET) \ D
Workplace Literacy Program \ D
HSE to School Program \ D

\
=* Select if the Participant is not ilany Program Type **

None of the Above ‘

4 —> Update Update and go to Eligibility History Reset Form Cancel

Select the Co-Enroliments tab to move to that tab

All possible core programs will display. (Image 3.1e)
1. Select one or more core programs in which the participant is enrolled
2. Type in the Agency Name
3. Display of the date and time of the last update
4. The first and last name of who updated the record
5. Indicates a Data Match with OSMIS versus manual entry
6. Click Update or Update and go to Eligibility History

Notes:
A The Co-Enroliments tab is optional however collecting this data will be
helpful to the program in providing appropriate services to the participant
A A data match with OSMIS will take place weekly to identify common
served participants between MAERS and the other core services. The
Agency Name will auto fill with the corresponding MWA.

Image 3.1e

Funding Program Types Co-Enroliments

1 ]

P Co-Enrollment Information. 2 v
Core Program Sel Agency llaM Last
-
Job Service (Title 11I) [WEST MICHIGAN WORKS & | g;’_’;g’fﬂ?“@ johns28 Ne
MRS (Tille V) O |
MIVA (Title 1) WEST MICHIGAN WORKS | gfggﬁz“@ SYSTEM YES
Other Federally Reported Programs- TAA, H1B, and APFR | [ || |

6 =———  ypdate Update and go to Eligibility History  ResetForm | Cancel




Section 3.2 7 Pre and Post -Test Assessments

Pre-Test Assessments

Click on the Assessment|l i nk on t h eRegstatidn Bar i opanthé 6 s
Assessment footer button. (Images 3.2a)

Image 3.2a

Registration for: JIVES, JULIE J

| Assessments h

| Class Attendance

| Training Activities
Planned Gaps
Achievements
Program Exit
Follow Up

Print Registration

! View Participant History
Enter Tickler
Alternative Contacts

Registration Eligibility Assessments Class Enrollments Class Attendance Training Activities Planned Gaps
Program Exit Follow Up Print Registration View Participant History Enter Tickler

The Assessment History screen will display. (Image 3.2b)

Image 3.2b
PY Test Area Test Name 1 Beginning EFL EFL Gain/Loss Copy to next PY
2022 ABEIASE TABE / 3 NiA
2022 ESL Select the fest .. m— 2 A
- — Select the test __ s .
2021 ABEASE CASAS (ESL) 3 A
] _ | TABE CLAS-E |
2021 =R — ] Copy

A participant can have up to two pre-tests per program year: one for services in the
ABE/ASE instructional areas and one for the ESL instructional area
1. Cl i ck TDestNamed Al i nk to view, update, or
assessment test record (Image 3.2b)
Note: Only assessments (pre and post) for the current program year can be
updated or deleted through September 17t following the program year end
2. Click on the dropdown arrow and select the test type to enter a new pre-test
assessment for the participant (Image 3.2b)
Notes:
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A A pre-test is required once a participant has 12 or more hours of
attendance in a class
A A pre-test is optional for participants solely in a High School Completion

program
Imaqd 3.2c
Registration ID Participant Name Local Stud. No Status Record Provider
12014920 JULIE JIVES JJ2017 Exited on 09/30/2018 JOHNSON AE (Code: JOHNSON2)
= Program Year: [2018-2019 v
=Test Type:
= Select Test: |Select the Test V|
g On Regi By ion Provider
07/01/2015 SUE JOHNSON | JOHNSON AE (Code: JOHNSON2)
Enter Scores Reset Form Cancel
Image 3.2d
PY Test Area Test Name Gain Module used to calculate Gain
2022 ESL CASAS (ESL)
Row Module Test Type Test Date Score Form Form # EFL Level Data Match?
ESLLISTENING
ESL READING —
Submit Reset Form Cancel
. . A
Select the module from the dropdown thenent er t he partici pant s

test scores from their assessment test along with the Form and Form No. of the
administered test. Note: The Form may prefill based on the Test Name and
Module selected. For a | i st of Form and
guidelines or testing materials. (Image 3.2d)

Notes:

1 Modules do not need to be tested on the same day. The required number
of hours will be calculated between the first pre-tested module and the first
post-tested module.

1 Based on the module selected, the Form may auto-fill due to not being
more than one form selection

Click Submit to save data for the new Assessment and the Enter/Update
Assessment screen will display.
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Image 3.2e

PY Test Area Test Name Gain Module used to calculate Gain
2022 ESL CASAS (ESL)
Module i 2

Showing 1 to 2 of 2 entries Search:

Row Module Test Type Test Date Score Form

ESL LISTENING FRE ToiEz  EE | [201

Form # EFL Level Data Match? By User Last Updated

v 4 Ne SUE JOHNSON 07/D5/2022 @ 02:37:11 FM
=
‘ FRE 07/05/2022 _3] 199 031R w 3 o SUE JOHNSON 07/05/2022 @ 02:37:11 FM

I
Column visibility wn Excel PDF
4

1 Enter New Assessment(s)

z ESL READING

3 - pdate Reset Form Cancel

1. The orange highlighted bar shows the lowest Educational Functioning Level
(EFL). (Image3.2e) Thi s i s called the fAanchor modul
EFL placement on all reports. An educational gain will be determined in any
module of the pre-test to the same module of the post-test where a gain is
made.

2. To delete an assessment, click the dropdown to the Form and select the top
blank line

3. Click Update to update added data to the Assessment

4. Click Enter New Assessment(s) to add an assessment module, interim mid-
test or post-test

Notes:

A If a participant solely in High School Completion is not given a pre-test,
the beginning EFL placement on reports will be based on the credits at
entry.

o Credits below 50% will be placed at EFL 5

o Credits at 50% or higher will be placed at EFL 6

Image 3.2f
PY Test Area Test Name Beginning EFL EFL Gain/Loss Copy to next PY
2022 ABE/ASE TaEE 3 NI
2022 ESL [ Select the fest .. v MiA
2021 ABE/ASE TagE 3 NI
—
2021 ESL CASAS (ESL) ] Copy

ClickonCopyt o copy the assess mentest. dmsaga3le® Preew yea
tests can be copied beginning July 15t of the new program year. The Copy button will

only appear beginning July 15 of the new program year IF one or more modules meet

the date requirements noted in the tip below.

Tip: A previously administered test can be used as a new pre-test provided one
or more of the modules are dated within the previous program year. Example:
AAssessment i n M&a&0danbe eopieddverid?be dséd/faz the
2021 pre-t est . O
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Assessment Data Matching

Matches will be completed daily through an overnight process from assessments taken
online or which were scan scored. The match will be done by the participant first
name, last name and date of birth. MAERS will store the files for 90 days to allow time
for the data entry of the registration.

A matched assessment is identified by the following fields (Image 3.29):
1. Data Match? Yes
2. Record Status with an Active or Inactive dropdown selection
3. By User will be listed as System

PY Test Area Test Name Gain Module used to calculate Gain
2020 ABE/ASE TABE
Module i -
1 2 3
Showing 1 to 2 of 2 entries Search:
I Test - Form EFL Data . e . N .
Row Module Type Test Date Score Form B Level Match? Record Status By User Last Updated
MATHEMATICS PRE 1000872020 482 12 L 2 ves Active - System 07/20/2021 & 02:-80:18 BM
2  READING PRE sotzon Gl 301 1w [Ew 1 Mo Active == 07/202021 @ 0Z:50:15 FM
: 10720l A4 | S JOHNEON = =
Column visibility Print Excel PDF
Enter New Assessment(s)
Update = ResetForm | Cancel

There may be times an assessment is matched but not wanted or not compatible.
Change the Record Status to Inactivated and provide notes and click Update. (Image
3.29)

A match may come in as inactivated due to not enough attendance hours; a duplicate
manual entry is present or due to an incompatible form. (Image 3.2h) Once attendance
is updated to requirements, the match will update to Active the following business day.
A user may also manually change the status to Active same day one the record meets
requirements.

Image 3.2h

—— | [ngctivated v
T Vi petes System
— 5 10082021 @ 02:23:58 PM
. "-—-.e_'_:_ Business rule violation ¥

Refer to the 2021 Assessment Data Match and Screen Changes.pdf for more
information on Assessment Data Matching.

Post-Test Assessments
Entering a post-test is the same process as entering a pre-test.
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A participant can have up to two assessments test areas per program year, one for
services in the ABE/ASE instructional areas and a second for the ESL instructional
area. All participants who meet the testing guideline attendance hours must have a
post-test every program year unless they pre-test at an ASE high EFL level 6 or
unless they are solely in a High School Completion program. More than one post-test
can take place after minimum hours are met between tests.

Each test type has a required number of attendance hours a participant must reach in
the program year before they are eligible to be post-tested. Post-test forms and form
numbers must be compatible with the pre-test of that same module. Refer to the
Assessment Policy in the Adult Education website for additional details on required
post-test hours and forms/form numbers.

Subsequent tests to the pre-test may be data matched as discussed. Refer to the
2021 Assessment Data Match and Screen Changes.pdf for more information on
Assessment Data Matching.

Some programs operate year-round and allow new participant registrations late in the
program year (April, May, or June). Many times, these patrticipants are not in class
long enough to get the required attendance hours to post-test on or before June 30%.
To accommodate these participants, MAERS will count attendance hours across
program years when the participant meets ALL the following conditions:
1. In the program year ending 1
a. A pre-test must have an April, May or June test date
b. A participant must be enrolled into a class in April, May, or June
c. A participant must have attendance hours for each month they are
enrolled in the class (the attendance hours must be greater than zero)
2. In the new program year i
a. The pre-test from the program year ending must be used as the pre-test
in the new program year
b. The participant must be enrolled into a class in July
c. The participant must have attendance hours for the July class (the
attendance hours must be greater than zero)
If the above criteria are met, then attendance hours will be counted across program
years to determine if a post-test can be administered in the new program year. In
addition, the post-test must meet all other Adult Education Assessment Policy
requirements. Participant registrations that do not meet the above criteria will not
have the attendance hours counted across program years.

Section 3.3 1T Class Enroliments By Group and By Patrticipant

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

Participants Provider Admin

Registration
Eligibility

Assessments
Class Enrollments
Class Attendance
Training Activities
Planned Gaps
Achievements
Program Exit
Follow Up

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

By Group
Click onthe By Group link. A list of classes will display. (Image 3.3b)
Image 3.3b
MAERS Group Class Enroliment
Program Year: | Provider: | Class Instructor: | Class Location: | Course Name:
2012-2013 AURA LEARNING (Code: TO002) | Any Instructor Any Location Any Course

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

Show entries 1 Search:

= = Schedule
# CllaDss I(a:fs N?lme Instructor Location gumﬁ:{’ Term 2
ass No nro Sun Mon Tue Wed Thu Fri Sat FLEX
AURA
COMMUNITY
1 1075017244 ':ff = ::k;sR' CENTER 1 0 S“‘”E ) X X
Room#: 28 - RN
MATH
AURA SENIOR
2 1078168208 (DG MATH-  LEE CENTER ] pea . X - X B } . X
Loeflee o1 LARRY f Entry/Exit
Room#:
ESL AURA LEARNING
3. 1078017248 TUTORING - jg:xs CENTER 1 0 ?:I’"‘es'e’ i = = = E - = S X
201 Room#: 101
ESL AURA LEARNING
4 1083841842 TUTORING - jg:js CENTER 1 o \S‘f’“:“e" - X
201 : Room#: 101 il

Showing 1 to 4 of 4 entries

New Search S ———————— )

1. Cl i ck GlasstDoe i nk of the class to
2. Click New Search if the Class needed is not listed
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Image 3.3c

Enter/Update Class Enroliments by Group
Class Class . 1 S 4 .
i No Instructor Term Location \Begm yut Off Ena\cap:h%)pen PY
AURA COMMUNITY
OHNS T rmiiee o 2015-
ABE 101 T gﬁ;}im CENTER1 07/01/2015 | D6/01/2016 | DEI3012016 | 25 24 |28
Room No: 23
Admit After Start?  Instructional Area Instructional Setting Schedule Provider
% % s S . K Tue: 06:00pm - 09:00pm 5 P PREas e
Yes Adult Basic Education | Classroom / Distance Education Thu: D6 DG;m - 09:00pm AURA LEARNING (Code: TD002)
Class Attendance by Group 5
. S ¢ o Birth Local Reg Classes Sched Enroliment Class e
arnepant A Bl Stud # Date Taken Hrs Date Exit Date e
1 oananese  ALC 08202012 1 120 oTinis Ll |
RODOO Delete?
: it System
¢ RJ 51181201 1 120 2/01/2016 S
Save Reset Form Cancel
6 = Enroll New Participants New Search

Participants already enrolled into the class are displayed. (Image 3.3c) If no
participants are enrolled, a list is not displayed. The table at the top of the page
provides useful information about the class:

1. Begin i The first day of scheduled instruction for the class

2. Cut Off i The last day a participant can be enrolled into the class

3. Capacity i The number of participants the class can accommodate

4. Open 1 The number of open spots available for additional class enrollments
Note: It is important 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 i 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
Tools for more information on 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. (Image
3.3d)
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Image 3.3d

Filter Participants to Enroll in Class

e Class | o etructor Term Location Begin Cut OFf End | Capacity | Open  PY
Name No
_ AURA COMMUNITY
ABE 101 w gpf”fE . CENTER 1 07/01/2012 | DB/30/2013 | D/30:2013 | 20 19 ggg
Memt iy Room No: 26 - MATH
Admit After Start?  Instructional Area | Instructional Setting Schedule Provider
Ves Adult Basic Education | Classroom Mon: 06:00pm - 08:00pm | 00 | EARNING (Code: TODDZ2)

‘Wed: 06:00pm - 03:00pm

Filter Criteria

1 Last Name Starts with:  Local Student No Starts with:
—_—

2 ———p  Search Reset Form Cancel

The yellow box abowve 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
with 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.

. Locagl' Student Number = A text entry that will list all Participants whose Local Student Number starts with
the user-entered search string.

1. To find a specific participant to enroll into the class, use the Filter Criteria
functions (optional) (Image 3.3d)
A Last Name Starts with i This filter will locate one or more
participants whose last name matches the data entered
A Local Student No. Starts with i 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.
Note: 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.

2. Click Search to display the filtered participant or to display a list of participants
who are eligible to be enrolled into the class
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Image 3.3e

Select Participants to Enroll in Class
Class Class Instructor Term Location Begin Cut Off End Capacity Open PY
Name No
E AURA COMMUNITY -
ABE 101 MILLER Open CENTER 1 07/01/2012 | D6/30/2013 | D6/30/2013 | 20 1g | 2012
== MARY Entry/Exit = 2 2013
Room No: 2B - MATH
Admit After Start?  Instructional Area | Instructional Setting Schedule Provider
A-000m - 03-00
Yes Adult Basic Education | Classroom ,";:ZZ O:?SBB%: _%03 Dﬁiﬁ AURA LEARNING (Code: TODD2)
2y Last Name Local Student No
Filter Participants to Enroll in Class - .
All Participants | All Participants 1
2
Search:[ 1
3 Birth Local Reg Classes Sched A Enroliment 2
i GaEiopant Date Stud.# Date Taken Hrs Date ’Enroll,
1 BILLOWS, BARRY 0110111980 AL-300 07/01/2011 0 0 07012012 B |
2 CRAVEN, CASSIE 01/01/1930 AL-500 07/01/2011 0 0 07/01/2012 _-1] D
3 MUNSON, MARK 04/1711978 ALC-RO0013 02/01/2012 1 120 02/01/20132 _;1_] D
s . . 3
3 — Save and Search Again Save and List Class Participants ance

A list of the participants who can be enrolled into the class will be displayed.
(Image 3.3e)
1. Enroll T Click the Enroll check box to select one or more participants to
enroll into the class
2. Enrollment Date i This is the date the participant begins instruction in the
class. The enroliment date entered must be between the class begin date
and the class cutoff date inclusive of these dates. The default value for the

enroll ment date wil!/ be either the
begin date, whichever is later.
Not e: I f a participantds registration

default date will always be the class begin date.

3. 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 redisplay with the participants enrolled
into the class.

By Participant

Click on the By Participant link. (Image 3.3a) Once the participant has been
selected from the Search Results screen, the system navigates to the
Enter/Update Participants Class Enrollments screen. (Image 3.3f)

44

parti

cont

c

n



1. If the participant has not had any class enrollments, a message will be
displayed

2. 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 3.3h)

Image 3.3f
Enter/Update Participant Class Enroliments
« Participant is not currently enrolled in any Classes S 1
Participant Birth Local Attended
Name Date Student # Reqg. Date Beginning EFL Ending EFL  Scheduled Hours
o ABE | 2012 | High Intermediate BasicEd. | ABE ABE
JIVES, JULE J. | 09/19/1981 | ALC-R00010 | 07/01/2012 = < < o
ESL | 2012 High Intermadiate ESL ESL ESL
s lj\
3
Enrolied Class
Class Location - Scheduled Attended Class Class
Class Name Class Number Instructor Term R No Hours Hours Begin Date End Date
Cancel

2 = Enroll in New Classes?

3. 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 to learn about how and when to enter planned gaps to a
participant record.

If the participant has class enroliments, 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 3.3Q)
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Image 3.3g

1 Enter/Update Participant Class Enroliments
Participant Birth Local 2 s 2 Attended
Hamp: Date Student # Reg. Date Earliest Beginning EFL Latest Ending EFL Scheduled Hatirs
ABE | 2012 Beginning ABE Literacy ABE ABE 42
JIVES, TESTJ 09/05/1981 Jig1 07/01/2012 T 190
ESL | 2012 Advanced ESL ESL 2012 Advanced ESL ESL 41
Click the 'Enrolled Class # link to view 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.
Click the 'Delete?’ box and then click SAVE to Delete the(;)anicipant from this Class.
Enter the Participant's Class Exit Date in the 'Exit' box and then click SAVE to exit the participant from this Class.
ps ]
Enr?\ments
09/01/12 1101112 01/01/13 03/01/13 05/01/13 07/01/13 09/01/13 1101713 01/01/14
PY Beginning EFL Ending EFL Attended Hours
2013 ABE High Intermediate Basic Ed. ABE None 7 ABE 42 10
ESL None EsL None 8 esL 9 |o
Class Program Year: 2013 Enrolled Class # 1 - Class Provider: AURA LEARNING (Code: TMJ) / /
Class No Class Location - Scheduled Attended Class Class
e e (Instr. Area) RS e Room No Hours Hours Begin Date End Date
: AURA COMMUNITY CENTER 1 r
HSE 301 (HSE) JOHNS, JOHN Semester - Fall Room No: 21 90 42 07/01/2013 06/30/2014
S . =N B mm— 5 . | Mon: 06:00pm - 08:00pm
Enroll: 08/13/2013 L) Exit: | = 4 Class Schedule: | 100 0o 08:00pm O pelete?
Last Updated: | 07/28/2015 @ 11:22:14 AM 1 By User: | SUE JOHNSON
Planned Gap #1
Begin Date: | 07/01/2013 End Date: | 08/12/2013 Notes: | Summer Break 6
PY Beginning EFL Ending EFL Attended Hours
2012 ABE Beginning ABE Literacy ABE None ABE 0
ESL Advanced ESL ESL Advanced ESL ESL 41
Class Program Year: 2012 Enrolled Class # 2 - Class i AURA LEARNING (Code: T0002)
Class No Class Location - Scheduled Attended Class Class
Class Haemie (Instr. Area) Wstrictor Term Room No Hours Hours Begin Date End Date
AURA LEARNING CENTER 1 p
ESL TUTORING 201 (ESL) JOHNS, JOHN Semester - Fall Room No: 101 100 41 07/01/2012 06/30/2013
Enroll: 07/0172012 (2] Exit: 06/302013 (i) Class Schedule: | Flex Schedule [ pelete?
Last Updated: | 11/06/2014 @ 01:10:48 PM By User: | SUE E. JOHNSON
/ Save  ResetForm | Cancel
12 :
T —— Save and Enroll in New Class?

1. Participant Header i 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.

2. Participant Sub Header i The sub header will provide information for each
individual program year

3. Enroll 7 This is the date the participant begins instruction in the class. The
enrollment date entered must be between the class begin date and the class
cutoff date inclusive of these dates. The default value for the enrollment date
will display either the participantods reg
whichever is later.

Note: If the registration continues into the next program year, the default date will
always be the class begin date.

4. Exit T The last date the participant attended the class

5. Class Schedule i A display of the days and times of the week the class is
scheduled to meet

6. Delete 1 This function deletes the participant from the class. If attendance
hours have been entered, it will delete the hours for this class. Delete should
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only be used to remove participants who were either incorrectly enrolled in
the class or never attended the class.

7. Scheduled Hours i The number of instructional hours scheduled for the
class

8. Attended Hours i The number of hours the participant has attended a class
to date

9. Class Begin Date i The first day of scheduled instruction for the class

10.Class End Date i The last day of scheduled instruction for the class

11.Last Updated and By User - Display of the date and time of the last update
with the first and last name of who updated the record

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
Participantto New Classes screen.

Image 3.3h
Enroll Participant to New Classes
Participant BB":" s:-:;n:nt Reg. Date Earliest Beginning EFL Latest Ending EFL Schedulea A fttended
Name #e 2q. arliest Beginning atest Ending ule Hours
; ~mac | BEginning ABE . | Beginning Basic . -
A 2 ) \BE | 20 - 60
‘: /BS, JULE | a/1ar1081 | st 08/10/2015 ABE | 2015 | |iteracy ABE | 2015 | Equcation 205 1eE
N ESL | 2015 | Advanced ESL ESL ESL | O
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 Name da Instructor Location Term I Enroll?
: Sun | Mon Tue Wed Thu Fri| Sat FLEX Date
Class Enrolliments for Program Year: 2015
AN AURA COMMUNITY 09102015
ABE 101 |39HNS | CENTER 1 S x| 0
Bl i Room No: 23 LLEASE i
ESL ogy |domns | 2URECOMMUNITY | gpen « | [oonozots
TUTORING JOHN Room No: 11 Entry/Exit j I I
30— Save Save and List Enrolled Classes Reset Form Cancel 1 2

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 T This is the date the participant begins instruction in the
class. The enroliment date entered must be between the class begin date
and the class cutoff date inclusive of these dates. The default value for the
enrol |l ment date will display either the
class begin date, whichever is later.
Note: If a participant registration continues into the next program year, the
default date will always be the class begin date.
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2. Enroll 7 Click 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

Section 3.4 T Monthly Attendance By Group and By Participant
Click on the Attendance link on the Participants tab. (Image 3.4a)

Image 3.4a
Participants Provider Admin

Registration
Eligibility

Assessments

Class Enrollments

Monthly attendance can be done either By Group or By Participant:
A Class Attendance By Group allows the entry of monthly
attendance for one or more participants for one class at a time
A Class Attendance By Participant  allows the entry of monthly
attendance for one participant in one or more classes at one time

By Group
Click onthe By Group | i n k . The | ocal programos
3.4b)
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Image 3.4b

MAERS Group Class Attendance

Program Year: Provider: Class Instructor: | Class Location: | Course Name:
2012-2013 AURA LEARNING (Code: T0002) | Any Instructor Any Location Any Course

Click on the ‘Class ID' column to record attendance for multiple enrollees of this Class.

Show entries search:[ ]

# Class Class Name- oo co0r T ncation Number e Schedule
1D Class No Enrolled Sun Mon Tue Wed Thu Fri Sat FLEX
AURA
- COMMUNITY
1 1078017244 gRES PRy CENTER 1 0 Open X = X
101 MARY RIS Entry/Exit
MATH
1 o
. \o7sigarey  ABEMATH-  LEE f'fi':;— NIOR . Open . . )
= o LARRY o Entry/Exit - - - :
EsL AURA LEARNING
3. 1078017248 TUTORING-  JOINS CENTER 1 2 Semeas X
201 i Room#: 101
EsL AURA LEARNING :
4 182 TUTORING- jgg:s CENTER 1 0 Semaslac: 2 X
201 Room#: 101 e

Showing 1 to 4 of 4 entries

2 ———> New Search

1. Cl i ck GlasstibDoe Ii nk of the class needed to
2. Click New Search if the class needed is not listed

Image 3.4c

Enter/Update Class Attendance by Group

Class Name Class No Instructor Term Location Begin Cut off End Hours
ABE FOR BEGINNERS 100 EIFTY, INSTRUCTOR Open Entry/Exit %ou 07/01/2018 06/30/2019 06302019 150
Schedule Instructional Area Instr. Setting PV Provider

Mon: 01:00pm - 03:00pm
Tue: 01:00pm - 03:00pm

iz ‘ Adult Basic Education Classroom 2018-2019 JOHNSON AE (Code: JOHNSON2)
Wed: 01:00pm - 03:00pm
Thu: 01:00pm - 03:00pm
1 2
\ Class Enroliment by Group /
] 4
Attendance Month: June 2019 v Load Attendance for another Month

Fill-in the "Classroom Hours' and/or 'Distance Learning Hours' columns record attendance for this Class.
Class Attendance Records for: June 2019
Class Total

- Birth | Classes  Sched. Total . ; Last
# Participant Date Taken i Enroliment Class Classroom Hours = Distance Learning Hours Updated By User
Date Hours
1 |ELLE101E | ot011981 |1 10 |2 051092019 | 2 ] 03/26/2020 @ 12:13:56 Pl | SUE E. JOHNSON
2 |ELLE 200 | 02/02/2000 | 1 150 |40 061012019 | 40 [ ] 07/03/2019 @ 04:24:31 PM | SUE E. JOHNSON
3 [ELLE.NEW | 010172000 |1 150 |12 | 0760112018 |12 1.00 Sys Ext 021252019 @ 11:57:58 AM_| SUE E. JOHNSON
4| HSD, ABOVE | 0110111980 | 2 205|120 | 0760172018 |60 | 5.00 Sys Exit 05/21/2020 @ 0155:45 P | SUE E. JOHNSON

Save and go to next month Save and go to previous month

Save Reset Form Cancel

New Search

Adult Education policy requires that attendance must be entered by the end of
the month following the attendance month. For example, May attendance must
be entered by June 30™. (Image 3.4c)
1. Attendance Month 8 The dropdown list includes every month the class is
scheduled to meet and subsequently would require attendance. From the
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list, select the month in which to enter attendance hours. The initial

displayed month has one of two default values:

A It defaults to the previous month for which attendance is required.

For example, if t ot thedefaultcentheil i s

be September.

A If the class has ended, the default month will be the last month

the class was in session

Not e: | f the class has ended but

ended, the first bullet point above applies.

2. Load Attendance for another Month 8 Once a month is selected, click
Load Attendance for another Month  to load class attendance records for

that specific month

Note: If the participant was not enrolled during any given month that the class
wa s I N sSsessi on, t he particl pantoOs name
Image 3.4d
Class Enroliment by Group
Attendance Month: June 2019 Load Attendance for another Month
1 ———— | Reload Attendance Warning! Clok
ill-in the 'Classrooi 1s record attendance for this Class.
A %y unﬁaveg c}l:angess will be Ios’t1 Please B
| partcpans | B0 | Classel aianceland hon’ Sae yourchnges. o S
1 | ELLE NEW | 01/01/2000 | 1 150 xit 02/25/2019 @ 11:51:13 AM | SUE E. JOHNSON
2 | HSD, ABOVE | 01/01/1980 |2 205 xit 05/21/2020 @ 01:55:45PM | SUE E. JOHNSON
ious month
Yes Cancel

1. Reload Attendance Warning i 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 Enroliment by Group
Attendance Month: June 2019 - Load Attendance for another Month
Fill-in the 'Classroom Hours' and/or 'Distance Learning Hours' col 1s record attendance for this Class.
Class Attendance Records for: June 2019
= Class Total
# Participant Birth Classes:| Sched. | Jolal Enroliment Class Classroom Hours Distance Learning Hours Lant By User
Date Taken Hours Hours Updated
Date Hours
1| ELLE. 101 E. | 01/01/1991 |1 150 2 05/09/2019 2 l10 ‘ l2 | 03/26/2020 @ 12:13:56 PM | SUE E. JOHNSON

2 | ELLE 200 02/02/2000 |1 150 40 06/01/2019 | 40 4 5 07/03/2019 @ 04:24:31 PM

SUE E. JOHNSON

2 =y Save and gotonextmonth Save and go to previous month @ 3
1 —p save Reset Form Cancel

New Search

50

Octo

todayods

Wi

d a



Fill in the attendance hours for all the participants for the selected month.
(Image 3.4e)

Note: Hour data fields will display with Classroom Hours and Distance Learning
Hours. Hours of instruction in a traditional classroom should be recorded under
Classroom Hours; hours of instruction done online should be recorded under
Distance Learning Hours.

1. Click Save to save any new or updated attendance hours

2. 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.

3. 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.

Note: Another attendance month can also be selected from the dropdown list
and click Load Attendance for another Month

By Participant

Click on the By Participant link. (Image 3.4a) Once the participant has been
selected from the Search Results screen, the system will navigate to the

par t i cBnierdJpdaté Single Participant Attendance  screen. (Image 3.4f)

Enter/Update Single Participant Attendance
Participant Birth Local - . - Attended
Nampea Date Student # Reg. Date Earliest Beginning EFL Latest Ending EFL Scheduled i
ABE | 2016 | Low Adult Secondary Education ABE ABE | 133
JIVES JULE J 09/09/1981 | JJ2017 07/01/2015 365
ESL | 2015 | Advanced ESL ESL | 2018 | Advanced ESL ESL | 232
Click on the 'Group Attendance for Class # link to edit A d for all particij currently lled in this class.
Click the "Class Name"', ‘Instructor’, or ‘Location’ column links to view/edit delalled Class, Instructor or Location information.
PY Beginning EFL Ending EFL Attended Hours
2018 ABE Low Adult Secondary Education ABE None ABE 70
ESL Low Intermediate ESL ESL Advanced ESL ESL 10
Class Program Year: 2018 Group for Class # 1 - Class ider: JOHNSON AE (Code: JOHNSON2)
Class Name Class Number instructor Inst. Method Class Location - Scheduled  Attended | Class Begin - | Class F._nrollmem -
Room No Hours Hours End Date Exit Date
BUILDING 50 07/01/2018- 09/04/2018-
50+ HSD S0 GATO, ROBERTO Classroom / Distance Education Room No: 50 70 0613012019 13202013
Month Classroom Hours Distance Learning Hours Last Updated By User
Jul 2018 NA —— | NIA
Aug 2018 NA NIA -
Sep 2018 20.00 |s00 | 03/31/2020 @ 02:01:24 PN SUE E. JOHNSON
2
0ct2018 20.00 s ) 03/31/2020 @ 02:01:24 P SUE E. JOHNSON
Nov 2018 |20.00 | | 03/31/2020 @ 02:01:24 PM SUE E. JOHNSON
Dec 2018 NIA NIA =
Jan 2019 A A - \ /
Feb 2019 N/A NIA -
Mar 2013 NA NiA 3
Apr 2019 A N/A
Way 2019 N/A NIA
Jun 2019 A NIA
s Save Reset Form Cancel

1. N/AT An N/A will display for months that do not require attendance for the
participant due to the following reasons:
A Participant was not enrolled during that month
A Class was not in session during that month
A Attendance cannot be entered for future months
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2. Classroom/Distance Learning Hours

T Enter attendance hours as

appropriate for Classroom and/or Distance Learning hours
Note: Hour data fields will display with Classroom Hours and Distance Learning
Hours. Hours of instruction in a traditional classroom should be recorded under
Classroom Hours; hours of instruction done online should be recorded under

Distance Learning Hours.

3. Last Updated and By User - Display of the date and time of the last
update with the first and last name of who updated the record 4. Click

Save to save the attendance record

Section 3.5 T 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)

Image 3.5a

Participants

Training Activities

Provider Admin

Planned Gaps

Achievements

Program Exit

Follow Up
By Group
Click onthe By Group | i nk . The
3.5b)

oc al

progr amos

52

c |

asses



Image 3.5b

MAERS Group Class Enroliment

Program Year: Provider: Class Instructor: = Class Location: Course Name:
2012-2013 AURA LEARNING (Code: T0O002) | Any Instructor Any Location Any Course

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

ol T Sosss 3 N
v < Schedule
# C'I%SS 'gfs NaNme Instructor Location g"mm Term ;
lass No nrol Sun Mon Tue Wed Thu Fri Sat FLEX
AURA
e COMMUNITY
1078017244 ’;":f = :2‘;3;‘ CENTER 1 0 SPE“‘ i X = x
i Room#: 28 - il
MATH
AURA SENIOR
e ABEMATH-  LEE Open
1078168208 " CENTER 0 X X X
101 LARRY Room#: Entry/Exit
ESL ot AURA LEARNING o
1078017248 TUTORING - CENTER 1 a il X
JOHN Fall
201 Room#: 101
ESL e AURA LEARNING 9
4 1083841242  TUTORING-  JOMNS. CENTER 1 ] Semestar: X
= JOHN Wintar
201 Room#: 101

Showing 1 to 4 of 4 entries

New Search S )

1. Cl i ck OlasstDoe |t nk of the class needed to e
participants
2. Click New Search if the class needed is not listed

Enter/Update Class Enroliments by Group
Class | Class | 0o Term Location Begin | CutOff End | Capacity Open  PY
Name No
= AURA COMMUNITY
ABE MILLER, Open CENTER 1 »012 | 0630/ 630! 2012-
ABE 101 = . 07/01/2012 | 06/30/2013 | 06/30/2013 | 20 20 |5
MAR Entry/Exit iy 2013
Admit After Start? _Instructional Area | Instructional Setting Schedule Provider
Yes Adult Basic Education | Classroom Moo Ea’;x%gojf; AURA LEARNING (Code: T0002)
Class Attendance by Group
1 Search: |
< ocal Classes Sched. Enroliment Class =
Stud # Taken Hrs Date Exit Date -
1 N, N AL-200 17/017201 2 20 07/01/2012 __] 06/30/2013 _"J D
Delete?
MUNSON. MARK ~ 04/17/1879  ALCROOD13 02012013 2 220 02012012 Al b
Delete?
4
3 = | Save | ResetForm Cancel
Enroll New Participants New Search

1. Class Exit Date T 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. (Image 3.5¢)

2. Delete 1 If checked, this function deletes the participant(s) from the class.
| f attendance hours have been entered, it
from the class. Delete should only be used to remove participants who were
either incorrectly enrolled into a class or never attended the class.

3. ClickSavet o update the participantédés record w
Enter/Update Class Enrollment by Group  screen is redisplayed
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Image 3.5d

-~

1 Enter/Update Class Enrollments by Group

’
A Alert Message

» Warning for Participant: MUNSON, MARK DOB: 04/17/1979

» If the information you entered is correct, please "‘Confirm' to submit the record

There are Attendance records attached to this enrollment. They will be deleted if you click on 'Confirm’ at the end of this page

2—————4 Confirm Reset Form Cancel

Enroll New Participants New Search

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 on the By Participant link. Once the participant has been selected from the
gate t

SearchResults screen, the system will navi
PY Beginning EFL Ending EFL Attended Hours
2016 ABE Low Adutt Secondary Education ABE None ABE 63
EsL None EsL None £sL 0
Class Program Year: 2016 Enrolled Class #4 - Class Provider: JOHNSON AE (Code: JOHNSON2)
Class o Class Location - Scheduled Attended Class Class
Class Name (Instr. Area) Instructor Term Room o Hours Hours Begin Date End Date
BASICEDUCATION | 100-103 (ABE) | INSTRUCTOR, TWO OpenEntry/Ext | pSON CENTER 60 &0 071012016 | 0673012017
= = = 1 . | Mon: 01:00pm - 03:00pm
Enroll: 07/01/2016 L2 EXit: 06/302017  [1] s Class Schedule: | o 0 e oo O petete?
Last Updated: | 12/1472018 @ 11:08:30 AW By User: | SUE E JOHNSON
Class Program Year: 2016 Enrolled Class #5 - Class Provider: JOHNSON AE (Code: JOHNSON2) 2
Class No Class Location - Scheduled Attended Class Class
Class Name (Instr. Area) Instructor Term Room No Hours Hours Begin Date End Date
HSD 400 (HSD) INSTRUCTOR, TWO Open Entry/Ext | JOHNSON CENTER 100 3 0710172016 1\g6/3012017
Enrolk: 07/0172016 () Exit: ] Class Schedule: | 'on: 06:00pm - 09:00pm

Last Updated: | 06/20/2017 @ 08:47.14 AM

Wed: 06:01

Opm - 03:00pm Delete?

By User: | SUE E. JOHNSON

3 ¥ | SaVE Reset Form Cancel

\ Save and Enroll in New Class?

1. Class Exit Date i 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. Delete i If checked, this function deletes the participant(s) from the class.
| f attendance hours have
from the class. Delete should only be used to remove participants who
were either incorrectly enrolled into a class or never attended the class.

3. Click Save or Save and Enrollin New Class t o

record with the changes

been

updat e

entered,

t he
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Section 3.6 T Planned Gaps in Service

Planned gaps are found within the Participants tab. (Image 3.6a)

A planned gap is a planned break in the part
must track gaps in services that will be more than 90 days in length to keep the
participantds registration active. USDOE r e

exited after 90 days of no service and who have no additional planned
services. See Chapter 5; 90 Day System Exits to learn why and how System
Exits take place. Following are a few examples of when a planned gap can be
used: ALengthy iliness, transportation, or work conflict issues

A Summer break

A Next class is not offered within the next 90 days

Image 3.6a

Participants Provider Admin

Once the participant has been selected from the Search Results screen, the system
wi || navi gat e tlanndd G&p Histary tscreen. plraage 6 s
3.6b)

Planned Gap Guidelines

A A planned gap can extend into the next program year for continuing registrations
up to September 10

A planned gap is limited to 180 days

A planned gap and a class enrollment cannot overlap

A participant cannot have two consecutive planned gaps. The participant must
have a class enrollment between planned gaps. Note: A planned gap will not be
able to pass the September 10" date unless there is a class enrollment between
July 1st and September 10t

To T o
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Image 3.6b

Planned Gap History

Registration ID | Participant Name | Local Stud. No Status Record Provider
11840856 JULEE JIVES ALC-R00010 | Active as of 07/01/2012 | AURA LEARNING (Code: T0002)

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

Search: |
Row # - 1D ¢ Begin Date End Date ¢ Notes

No data available in table

1 » Enter New Planned Gap

1. Click Enter New Planned Gap to enter a new planned gap record for the

participant
Image 3.6¢
Create Planned Gap
Registration ID Participant Name | Local Stud. No Status Record Provider
11940656 JULE JVES ALC-R00010 | Active as of 07/01/2012 | AURA LEARNING (Code: T0002)
= Begin Date: 1000112012 [ e— 4
=End Date: (010612013 [ +—— 2

More than 80 days between classes.

/

3
= Notes:

Record Created on:
Record Last Updated on:

Record Last Updated by:

% _’ Reset Form Cancel

1. Begin Date i The first date of the planned gap must be the day after the last
class exit date
2. End Date 1 The last date of the planned gap must be the day before the next
class begin date
Note: Begin and end planned gap dates cannot overlap any class enroliment
dates
3. Notes 1 Provide a descriptive note as to the reason for the planned gap
4. Click Submit to save the planned gap (Image 3.6¢)
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Image 3.6d

Planned Gap History

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

Registration ID Participant Name Local Stud. No
11940656 JULEE JVES ALC-R00010

Status

Click on the 'ID' link to view/update that Planned Gap record
2

Row# = \ D

1 1078077742

Begin Date
10/01/2012

End Date
01/06/2013

Record Provider
Active as of 07/01/2012 | AURA LEARNING (Code: T0002)

Search: |

More than 90 days between classes.

Notes

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.

2. Alink to the planned gap will be available to update or view the planned gap

details. (Image 3.6d)

Image 3.6e
Gaps |
Enroliments .. k
9/1/2012 11/1/2012 1/1/2013 3/1/2013 50172013 /7 11201 11172013 5043 11/1/2013 17112014
2 Y
3
PY | Beginning EFL Ending EFL | Attended Hours
2043 ABE High Intermediate Basic Ed. ABE None ABE 42
ESL None ESL None ESL 0

Class Program Year: 2013
Class No

Class Name (Instr. Instructor Term Class Location - Scheduled
Area) Room No Hours
e 301 JOHNS Semester- ?URA COMMUNITY CENTER =
= (HSE) JOHN Fall o
Enroll: Exit: Class
08/13/2013 _i? 02/01/2014 J.] Schedule:
1 = Planned Gap #1
Begin Date: | 07/01/2013 End Date: | 08/12/2013 Notes: | Summer Break
PY Beginning EFL Ending EFL
2012 ABE Beginning ABE Literacy ABE None
ESL Advanced ESL ESL Advanced ESL

Class Program Year: 2012
Class No

Class Name (Instr. Instructor Term e Schioduier
Room No Hours
Area)
ESL 201 JOHNS. Semester - AURA LEARNING CENTER 1 100
TUTORING (ESL) | JOHN Fall Room No: 101
Enroll: — Exit: Class
07/01/2012 ..i} 06/30/2013 _Q Schedule:

Enrolled Class # 1 - Class Provider: AURA LEARNING (Code: T0002)

Attended Class Class
Hours Begin Date End Date
42 07/01/2013 | D6/30/2014
| Mon: 06:00pm -
08:00pm [ pelete?

Enrolled Class # 2 - Class Provider: AURA LEARNING (Code: T0002)

Attended Class Class
Hours Begin Date End Date

41 07/01/2012 | D6/30/2013

Flex Schedule [] pelete?

Tue: 06:00pm - 08:00pm

Attended Hours
ABE 0
ESL 41

Once a planned gap record is saved, the planned gap can also be viewed on the

Class Enrollment By Participant
full picture of
the current program year.

t he

screen. (Image 3.6e) This screen provides a
participantds

activity

1. A planned gap record displays in a different color from class enrollments. A
link to the planned gap record is available to update, view or delete the

planned gap.
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Tips:

A timeline is viewable as a quick reference tool to view enrollments, gaps,
and unplanned gaps in service

By doing a mouse over the bullet points, a date will display. These dates are
one of following:

Begin date for a class

Exit date for a class

Begin date for a planned gap

End date for a planned gap

Todayods dat e

Refer to the table on the next page for helpful tips regarding planned
gaps

View the Online Planned Gap Report located the Reports tab to see
which participants are currently in a planned gap.

To Do Do To Do o Io
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Planned Gap Reference

This table provides recommendations on when to use a Planned Gap versus a Program Exit based on the Participant status at program year end.

Participant Status

Program
Exit

Planned Gap

Benefits/Notes

=

=

Participant completed
the program
Participant is
confident they are not
returning the next
Program Year
Participant is unsure if
they are returning the
next Program Year

Program Exit
the
Participant in
the current
program year

M/A

NOTE: If the Participant does return the
next Program Year, you can simply reverse
the Program Exit Status and enter a Planned
Gap to keep the Registration active.

This must be done on or before September
17 to continue the Registration into the
new Program Year.

¥ Participant is returning

the next Program Year

MN/A

Place the Participant into a Planned Gap:

Enter in this year's Class Exit dates then begin the
Planned Gap the day after the last Class Exit date.
The Planned Gap End date can be 91 to 180 days
from the Planned Gap Begin date but must be the day
before the next Class Begin date. However, when
using a Planned Gap to carry a participant across
program years, the Planned Gap End Date cannot
bypass September 10%. This is to allow time before
the September 17 cutoff date to determine if the
participant did return for the new year or not.

IMPORTANT REMINDERS:

Remember that o Participant will be System Exited the
day after a Planned Gap End date unless the Participant
is enrolled into a class the day after the Planned Gap
End date.

If the Planned Gap continues across program years, the
Participant will be System Exited the doy after a Planned
Gap End dote unless the Participant is enrolled into a
class the day after the Planned Gap End date AND there
is gt least 1 hour of attendance recorded in the new
program jear.

NOTE: If o Participant does not return in
the foll, you can simply delete the Planned
Gap and prograom exit the participant. The
Exit date will be the previous year's last
class exit date.

This must be done on or before September
17" to Program Exit the Participant with a
previous Program Year date.

The Planned Gap feature keeps the
Registration active and avoids additional
data entry that a Program Exit would
require, such as:
= Premature Follow Up: Follow Up is
now required for any Participant
who is Program Exited with 12 or
mare attendance hours across
program years
=  Re-Registering: A new
Registration would need to be
completed versus simply updating
the current active Registration




Section 3.7 T Training Activities

When a program provides adult education classes concurrently with workforce
preparation activities and/or workforce training for specific occupations, the
collection of the training activity with training attendance hours is required.

Training Activities are required for those in the IET program type and for those
with State School Aid Section 107-Special Programs funding. Training Activities
are optional for all other participants.

Click on the Training Activities| i nk on t h eRegstatianBar iopaant 0 s
the Training Activities footer button. (Images 3.7a)

Image 3.7a

Registration for: JIVES, JULIE J

Training Activities

Planned Gaps

Achievements

Program Exit

Follow Up

Print Registration

View Partidpant History
Enter Tickler

Alternative Contacts

Program Exit Follow Up Print Registration View Participant History Enter Tickler

Registration Eligibility [Assessments  |Class Enroliments Class Attendance Training Activities Planned Gaps H

The Update/View Training Activities  screen will display. (Image 3.7b)
1. Click on Enter New Training Activity  to enter a new training activity

2. Click onthe Training Type link to view/update a previously saved
training activity

Image 3.7b
Update/View Training Activities
Registration ID Participant Name Local Stud. No Status Record Provider

12204089 20 ELLE EL20 Active as of 01/01/2022 JOHNSON AE (Code: JOHNSON2)

howing 1 to 1 of 1 entries Search: |

[lows Training Type % PY % Start Dated: Postsec?y Instr. Areal End Datel Completed?s Attendance Hours? Last Updated v By User <

Career snd Technical Education (CTE 2021 | D301/2022 Yas | ABE/ASE | No | DW/24/2022 @ 044545 PM JOHNSONSZE
Column visibil'u)/ Print Excel PDF
2 {1 ————  Enter New Training Activity
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Training Information tab:

Image 3.7c
| Training Information Training Results Comments
= Training Activity PY:
=* Training Start Date: S|
= Anticipated Training End Date: j
=* Total Training Hours Scheduled:
= Type of Training: v
=* Instructional Area: I:l
=* Mode of Training: v
= MITC Eligible Provider?: [~

= Training Provider:

=* Training Program:

= Training Location:

= Postsecondary Institution: EI
= Workforce Prep Hours Required:

= Workforce Prep Provider(s):

Created By User Last Updated By User

m— | Submit Reset Form Cancel

Training Activity PY : Select the applicable program year. Note: The previous
and current years will display between July 1 and September 17.
Training Start Date : This is the actual start date of the training. The start date
must be on or after the registration date and by June 30™ of the program year.
Anticipated Training End Date:  This is the actual end date of the training to
show the duration needed to complete the training.
Total Training Hours Scheduled:  The number of training hours needed to
complete the training successfully
Type of Training : A definition can be viewed by hovering over each training
type. Dropdown includes 1

A Career and Technical Education (CTE)

A Occupational Skills Training

A On the Job Training (OJT)

A Entrepreneurial Training

A Customized Training
Instructional Area : If a participant is dual enrolled in ESL and ABE/ASE, a
dropdown will display. Select the appropriate Instructional Area for this training.
If not dual enrolled, this will autofill with the applicable instructional area
determined by the Registration screen >Instr. Areas tab.
Mode of Training : Dropdown includes i

A In-Person Only

A Virtual/Online

A Mix of In -person and Virtual/Online
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MITC Eligible Provider Mi chigan Training Connect
eligible training provider list. Select Yes or No based on the training provider
being used for this training.
Note: If the Type of Training previously selected is either On the Job Training or
Customized Training, the MiTC Eligible Provider will auto fill with No.
Training Provider :

A 1f MiTC Yes is selected, begin typing the Training Provider name. Eligible

providers with a match will begin to populate. This list is uploaded daily.

A If MiTC No is selected, type in the name of the provider
Training Program :

A If MiTC Yes is selected, a dropdown selection of programs will display

A If MiTC No is selected, type in the name of the program
Training Location :

A If MiTC Yes is selected, a dropdown selection of the locations will display

A 1f MiTC No is selected, type in the location
Postsecondary : This field will only display if IET is selected as a program type
on the Eligibility screen>Program Type tab. Select Yes if the training is not a K-
12 district (e.g., LEA ISD) Select No if the training provider is a K-12 school
district.
Note: If postsecondary is selected, it will auto fill the Postsecondary achievement
on the Achievements screen for the 107-performance measure of Postsec.
Enrollment.
Workforce Prep Hours Required:  All participants requiring a Training Activity
must also participant in a Workforce Prep Activity. Enter the number of Workforce
Prep hours required for this program.
Workforce Prep Provider(s):  Enter in the provider name/names

Click Submit after completing all fields.
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Attendance tab:

Image 3.7d

["""“‘““ information | Attendance | Training Resuits | Comments _

O —

Update

Update and Enter Achievement

Reset Form Cancel

Row # - Month In-Person Training Hours == 4= Distance Learning Training Hours Last Updated By User
1 Jul 2024 MiA \ MiA
2 Aug 2024 NiA / \ NiA
3 S=p 2024 Nia / MiA
4 Oct 2024 NIA l \ NiA
5 How 2024 Nia ! \ MiA
[ Dec 2024 ] ]
Jan 2025 ] —
8 Feb 2025 [+ ]
E Mar 2025 ] [
10 Apr2025 NiA MiA
1 May 2025 NIA NiA
12 Jun 2025 NiA NiA
Created By User Last Updated By User
06/18/2024 @ 02:36:47 PM SUE JOHNSOMN 06/18/2024 @ 02:36:47 PM SUE JOHNSCHN

Delete

1. Enter in training attendance hours monthly following the Office of Adult
Educationds Attendance Policy
Note: Training hours will be counted toward the required hours for a post-test for
those participants in IET or eligible for Special Programs funding. These hours
will be reflected on the Class Attendance screen.
2. Click Submit to save the hours

Training Results tab:

Image 3.7e

Traiminglnformafion | Attendance | Training Resulte | Gomments _

Training Exit Date: =

If no, Reason not Completed: | v

Completed Training:

Other Reason Description:

Credential Received: [ v

Credential Attained on: :‘;j
Number of Workforce Prep Hours Attended:
Achieved Workforce Prep Skills:

Created
06/18/2024 @ 02:36:47 PM

By User
SUE JOHNSON

Last Updated
06/18/2024 @ 02.36:47 PM

By User
SUE JOHNSOM

= | Update Update and Enter Achievement Reset Form Cancel

Delete
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Training Exit Date : The date the participant left the training. The exit date must
be on or before June 30™ of the program year and on or after the training start
date.

Completed Training : Select Yes or No. Based on the selection, 2 additional
fields may be required.

If no, Reason not Completed : Select the applicable reason as to why training
was not completed.

Other Reason Description : If Other is selected, it is required to provide a
description.

Credential Received : A definition can be viewed by hovering over each
credential type. If training is completed, the dropdown includes 1

Occupational Licensure

Occupational Certificate

Occupational Certification

Associate Degree (AA or AS)

Other Industry-Recognized Certificate or Credential

No credential received

Credential Attained on : The credential attained date must be on or before June
30" of the program year

Number of Workforce Prep Hours Completed: Enter the total number of
Workforce Prep hours completed. If No is selected and no hours were logged, a
zero must be entered. Workforce prep hours are not the same as Training Activity
attendance hours and will not count toward the minimum required post-test hours.
Achieved Workforce Prep Skills : Select Yes or No

To Too T To To Do

Click Update after completing all fields.

Section 3.8 T Achievements

The Achievement module collects and displays WIOA Measurable Skill Gains
(MSGs) and Section 107 performance achievements for the participant within

each program year.

Click on the Achievements| i nk on t h eRegstaatian Bar iopanthé 6 s
Eligibility footer button. (Images 3.8a)
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Image 3.8a

Registration for: JIVES, JULIE 1

Registration Eligibility [Assessments | Class Enrollments Class Attendance Training Activities Planned Gaps
Achievements Program Exit Follow Up Print Registration View Participant History Enter Tickler

The Achievement History screen will display. (Image 3.8b)
1. Each program year will be reported separately
2. Reportable achievements for both Federal and State
a. Federal reports MSGs which must be achieved by June 30" of the
program year being reported
i. EFL Post-test gain
ii. Attainment of a high school diploma
iii. Exceed over 50% completion of high school credits
A Must pre-test at ASE level 5
A Must be enrolled into one or more HSD classes
iv. Enrollment into postsecondary education or training
v. Passing of an official HSE test
vi. Attainment of a high school equivalency (GED, HISET or
TotalTranscript)
vii. Postsecondary Transcript
viii. Milestones
ix. Passage of an Occupational Exam
Note: The Postsecondary Transcript, Milestones, and Passage of an
Occupational Exam can only be recorded for those participants in IET or
WorkPlace Literacy program types.

b. State Section 107 performance includes the above MSGs and 4
additional measures which must be achieved by June 30" of the
program year being reported

i. Earning HSD credits
ii. Achieve English language proficiency
3.0nce achivexwedv, ld d@i splay and will
to view/update achievements
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4. Data entry and data match viewing for the reportable measures by clicking
the Enter Achievements button

Image 3.8b
Achievements 2 ~a
Reportable for 107 & WIOA _— Reportable for 107 Only
PY EFL HS MSG HSD EFL Postzec. HSE HSE HSE Postsec. Milest Pass Occ. HSD Eng. Lang.
Gain Diploma Gain Enroliment Tests Type Credential Transcript RESIONE Exam Credit Proficiency
2024 Yes Wes
2023 |  Yes Yes
LS -
1 4 =—p  Enter Achievements
Notes:
A A . . . . .
60esd will display if a measure is achievec

A More than one MSG and Section 107 performance measure can be
achieved during a program year but only one MSG will be reported in the
Federal year-end performance reports and only one Section 107
performance measure will be reported in the State year-end performance
reports. The reported measure will be the last achieved.

EFL Gain

Educational Functioning Level (EFL) Gain is determined by the highest gain made

between tests of the same subject. Pre and post-tests are entered on the

assessment module. Refer to Sections 3.2 on how to enter assessments. If a gain

i's madvesd awi ¢ | automatically display under t
Achievement History screen. (Image 3.8b)

HS Diploma
HSD achievements are manually entered by clicking the Enter Achievements
button. (Image 3.8b)
1. Click on the HSD tab
2. Enter the HSD Credential Attainment Date
3. Click Update or Update and go to Achievements History . (Image 3.8c)
AYésd6 will automatically display under t he
Achievement History screen.
Notes:
A HSD and HSE achievements are viewable and shared among alll
providers where the participant is registered
A The Highest Level of Education at Entry must be less than an HSD

Image 3.8c
| GED HIiSET TASC TOTALTRANSCRIPT HSD g POsicerandan —— 1 2
| ~
-
-
Credential: Yes 3 Credential Attainment Date: [04/04/201 j Source:

PARN

Update Update and go to Achievements Reset Form Cancel
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MSG HSD EFL Gain
HSD achievements are manually entered by clicking the Enter Achievements
button. (Image 3.8b)

1. Click on the HSD tab

2. Enter the total credits earned at entry that your program accepts, and the

total credits needed to graduate from the program. This can be done after

enrolling the participant into an HSD class.
3. At the end of the program year, enter in the total credits earned for the
program year
Display of the percentage of credits earned

ok

HSD EFL Gain measure
6. Click Update or Update and go to Achievements History . (Image 3.8d)

The three requirements must display a

AYésd6 will automatically display wunder

on the Achievement History screen once the participant has reached
50% or higher of the earned credits.

Note: If the participant did not meet the requirement of an ABE Pre-Test of a
level 5 but did earn any HSD credits by June 30t of the program year being
repor tyesd, wd Id automatically display
reportable for Section 107 only.

under

Image 3.8D
‘ GED HIiSET TASC TOTALTRANSCRIPT HSD Postsecondary L
Credential: No 2 Credential Attainment Date: | Source:
-
= >
| = Credits at Program Entry: | 10.00 = Credits Required to Graduate: |22.00 PY of MSG HSD FILGain: 2024
High School Diploma Information 5
Credit Subtotal Credits Credit Subtotal FCredits In H5D In HSD ABE PRE Test
PY at the beginning of Eamed at the end of Eamed Program Class at Level 5 Last Updated By User
PY during PY PY at the end of PY During PY? Durina PY? Exizgts
07/09/2025 @ 04:25:52 SUE
2024 | 10 250 12.50 56.82 Yes Yes Yes Pl JOHNSON
2023 | 10 3 : 4 ves No Mo

Update Update and go to Achievements Reset Form Cancel

Postsec Enroliment
Qualifying participants are those who enroll into postsecondary education or
training by June 30" of the exiting year. Postsecondary enroliments are
manually entered by clicking the Enter Achievements button (Image 3.8b)

1. Click on the Postsecondary tab

2. Click on the PY link to update the current program year entry

3. Click on Enter New Postsecondary to enter a postsecondary enrollment.

(Image 3.8e)
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Image 3.8e

| GED HiSET TASC TOTALTRANSCRIPT HSD Post dary < 1

Row PY Enroliment Date Institution Name Last Updated By User Source
1 2024 08/01/2024 DELTA COLLEGE 07/059/2025 @ 04:32:13 PM SUE JOHNSOMN JOHMSON AE

P

2 j} =3  Enter new Postsecondary

Update Update and go to Achievements Reset Form Cancel

1. Enter the Enrollment Date and the Institution Name (Image 3.8f)
2. Click Submit . Qualifying postsecondary enrollments will automatically
di splYyayd aunodder MSG Postsec. Enrol |l ment ani
on the Achievement History screen. Postsecondary enrollments may be
data matched on a yearly basis using the participant Unique Identification
Code (UIC). Due to only receiving a yearly file, manual surveys will still be
required in many cases for reporting postsecondary measures.

Image 3.8f
Enter New Postsecondary
= Enroliment Date: |08/01/2024) g 1
= Institution Name: Delia College — 2
Provider:
Last Updated:
By User:
3 > [ submit | Cancel
Notes:

1 Postsecondary achievements are viewable and shared among all
providers where the participant is registered

1 Those in IET with a Postsecondary Training Activity will automatically
provide a Yes under the Postsec. Enroliment field in the
Achievements module.

HSE Tests
Beginning July 1, 2023, the passing one or more official HSE tests is considered
a MSG.

HSE tests are data matched based on a match with the GED or HISET site and
MAERS using the first name, last name and date of birth. A daily match takes
place and will upload the test scores into the Achievements screen under the
applicable GED and/or HISET tab.

HSE tests can also be manually entered by clicking on the Enter Achievements
button and entering the data on the applicable GED or HISET tab. (Image 3.8b)
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HSE Type|HSE Credential

Earning a High School Equivalency (HSE) Credential is determined once all
official HSE tests are passed. Michigan recognizes two types of HSE testing
services: GED and HiSET.

Notes:

1 TASC is no longer a Michigan recognized equivalency. MAERS will
continue to allow the capture of TASC data but it will not count toward a
MSG.

1 In certain cases, a combination of passed tests between the GED and
HISET could earn a participant a TotalTranscript. This is only determined
through data matching. The TotalTranscript tab will redisplay the Official
GED and HISET tests on this tab together for easy determination of what
subjects are outstanding to be passed.

| GED HISET TASC TOTALTRANSCRIPT HSD Postsecondary Postsecondary Transcripts Milestones Passage of Occupational Exams |

| Credential: Yes Credential Attainment Date: 08/01/2024 Source: Data Match |

GED Official Test Module Data - View Only

Module Date Score Passed Last Updated By User Source
Math -
Reading 01/01/2024 141 No 04/01/2025 @ 01:39:15 PM SUE JOHNSON JOHMNSON AE
Science 06/16/2022 171 Yes 07/07/2022 @ 04:55:20 PM SUE JOHNSOHN JOHMNSON AE
Social Studies 06/09/2022 186 Yes 07/07/2022 @ 04:55:20 PM SUE JOHNSCH JOHMNSON AE

HiSET Official Test Module Data - View Only

Module Date Score Passed Last Updated By User Source
Math 0&01/2024 10 es 081372024 @ 01:14:24 PM Data Maich
Reading
Science
Social Studies
Writing (*Score inlcudes Essay)
Essay

HSE Credential achievements are manually entered or viewable by clicking the
Enter Achievements button. There is a daily data match for all test types if the
participantds name and date of birth are an
1. Click on the applicable HSE Test Type tab
2. Enter practice test dates/scores and Official test dates/scores as received.
Or view scores that are data matched daily.
3. Click Update or Update and go to Achievements History . (Image 3.8Q)
AYésd6 will automatically display under t he
column on the Achievement History screen when all official tests are
passed by June 30" of the program year being reported.
Notes:
A Once an official test is passed by June 30t of the program year being
repor tyesb, wa ld automatically display unde:!
column reportable for Section 107 only
A HSD and HSE achievements are viewable and shared among all
providers where the participant is registered
A The Highest Level of Education at Entry must be less than an HSE
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Di spl degd odad 66 or passed test
Displays the provider name or Data Match

No ok

require manual data entry for HISET only.

Image 3.89
| GED HiSET | TASC | TOTALTRANSCRIPT HSD Postsecondary Ms——
| Credential: No 6 Credential Attainment Date: Source: |
= GED cial Test Module Data 5
Module Date Score 'assed By User / Source
Math __;]
Reading 01/01/2024 j 141 Mo 04/01/2025 @ 01:39:1 SUE JOHNSON JOHNSON AE
Science 06/16/2022 j 17 Yes 07/07/2022 @ 04:55:20 PM SUE JOHMNSON JOHNSON AE
Social Studies 06/09/2022 j 186 Yes 07/07/2022 @ 04:55:20 PM SUE JOHMNSON JOHNSON AE
Combined Score | 495 2
College Ready? No
GED Practice Test Module Data
Module Date Score Passed Last Updated By User Source
Math 1272012023 __;] 150 Yes 07/09/2025 @ 05:12:40 PM SUE JOHNSOMN JOHMSON AE
Reading G|
Science |
Social Studies i

3L
Combined Score | 150 / \

Update Update and go to Achievements Reset Form Cancel

Postsec. Transcript/Milestone/Pass Occ. Exam

These 3 MSG tabs will only appear for participants who are in either an IET or

Workplace Literacy program type in that specific program year.

When the | ast offiYfesbahntdeattasnpdsdate
HISET practice tests do not data match. Practice tests are optional but

Click on the Enter new button within the specific tab where the gain was made.

Image 3.8h.

Image 3.8h

| GED HIiSET TASC TOTALTRANSCRIPT HSD Postsecondary Post: dary Tr: ipt: Milest: Passage of Occupational Exams I |
Row PY Date Achieved Description Last Updated By User Source

=————> Enter new Milestone

Complete the required fields: (Image 3.8i)

1. Postsecondary Transcripts require the date enrolled and the institution
name. Milestones and Passage of Occupational Exams require the date

achieved a description of the achievement.
2. Click Submit
Tip: A full description and examples of these 3 MSGs can be found here
Measurable Skill Gains Update.pptx.
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Image 3.8i

Enter New Milestone

=) Date Achieved:

.1
\ = Description:

Last Updated:
By User:

2 — Submit Cancel

HSD Credit

Attaining any high school credits in the year is a 107 performance measure.
Credits are manually entered. See Image 3.8d for instruction of how to enter
HSD credits.

Eng. Lang. Proficiency

English Language Proficiency is determined when all modules are proficient

between the pre and post-test in a program year. Pre and post-tests are entered

on the assessment module. Refer to Sections 3.2 on how to enter assessments.

| f proficiencWesb swiaclhiaeuvteodmata céal |y di spl ay
Lang. Proficiency column and the EFL Gain column on the

Achievement History screen. (Image 3.8b)

Tip: Refer to the table on page 76 for a reference regarding Measurable
Skill Gains, 107 State Performance Measures, and Outcome Measures.
This guide can also be found on the MAERS page of the Adult Education
website.

Section 3.9 T Program Exits and Follow Up

Program Exits
Program exits are done once a participant has completed the program or they
are not returning to the program.

Click onthe Program Exitl i nk on t h eRegistaatian Bar iopanthé 6 s
Program Exit footer button. (Image 3.9a)
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Image 3.9a

Registration for: JIVES, JULIE 1

Registration
Eligibility

| Assessments
Class Enroliments
Class Attendance
Training Activities
Planned Gaps

Achievements
Program Exit

Follow Up “
Print Registration

{ View Partidgpant History
Enter Tickler

Alternative Contacts

Registration Eligibility |Assessments  [Class Enroliments Class Attendance Training Activities Planned Gaps
Achievements Program Exit [FollowUp  |Print Registration View Participant History Enter Tickler

The Update Program Exit screen will display.

The Program Exit screen is divided into two tabs. Both 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 Tab

The outcomes tab collects additional achievements attained during the
registration. These questions may be required based on if the participant
received IELCE funding and/or was in a Family Literacy Program in the exiting
year. This data is reported on the NRS tables.

(Image 3.9b)
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mage 3.9b

[ Outcomes | Status at Exit

Secondary Outcomes: Select ALL Outcomes as applicable.
Outcome Attained?
1 — IELQE Funded Participants

Achieved Citizenship Skills Oves Ono
Voted or Registered to Vote O ves Ono
Increased Involvement in Community Activities O Yes Ono

Family Literacy Program s 2

Helped More Frequently With School: | (Oves O no
Involvement in Children's Education Increased Contact With Children's Teachers: | (Oves O no
Became More Involved In Children's School Activities: | (Dves (o
Readto Children: | Oves Ono
Involvement in Children’s Literacy Related Activities visited Library: | Oves O o
Purchased Books or Magazines: | (Oves (no
Left Public Assistance Oves Ono )
Other Goal 7
3 /
. Program Exit Updated | By User
11/30/2020 @ 12:23:09 AM SYSTEM

1. Select Yes or No for each lgdaCBttainkf the fields are required as
indicated by a red a7ow
2. Select Yes or No for each Family Literacy goal attained if the fields are
required if the fields are required as indicated by a red arrow =
3. Only check Other Goal if:
A The Other Goal was selected and descri bed
registration AND
A The Other Goal was attained
Note: Red arrows will appear next to questions that are required based on the
participantdéds funding and/ or program types

Select the Status at Exit tab to move to that tab

Image 3.9c

[ Ouicomes — [ —
Exit Status: Exit Status Date:
Participant Completed
/ Participant Separated Before Completion

| Registered By | Pm_u_ram Exit Changed By Program Exit Chaqg_ed Date
SUE JOHNSON | JOHNSONS28 02/18/2020

« Prev Tab

Update Update and Enter Achievements Reset Form Cancel

Status at Exit Tab

The Status at EXxit collects data on exit reasons: (Image 3.9¢)
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A Exit Status i Reason for leaving the program. Dropdown selections
include Participant Completed and Participant Separated Before
Completion .

Notes:
A If a participant is without services for 90 days, they will be system exited.
Refer to Chapter 5; 90 Day System EXxits.
A The term Completed/ Completion refers to a participant who completed the
instructional period and/or made an educational gain or attained a goal.

Once the exit status is selected, the Exit Status Date will autofill with the last
date of service (Image 3.9d)

Image 3.9d
eeeyeers
L
Exit Status: |[ZEl0 e S WV| Exit Status Date: 06/30/2019
[ 'ﬁegistert_ed By i’;ogram_éxﬁ Changed By Program Exit Cinanged Date |
SUE JOHNSON | JOHNSONS28 02/10/2020
« Prev Tab - -
Update Update and Enter Follow Up Update and Enter Achievements Reset Form Cancel

Click one of the Update buttons to save updated data.

Other data fields will appear if Separated before Completion is the Exit Status.
(Image 3.9¢e)

Image 3.9e

[Losmomes [ suns e |

Exit Status: [T Clb e e e V| Exit Status Date: 06/30/2019 s 1

2 —; REASONS FOR SEPARATION

Entered Employment: Ovyes (Ono | Lack of Transportation Resources: Oves Ono
Family Problems: Oves Ono | Moved: Oves Ono
: % | N / Time andlor Location of | A
Iliness/incapacity/Pregnancy: Oves Ono Services Not Feasible: Oves Omo
Lack of Dependent Child Care Resources: Oves Ono | Work Conflict: Oves Ono
Lack of Interest/instruction Not Helpful: Oves Ono |Other: Oves Ono

If Other, please specify reason:
: () EXCLUSIONARY REASONS FOR SEPARATION @ 3
24 Hour Support Facility: Oves OnNo | Incarcerated: \\‘/‘ Yes  Ono

| Medical Treatment for

Called to Active Duty: Oves ONo | 39 or more consecutive days:

Oves Ono
Deceased: | Oves OnNo | IFany exclusions are selected, please specify reason:
(*) Excluded from MSG and Outcomes reporting

Registered By | PmrgnmrExit Changed By | Pﬂ:gmn Exit Changed Date
| SUE JOHNSON | JOHNSONS28 | 02/18/2020
«Prev Tab

Update Update and Enter Follow Up Update and Enter Achievements Reset Form Cancel
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The exit status date will auto fill with the last date of service

Select one or more Reasons for Separation

When selecting Exclusionary Reasons for Separation, provide a reason.
Selecting an Exclusionary Reason will exclude the participant from both
Measurable Skill Gains and Outcome reporting.

Note: A participant who is in a Correctional Facility program type cannot have 24
Hour Support Facility or Incarcerated selected as a reason for separation

Click one of the Update buttons to save updated data.

If a participant is in one of the three correction programs selected on the Program
Types tab of the Eligibility screen in the program year they are exited (Image
3.9f), an additional data field will display to complete when either exit status
selection is chosen. This data field is regarding if the participant is still
incarcerated at exit. (Image 3.99) Refer to Section 3.1 to learn about the
Eligibility module and Program Types.

Image 3.9f

l Funding Program Types Co-Enroliments IET History

Program Year: 2020

Program Type (Select all that apply)
- Program Type Select Last Updated By User

Correctional Facility
Community Comectional Program

Other Insfitutional Setting

Family Literacy Program

Workplace Literacy Program

HSE to School Program

** Select if the Participant is not in any Program Type **

MNone of the Above ]

Image 3.99g

[ Outcomes Status at Exit J

Exit Status: |Parficipant Completed v/| Exit Status Date: 06/30/2019

Incarceration Status at Program Exit (If yes, participation is excluded from Outcome Measure reports)

> Student was still incarcerated on the day they exited:
Yes
/ No

Registered By Program Exit Changed By Program Exit Changed Date
SUE JOHNSON | JOHNSONS28 02/18/2020

« Prev Tab

Update Update and Enter Follow Up Update and Enter Achievements Reset Form Cancel
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| f¥ e &sGselected indicating the participant was still incarcerated on the day of
exiting the program, the participant is excluded from follow up on all outcome
measures but will be accountable for Measurable Skill Gain reporting.

Click Update to save updated data

Tip: 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 T Reports.

Follow Up

Follow up is required on all participants who exited with 12 or more attendance
hours. Refer to the Follow Up Manual found on the Adult Education Website for
more information. Follow-Up Policy

Click onthe Follow Up |l i nk on t h eRegstatidn Bar i opanthé 0 s
Follow Up footer button. (Image 3.9h)

Image 3.9h

Registration for: JIVES, JULIE 1

Registration
Eligibility

Assessments
Class Enrollments
Class Attendance
Training Activities
Planned Gaps
Achievements

Program Exit

Follow Up h
Print Registration

View Partidpant History
Enter Tickler

Alternative Contads

Registration Eligibility [Assessments  [Class Enroliments Class Attendance Training Activities Planned Gaps
Program Exit Follow Up Print Registration View Participant History Enter Tickler

The Enter/Update Follow Up screen will display.
An error messages will display if the participant does not meet the criteria for
follow-up (Images 3.9i)

76


https://www.michigan.gov/leo/-/media/Project/Websites/leo/Documents/WD/Programs_Services/Adult-Ed/Follow-Up-Policy-_-FINAL.pdf?rev=309f5a050ada456a817708564b28203f&hash=C300469D8155EC16403B1E276DB0D159

A Alert Message

« Follow Up for this Participant is not required due to the following reason(s):
1. The Participant is not exited

A Alert Message

« Follow Up for this Participant is not required due to the following reason(s)
1. The Participant is excluded from all performance reports because their Exit Status is “Participant Separated before Completion”
and at least one of the global exclusionary Reason(s) for Separation is Yes

A Alert Message

« Follow Up for this Participant is not required due to the following reason(sL
1. The Participant is "Still Inacarcerated at Program Exit" (which exludes them from having to do Follow Up, but still includes them in
all Measurable Skills Gains performance measures and reports)

A Alert Message

+ Follow Up for this Participant is not required due to the following reason(s)
1. The Participant has under 12 hours of instruction

The follow up screen will display a Summary tab and up to five Outcome
Measure tabs. (Image 3.9j) Only the applicable Outcome Measure tabs will
appear based on the participant meeting certain criteria.

Note: Unlike the other tabbed modules, follow up for each tab may be required to
be completed at different times once a participant exits the program

Image 3.9j

Summary Employed in Employed in Secondary Credential/ Secondary Credential/ Postsecondary
I 2nd Quarter | 4th Quarter I Entered Employment | Postsecondary Education I Credential

Summary Tab (Image 3.9Kk):
The Summary tab will provide a recap for each outcome measure. The fields
beneath each measure will display one of the following:
1. Yes 1 The follow up has been completed with a positive attainment
2. No T The follow up has been completed with a negative outcome
3. Blank 1 The follow up has not yet been completed
4. N/A'T The participant does not meet the criteria for this measure and the
tab does not display
Note: The links will navigate to the appropriate Outcome Measure tab

Image 3.9k
Summary | Employed in Employed in | Secondary Credentiall | Secondary Credential/
2nd Quarter I 4th Quarter | Entered Employment | Postsecondary Education
_ = Secondary Credential / Secondary Credential / _
Employed in 2nd Quarter Employed in 4th Q‘uarha Entered Empl ent Postsecondary Education Postsecondary Credential
= \ M}" L= A
1 Update Reset Form Cancel \ 3 4 /

If another tab is displayed, select that tab to display the next tab
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Employed in 2 ™ Quarter Tab (Image 3.9I)

Employed in 2" Quarter is required follow up for every participant

Image 3.9l
Summary | Employedin | Employed in
2nd Quarter | 4th Quarter
2 y
/ 1 > Measure Results /
L4
Employment Period / Employed? Employment Date Quarterly Wages NRS Report Year
Jul - Sep, 2024 2024
Manual Survey Required
3 —> Data Match Wages
-_-"--_
Employed 2nd Qtr After Exit? \) DatMatcirinriiate Luastecleli2a8e

11/21/2024

4 ———y Manual Survey

Employed 2nd Qtr After Exit?:

E

Employment Date:
Wages:

Per:

Employer Name:
Unable to contaci: |

Refused: |

Comments:
Last Updated:
By User:

g ==——> | Update ResetFomm || Cancel

1. Measure Results T This table is display only. The most recent or final
results from either the manual survey or the data match wages will display.
The Employment Period provides the quarter where employment is
needed to satisfy the outcome measure.
Note: A positive data match will over-ride a positive or negative manual survey
2. NRS Report Year i This is the year the outcome measure will be reported
on NRS Table 5
3. Data Match Wages 1 This table is display only. Results from the quarterly
data match process will display. The Date Match Run Date is the last
time the data match process took place. The process is run on the third
Friday of each month with a special run on September 17t following the
program year.
Note: If the SSN is not on file in MAERS, the Data Match Wages table will
not display
4. Manual Survey 1 To be completed by the program staff when the SSN is
not on file or when data match wage results are not being found
A Employed 2 " Qtr After Exit i Se | e/@tndll odom the dropdown
selection
A Employment Date i Enter the date employment began. The date must
be between the employment period displayed in the Measure Results
table.
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Note: If employment began before the quarter being collected, the Employment
Date must be the 1st day of the 2" quarter, i.e., Employment Period being
collected is Oct i Dec. Participant began job in September and is still employed.
Enter October 15t as the Employment Date.
A Wages i Enter the dollar amount being earned based on the Per
selection below. If employed, wages need to be $1 or more.
A Per i Select the pay period from the dropdown of weekly, monthly,
quarterly or yearly
Note: If only hourly wages are known, a manual calculation will need to be done
A Unable to contact i Check box if ample attempts at contact have failed
A Refused i Check box if the participant refuses to answer manual survey
A Comments i Comments can be added whether any of the other fields
are answered or not. The comments will display on the Follow Up
Selection Report. 200 characters can be added to this field but may be
best to keep comments brief,ie.d ef t message Nov 30, 20214
5. Click Update to save the manual survey
Note: Manual survey data entry boxes for all employment tabs will not open until
the quarter following the employment collection quarter. A highlighted yellow
message will display with the date when data entry can begin.

If another tab is displayed, select that tab to display the next tab

Employed in 4 " Quarter Tab (Image 3.9m)

Employed in 4" Quarter is required follow up for every participant. The fields are
the same as found in Employed in 2" Quarter after exit. Follow the 5 steps

above.

Note: Median earnings are only reported on Table 5 for Employed in 2" Quarter,
but it will be captured for all employment measures
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Image 3.9m

Summary | Employed in | Employed in
2nd Quarter 4th Quarter

/ — M e Results l
/ "
Employment Period Employed? Employment Date Quarterly Wages NRS Report Year
2025

Jan - Mar, 2025

Manual Survey Required

3 ———> Data Match Wages
——
Employed 4th Qtr After Exit? \ Data Match Run Date Quarterly Wages
4 ————> Manual Survey

Employed 4th Qir After Exit?:
Employment Date:

Wages:

Per:

Employer Name:

Unable to contact: O
Refused: O
Comments: ‘
Last Updated: -
By User:

5 > Update Reset Form Cancel

If another tab is displayed, select that tab to display the next tab

Secondary Credential/Entered Employment Tab  (Image 3.9n)

This follow up is required if
exit year:
A Enrolled into and has

the following criteria is met by the participant in the

attendance in an ASE, HSD, and/or HSE class(es)

A Pre and/or post-Tests at an EFL 5 or 6

E n Employed In Secondary Credentiall Secondary Crodentiall
#nd Oraartes l dth Quarter Entered Employrment Postsecondary Education 3
1 i Measure Results /
¥
v - ,
}Isp on 04/00/2017 Jul 2017 - Jun 2018 2018
~ R
] 15t Quarter After Exit ._______...--"'" ~‘*-—-..________“ Srd Quarter After £ust
Data Match Wages Data Match Wages
Employed 1st Otr After Exit? Ouarterly Wages Employed Jed Otr After Exn?  Data Match Bun Date  Ouarterly Waoges
07/03/2017 01/01/2018
Hanual Survey 5 Hamus| Survey
[Employed 15t gt After Exit?: [l Employed Jrd Qtr After Exit?: [ ~
Emplayment Date: 3 Employment Date: |
Wageu: Wages:
Per ~] Pee [ -
omployer Bane: | Employer Name [
Unable to contact: Unabile to contact:
Retused: Hefured:
Last Entry By Last Entry By:
Last Entry Date: Last Entry Date:

—"  Updasie Reset Fomm Cancel




1. Measure Results 1 This table is display only. The most recent or final
results from either the manual survey or the data match wages will
display.

The Employment Period provides the year where employment is needed
to satisfy the outcome measure.
Note: A positive data match will over-ride a positive or negative manual survey

2. HSD/HSE Achieved i Secondary credential achievements information is
pulled from the Achievements screens. Refer to_Section 3.8. If the
credential has not yet been earned or entered in MAERS, an Enter
Credential link will display and will navigate to the Achievement screen
for data entry. Employment data cannot be entered until the credential
attainment is entered into MAERS.

3. NRS Report Year i This is the year the outcome measure will be reported
on NRS Table 5

4. Data Match Wages 1 This table is display only. Results from the
quarterly data match process will display

Note: If a SSN is not on file in MAERS, the Data Match Wages table will not
display

5. Manual Survey i To be completed by the program staff when a SSN is
not on file, data match results are not being found, or Employed in 2" or
4t Quarter follow up tabs do not have wage attainments

A Employed 1 st/3' Qtr After Exit 1 Se | &/ @tdbl odom the
dropdown selection
Note: Only one of the quarters need to be completed for this tab if the Employed
in 2nd or 4t Quarter tabs do not show any wage attainments
A Employment Date i Enter the date employment began. The date must
be between the employment period displayed in the Measure Results
table.
A Wages i Enter the dollar amount being earned based on the Per
selection below. If employed, wages need to be $1 or more.
A Peri Select the pay period from the dropdown of weekly, monthly,
quarterly or yearly
Note: If only hourly wages are known, a manual calculation will need to be done
A Unable to contact i Check box if ample attempts at contact have failed
A Refused i Check box if the participant refuses to answer manual survey
Note: There is not a comment section on the Secondary Credential/Entered
Employment tab. The two Secondary Credential tabs accompany each other
and the comment section is accessible on the Secondary
Credential/Postsecondary Education tab.
6. Click Update to save the manual survey

If another tab is displayed, select that tab to display the next tab
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Secondary Credential/Postsecondary Education Tab (Image 3.90)

This follow up is required if the following criteria is met by the participant in the
exit year:

A Enrolled into and has attendance in an ASE, HSD, and/or HSE class

A Pre and/or post-tests at an EFL 5 or 6

Summary | Employedin | Employedin | Secondary Cr ialf yC
2nd Quarter 4th Quarter Entered Employment Postsecondary Education 3
1 ——— Measure Results /
I L3
HSD/HSE Achieved? Edutﬂtiaﬁal Period Enrolled? Enrollment Date NRS Report Year
GED on 03/01/2023 08/29/2022 - 04/29/2024 2024
27 —_— i
4 Data Match Enrolled in Postsecondary
Enrolled in Postsecondary Education? Enrollment Date Institution Name
=3 Manual Survey
Enrolled in Postsecondary Education?:
Enrollment Date: j

Institution Name: |

Unable to contact: [

Refused: L

Comments: |
Last Updated:
By User:

5 > Update Reset Form Cancel

1. Measure Results T This table is display only. The most recent or final
results from the manual survey will display.

The Educational Period provides the year where enrollment is needed to
satisfy the outcome measure.

2. HSD/HSE Achieved T Secondary credential achievements information is
pulled from the Achievements screens. Refer to_Section 3.8. If the
credential has not yet been earned or entered in MAERS, an Enter
Credential link will display and will navigate to the Achievement screen
for data entry. Postsecondary data cannot be entered until the credential
attainment is entered into MAERS.

3. NRS Report Year i This is the year the outcome measure will be reported
on NRS Table 5

4. Data Match Wages i This table is display only. Results from a yearly
data match process will display

Note: If a UIC is not on file in MAERS, the Data Match Wages table will not
display

5. Manual Survey 1 To be completed by program staff

A Enrolled in Postsecondary Education 1 Se |l e/etsodb odom the
dropdown selection

A Enrollment Date i Enter the date of enroliment. The date must be
between the educational period displayed in the Measure Results table.
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School Name 1 Enter the name of the postsecondary establishment

Unable to contact i Check box if ample attempts at contact have failed

Refused 1 Check box if the participant refuses to answer manual survey

Comments i Comments can be added whether any of the other fields

are answered or not. The comments will display on the Follow Up

Selection Report. 200 characters can be added to this field but may be

best to keep comments brief,ie.d ef t message Nov 30, 20214
6. Click Update to save the manual survey

o To I Do

If another tab is displayed, select that tab to display the next tab

Postsecondary Credential Tab  (Image 3.9p)

This follow up is required if the participant is in an IET progam in the exit year.
Refer to Section 3.1 to learn more on IET eligibility.

Image 3.9p
Summary | Employed in Employed in = Postsecondary
2nd Quarter 4th Quarter Credential
g M Ru It: / 2
/ —> Measure Results
Educational Period Attained? Attained Date NRS Repo%t Year
06/02/2022 - 05/09/2024 2024

3 =3 Data Match Received Postsecondary Credential

Attained Postsecondary Credential? Attained Date Credential Received

Institution Name |

4 ——> Manual Survey

Attained Postsecondary Credential?:
Attained Date: j
Credential Received:
Unable to contact:
Refused:
Comments:

Last Updated:
By User:

5 > Update Reset Form Cancel

1. Measure Results T The table is display only. The most recent or final
results from the manual survey will display.

The Educational Period provides the year where credential attainment is
needed to satisfy the outcome measure.

2. NRS Report Year i This is the year the outcome measure will be reported
on NRS Table 5

3. Data Match Wages i This table is display only. Results from a yearly
data match process will display
Note: If a UIC is not on file in MAERS, the Data Match Wages table will not
display
4. Manual Survey T To be completed by program staff
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A Attained Postsecondary Credential i Se | e/®tsodtl oddom the
dropdown selection
A Attained Date i Enter the date the credential was attained. The date
must be between the educational period displayed in the Measure
Results table.
Credential Received i Select from the list of allowable credentials
Unable to contact i Check box if ample attempts at contact have failed
Refused 1 Check box if the participant refuses to answer the survey
Comments i Comments can be added whether any of the other fields
are answered or not. The comments will display on the Follow Up
Selection Report. 200 characters can be added to this field but may be
best to keep comments brief,ie. ef t message Nov 30, 20214
5. Click Update to save the manual survey

o T To To

Tip: Refer to the table on the next page for a reference regarding Measurable
Skill Gains, 107 State Performance Measures, and Outcome Measures. This
guide can also be found on the MAERS page of the Adult Education website.
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WORKFORCE

WAICHIGAN DEPARTMENT OF
LABOR & ECONOMIC
OPPORTUNITY DEVELOPMENT

MAERS Performance Measures Tool

Criteria for all Measures
- Pre-Test; or HSD credits if HSD only

Measurable Skill Gains-MSG (Federal & State
ore than one can be achieved each year bu
only one MSG will be reported per participant per year)

*Pre-Test or H5D Credits must be in Program Year
being reported

**Achievements must take place in Program Year being
reported

Pre- to Post-Test Assessment:

+  Must Pre and Post-Test

¥ Will result in a Federal and State gain when any
post-test subject shows an EFL gain

High School Equivalency Official Tests and

Credentials:

+ Educational Level at Entry must be below a U.S.
based HSE or can be any non-U.S. based education

¥ Will result in a Federal and State gain when an
official HSE subject test is passed or the HSE
credential is earned

HSD EFL Gain: (Achieved once per Provider)

+ Educational Level at Entry is below a U.S. based
HSD or can be any non-U.S. based education

+  Pre-Test with anchor subject in EFL 5 (9%/10t

rade) or has no pre-test but has credits below 50%

oward H3D completion

+ Inthe HSD Instructional Area

+ Enrellin one or more HSD classes

¥ \Will result in a Federal and State gain when reach
50% or more of credits required to graduate

Higé'l School Diploma:

+ Educational Level at Entry is below a U.S. based
H3D or can be any non-U_5. based education

¥ Wil redsult in a Federal and State gain when HSD is
eame

Postsecondary Enrollment:

¥ Will result in a Federal and State gain when enrolls
in Postsecondary on or after the program exit date
but by June 301 of the Program Year

Postsecondary Transcript, Milestones, and/or
Passing Technical/Occupational Exam:
+  Must be in either an IET or WorkPlace Literacy
rogram type
¥ Wil result in a Federal and State gain when showing
maﬁt;i%fadory progress in one or more of the listed
s

- 12 or more attendance hours during
registration

Additional State Performance Measures (State 107 Performance)

*Pre-Test or HSD Credits must be in Program Year being reported
*Achievements must take place in Program Year being reported

HSD Credits:

* In the HSD Instructional Area

+ Enroll in one or more HSD classes

¥ Will result in a State 107 performance gain when earmns any amount of
HSD credits

English Language Proficiency:

+ Must be pre-tested in all subject modules

* Is not English Language Proficient in one or more pre-test modules

+ IMust be post-tested in all non-proficient modules from the pre-test

v Will result in a State 107 performance gain when English Language
Proficient in all modules between pre and post-tests

Excluded from All Measures — Separation Reasons at Program Exit
* Deceased

* Incarcerated

* Ina 24-hour support facility

+ Medical treatment lasting 90+ days
* Called to active duty

Excluded from Outcome Measures Only (Follow-Up)
«  Sec. 225 — Still incarcerated at exit

Follow-Up Qutcome Measures (Federal & State)
*Pre-Test or HSD Credits can be in any Program Year
**Must be exited from the program

Employed 2" Quarter after Exit:

«  All Participants qualify

¥ Will result in a positive outcome measure when has wages in the 2™ quarter after exit
¥ Capture of Median Eamings

Employed 4% Quarter after Exit:
« All Participants qualify
¥ Will result in a positive outcome measure when has wages in 4™ quarter after exit

Secondary Credential/Entered Employment:

« Educational Level at Entry is below a U.S. based HSE or can be any non-U.S. based
education

* In ASE, HSD, andfor HSE Instructional Area

+ Enrolled in one or more ASE, HSD, and/or H3E classes in the exiting year

« Pre andlor Post-tests at an EFL 5 or 6 in the exiting year OR has no assessments but has HSD
credits to place themin EFL 5 or 6

¥ Will result in a positive outcome measure when eams the HSD or HSE while enrolled or within
one year after exit; AND

¥ Enters Employment within 4 quarters after exit

Secondary Credential/Enroll Postsecondary:

+  Educational Level at Entry is below a U.S. based HSE or can be any non-U.S. based
education

* In ASE, HSD, andfor HSE Instructional Area

+ Enrolled in one or more ASE, HSD, and/or H3E classes in the exiting year

* Pre and/or Posi-tests at an EFL 5 or 6 in the exiting year OR has no assessments but has HSD
credits to place themin EFL5 or 6

¥ Will result in a positive outcome measure when earmns the HSD or HSE while enrolled or within
one year after exit; AND

¥ Enrolls in Postsecondary Education or Training within one year after exit

Postsecondary Credential:

* In an Integrated and Educational Training (IET) program type in the exifing year (collected on
the Eligibility=Frogram Type tab)

¥ Will result in a positive outcome measure when obtains a Postsecondary Credential while
enrolled or within one year after exit

July 2024



Chapter 4
Class Copy Functions
Chapter 4 i Class Copy Functions

In this chapter you will learn the following:

Section 4.0 T Where to find Class Copy Functions

Section 4.1 7 Copy Instructors into the Next Program Year
Section 4.2 7 Copy Locations into the Next Program Year

Section 4.3 17 Copy Classes with Enrolled Participants into the Next Program
Year

Section 4.4 7 Copy Classes without Participants into the Next Program Year

Section 4.0 T Where to find Class Copy Functions

Class Copy functions are found in the Provider Admin tab. (Image 4.0a)

Image 4.0a
Participants Provider Admin Special Functions

Section 4.1 7 Copy Instructors into the Next Program Year

Click on the Copy to next PY link within the Provider Admin tab, and then
click on the Instructors link. Current instructors can be copied from the prior

program year between the dates of April 15t of the current program year to March
315t of the following program year.

Image 4.1a

Copy Instructors - Pick Program Year

Select the 'From Program Year' , the 'Provider’ and click on 'Search’

* From Program Year: 2021 v | — 4
To Program Year: 2022

= Provider: AURA LEARNING (T0002] |
“ou selected "AURA LEARNING (T0002)"

Search
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1. Select the From Program Year from the dropdown
Note: The From Program Year will default to the previous program year with no
other selection in the dropdown. If the date is between July 1 and September 17,
the dropdown will contain the previous two program years.

2. Click Search (Image 4.1a)

Image 4.1b
Instructor Copy
Fromi/To Program Year: Provider:
1 > 201210 2013 AURA LEARNING (Code: TO002)
Show entries 2 Search:
Rows# Instrucior Local Instructor No Instr. Areas Position Status Copy?
i LEE, LARRY AL-0005 ABE Full Time Inactive I
MILLER, MARY AL-0004 ABE. HSD Full Time Active )
3. STEWART, SALLY AL-0006 HSD. HSE Part Time Active ™
4 WALTERS, WILLLAM TO03 ABE.ESL Part Time Active M
Showing 1 to 4 of 4 entries
Copy to clipboard Export to Excel Export to PDF Print 5
4 ———p  Submit New Search Cancel

1. The header will provide the current year and next program year
information

2. To view or update a curr enlnstiuciert ructor r e
Nameolink from the Instructor column

3. To copy an Instructor record into the next program year, check the Copy
box. Multiple records can be copied at one time.

4. Click Submit to copy the record into the new program year (Image 4.1b)

Copying a record into the next program year will always navigate to a Search
Results screen. This allows the record to then be updated and activated as
needed. (Image 4.1¢)
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Image 4.1¢c

Instructor Search Results

A Alert Message

= Sﬂ|:twisd a tc‘tal of 2 out of 2 selected Instructor records from PY: 2012 to PY: 2013. All copied instructors must be activated to be
used in a class

\ Program Year: Provider:
1 2 e | 20132014 AURA LEARNING (Cede: TODO2)

Click on the ‘Instructor’ column to update the existing Instructor record.
Show entries Search:
Rowd# Instructor Local Instructor No Instr. Areas Position Statyls
1 JOHNS, JOHN AL-OD02 ABE.ESL Full Time Active

MILLER, MARY. ALDDDA AE, HED Full Time Inzctive

, PAUL ALOD07 ESL Unpaid Volunteer Active
WALTERS, WILLIAM Too3 ASE, ESL Part Time Inzctive

Showing 1 to 4 of 4 entries
Copy to clipboard Export to Excel Export to PDF Print

§ =" Add Instructor New Search

A confirmation message regarding the copied records is displayed

The header will provide the program year to which the record has been
copied

The Status column displays those records that need to be activated

To view and activate the new program year record, click on the
finstructor Nameolink from the Instructor column. This allows you to
view and update the status to active. When the record is updated, the
system will navigate back to the Search Results screen so other records
can be activated if needed. See Chapter 2, Class Functions; Section 2.2,
Instructor Data Entry.

To Add a new instructor, refer to Chapter 2, Class Functions; Section 2.2,
Instructor Data Entry Notes:

Multiple instructor records can be copied at one time. However, only one
record can be updated at one time.

When copying an instructor record, all data fields will be prefilled except for
instructional experience. This field will only prefill if the previous year entry
was More than three years . Although data copies over, the instructor
status still needs to be set to active to be used in a class. All other
information should be updated as needed.

Section 4.2 1 Copy Locations into the Next Program Year

Click on the Copy to next PY link within the Provider Admin tab, and then
click on the Locations link. Current Locations can be copied from the prior
program year between the dates of April 15 of the current program year to March
315t of the following program year. Follow the Pick Program Year directions
above shown in Image 4.1a.
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Image 4.2a

Show |1
Row#
;

Showing
Copy

Location Copy

i From/To Program Year: Provider:
2011-2012 AURA LEARNING (Code: T0002)
2
0 ¥|entries Search: |
Locatiog Primary Contact Contact Phone ¢ Mailing Address Status Copy?

. 111 Aura Center
AURA SENICR CENTER . LI {517) 555-1111 Actiw
URA SE ENTE LUTZ, LINDA 7) Lansing, Mi 48313 Active

o - 555 Center St
AURA COMMUNITY HALL LUTZ, LINDA (517) 555-1111

R = Lansing, MI 48912 g
1to 2 of 2 entries
to clipboard Exportto Excel Exportio PDF Print

3

4 —v New Search Cancel

3.

4.

The header will provide the current year and next program year
information

To view or update the currenty e a lodatson record, click on the
fLocation Nameolink from the Location column

To copy a location record into the next program year, check the Copy box.
Multiple records can be copied at one time.

Click Submit to copy the record into the new program year (Image 4.2a)

Copying a record into the next program year will always navigate to a Search
Results screen. This allows the record to then be updated and activated as
needed. (Image 4.2b)
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Image 4.2b

Location Search Results

A Alert Message
. Capield a total of 2 out of 2 selected Location records from PY: 2012 to PY: 2013. All copied locations must be activated to be used

n a class. \

\ 1 Program Year: Provider:
2 e—p | 2013-2014 AURA LEARNING (Code: TDODZ)

Click on the "Location’ column to update the existing Location record.

Show 10 ]enties S —
Row# Location Primary Contact Contact Phone Mailing Address Status
- @ 111 Center
-= {517) 555121248
i AURA LEARNING GENTER 1 JOHNS, JOHN (517) & 2 Lansing, M1 42313 Active
R , ETEETET 11240 Swan Creek
URA COMMUI = 4 (080) 642-3333, /8
AURA COMMUNITY CENTER 1 KIMMERS, KIM (820) 642-3333¢ < Lansing. M1 45313 Active
. e e 111130 Brennan Rd )
. - o I . 5)
3 AURA HIGH SCHOOL KLINE. KERR (889) 842111148 Lansing. M 48813 Inactive
R B 111 Aura Center
z {517) 555111148 i
4 AURA SENIOR GENTER LUTZ, LINDA (517) & L% Lansing, MI 42012 Inactive
Showing 1 to 4 of 4 entries
Copy to glipboard Export to Excel Export to PDF Print
3
4

§ —™" Add Location New Search

=

A confirmation message regarding the copied records is displayed

2. The header will provide the program year to which the record has been
copied

The Status column displays the records that need to be activated

To view and activate the new Lpgabopr am year
Nameolink from the Location column. This allows you to view and
update the status to active. When the record is updated, the system will
navigate back to the Search Results screen so other records can be
activated if needed. See Chapter 2, Class Functions; Section 2.3,
Location Data Entry.

5. To add a new location, refer to Chapter 2, Class Functions; Section 2.3,
Location Data Entry

B w

Notes:
A Multiple location records can be copied at one time. However, only one
record can be updated at one time.
A When copying a location record, all data fields will prefill. Although data
copies over, the location status still needs to be set to active to be used in
a class. All other information should be updated as needed.
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Section 4.3 i Copy Classes with Enrolled Participants into the Next Program
Year

To copy a class to the next program year, the instructors and location must be
copied from the prior program year first or new records created. Once this is
completed, then classes can be copied. Refer to Sections 4.1 and 4.2. Click on
the Copy to next PY link within the Provider Admin tab, and then click on the
Classes link. A program year and filter screen are displayed. (Image 4.3a) Since
classes can only be copied between specific dates, the From and To Program
Year dates will prefill.

Image 4.3a
Copy Classes - Pick Program Year
Select the "From Program Year' , the 'Provider’ and click on 'Search’
* From Program Year: 2021
To Program Year: 2022
* Provider: |.JOH NSON AE (JOHNSONZ)
You selected "JOHNSON AE (JOHNSON2)"
To narrow the result set, you may also select a Class Instructor, Location, andfor Instructional Area:
Class Instructor: Any Instructor G-..___‘___‘__—
Class Location: Any Location P
Class Instructional Area: Any Instructional Area 4'-""""'_—_——.-#

2 — Search Reset

1. To narrow the search results, select an active record from one or more of the
available dropdown lists. To display all classes, leave the dropdown
selections set to Any.

2. Click on Search to view the classes.

Classes with enrolled participants can only be copied from the previous program
year beginning July 15t through July 315,
To copy a class with enrolled participants, the following criteria must be met:

A The class must have an end date of June 30t

A One or more participants must be actively enrolled in the class

A Attendance must be current for the active participants through April

A The Eligible Funding and Program Types must be selected in the new

program year
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Image 4.3b

\ Class Copy
FromyTo Prograen Year: Provider: Class Instructor: Class Location: Class Instructional Area;
201610 2017 FISHER ADULT EDUCATION (Code: FAE13) Ay Instructor Any Location Any Instrucional Asea

Copy with Participants: Instructions

To copy a Class forward into the next Program Year WITHS
participants, you must first copy and activate Instructors an
Locations from the previous Program Year (or setup new ones fo
next Program Year). Only Participants meeting all of the following
criteria will be copied forward and will be enrolled into the new class:

+ Active in the Class on June 30th; and,

+ Attendance is up to date; and,

+ Funding and Program Eligibility have been added for the new
Program Year.

Copy without Participants: Instructions

a Class forward into the next Program Year WITHOUT its
ipants, it is recommended that you first copy Instructors and
ocations from the previous Program Year (or setup new ones for
next Program Year). The copy function does the following:

» Copies the existing class’ Instructor and Location information,
provided they have already been copied forward into the new PY;
and,

+ Copies the Class Schedule; and,

+ Copies the Class Term.

Once your class is copied into the new PY, you then need to do the following:
1. Update the Class Status to Active
2. Make any other needed changes (if applicable)
3. Click "Submit" to save the record

| —p SO rCH:

. Copy
Class Class Instr Copy with
L] < Description Instructor Location Room Tesm Status without
Name No Area Participants Participants
ASE
£at 0 FIEMER Open

AL FiSHER, oo t ASL Actrow

Jngnal ACADENY EreryExn / e
Wiy ~arey

ATE . =
= S 6 Copy only stowed
S 300400  ASE FISHER BOE s 2 Opes ASE P from 0712047
COngnal ACADEMY Cray e

o 07312017

Can

= .
s by slicwed

FISMER FISER X Open

el s 2 ROSERTO ACADENY ¥ EreryExn X yebx
- o
HED Copy only stowed
Cat = e fiaer Opan
4 300400 M0 FISHER. BC 4 S om 070172017
Orioinal % acaDEMy EroyEam 0 gpebinpane
L3ea
(X
- 54 FISIER, BOG AN L Open oE0
Me ALl 4 oe ACADEMY ] ErtryExn e Je) Atrve
- New Search Cancel ﬂ

1. The header will provide the current year and next program year
information

2. Detailed instructions are displayed for Copy into Next PY with Participants

and without Participants

For programs with multiple classes, a Search box is available

To view or update the previokdit yearos cl

Original Class link from the Class Name column

5. Under the Copy with Participants column, a check box will be displayed
if the class can be copied into the new program year. If a check box is not
displayed, detailed reasons as to why the class cannot be copied with
participants is displayed. To copy a class record with participants into the
next program year, check the box within the Copy with Participants
column. Only one record can be copied at a time.

6. Click Submit to create the new class record into the new program year
(Image 4.3b)

B w
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Image 4.3c

© Informational Message

Program Year:

2

Update Class Information for PY 2020-2021

» Class contains 3 Active Participants. Of these, (3) were copied and enrolled into the new Class.

Provider: Class ID:

2020-2021 TUFFORD AE (Code: TUFFORD2013) 1826212558

Class Enroliments by Group
Class Attendance by Group

/ 1

Class Name: Number Enrolled:
ALGEBRA 3

= Class Name:

= Class Number:

Class Description:

= Capacity:

= Scheduled Hours:
= Instruction Method:
= Instructional Area:
=Term:

= Instructor:
Instructor #2:
Instructor #3:
=>Begin Date:

=>End Date:

= Location:
Room Number:
=> Status:
Created:

Last Updated:
By User:

\ General Information Class Schedule | View Class Participants

= Enroliment Cut Off Date:

ALGEBRA
ALG123
A

50

40.00

Classroom / Distance Education
ASE | v

Open Entry/Exit

GRUENER, FRAN

0710112020 [
06/30/2021 (4]
06/30/2021 [

CLIO HIGH SCHOOL | ~
1

Inactive| v dm—
03/30/2021 @ 04:44:35 PM

03/30/2021 @ 04:44:35 PM
SUE E. JOHNSON

3

Update = Reset Form Cancel
Save and Create New

Delete = Copy within PY

1. A confirmation message regarding the copied records is displayed (Image

4.3c)

2. The header will display the program year to which the record has been

copied

3. The class Status must be set to Active

Select the Class Schedule tab to move to that tab. See Chapter 2, Class

Functions; Setting Up Classes to complete the Class Setup. When the record is
updated, the system will navigate back to the Class Copy screen so other class
records can be copied if needed.
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Image 4.3d

Copy Class Confirmation

A Alert Message

 Class contains 3 Active Participants. Of these. (1) will be copied and enrolled into the new Class

- 1 won't be copied because they are missing at least one Eligibility->Funding Source in the target PY 2020
Full Name: Joseph, Houser_please click here

- 1 won't be copied because Attendance Hours are not up to date
Full Name: Cameron, Brown_please click here. e 1

Please click 'Confirm’ to submit the record without the above listed participants
Click ‘Cancel to update the records and re-copy the class to include all active participants

2 3
——
e Confirm = Cancel

1. An alert message will appear if any active participants cannot be copied
over with the class. The alert will provide the specific reason. Utilize the
please click here link to update the record as needed then click
Confirm to include the listed participant in the class.

2. Click Confirm to save the class without the listed participants

3. Click Cancel to stop the copying of the class with participants

Note:

AWnhen copying a class record, most data fields will prefill across tabs except for
the Begin, End, and Cut Off Dates. However
location for this class is not copied and activated first but other instructors or
locations have previously been activated for the new program year, these fields
will be nullified with a dropdown selection to choose a different instructor or
location. All other information should be updated as needed.

Section 4.4 1 Copy Classes without Participants into the Next Program Year

To copy a class to the next program year, the instructors and location must be
copied from the prior program year first or new records created. Once this is
completed, then classes can be copied.

Click on the Copy to next PY link within the Provider Admin tab, and then
click on the Classes link. Current classes can only be copied into the next
program year between the dates of April 15t of the current program year to March
315t of the following program year.

To save a copied class record without participants, the following criteria must be
met: Active instructors and locations must already be entered or copied from the
previous program year
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Image 4.4a

{ Class Copy
FromyTo Program Year: Provider: Class Instructon: Class Location: Class Instructional Area:
201610 2017 FISHER ADULT EDUCATION (Code. FAE13) Arty Instrectorn Ary Locabon Any Insructonal Asea

_
Copy with Participants: Instructions

To copy a Class forward into the next Program Year WITHN
participants, you must first copy and activate Instructors an
Locations from the previous Program Year (or setup new ones fol
next Program Year). Only Participants meeting all of the following
criteria will be copied forward and will be enrolled into the new class:

« Active in the Class on June 30th; and,

» Attendance is up to date; and,

» Funding and Program Eligibility have been added for the new
Program Year.

Copy without Participants: Instructions

a Class forward into the next Program Year WITHOUT its

ipants, it is recommended that you first copy Instructors and

ocations from the previous Program Year (or setup new ones for

next Program Year). The copy function does the following:

» Copies the existing class’ Instructor and Location information,
provided they have already been copied forward into the new PY;

and,
+ Copies the Class Schedule; and,
« Copies the Class Term.

Once your class is copied into the new PY, you then need to do the following:
1. Update the Class Status to Active
2. Make any other needed changes (if applicable)
3. Click "Submit" to save the record

——p Syogiry
Clan I ERCETR A PRGOS ISR RO SOROR Y T Copy Wit Cemy
L I gean atrcios Latae leowan Lom Viatea Lol I
hame N Ao Paric pacrs
(ST
s =
S
2L
. rrmaw — ~ -~
X ~ SR & ' L - e >
- - -
.

< C -
ez o
ot
. - - -
B = 308 s ~ ~ . .6
[ PR
—Aal

-

—_— " i -
Suts= Nww Search Cancel

1. The header will provide the current year and next program year
information

2. Detailed instructions are displayed to Copy into Next PY with Participants

and without Participants

For programs with multiple classes, a Search box is available

B w

Original Class link from the Class Name column

5. A class can be copied without participants as many times as needed by
the program. Example: If a program needs to offer five sections of ABE
Math 101 in a program year, the ABE Math 101 can be copied without
participants five times.
To copy a class record without participants into the next program year,
check the Copy without Participants  box. Only one record can be
copied at a time.

6. Click Submit to create the new class record into the next program year
(Image 4.4a)
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Image 4.4b

-~

1 Copy Class

A Alert Message

/

= You have asked to copy the original class for PY: 2018. Please complete the remaining information and submit your request

Save and Create New

Program Year: Provider: Class ID: Class Name: Number Enrolled:
2018-2019 “@R ADULT EDUCATION (Code: FAE13) ABE 0
2
[ General Information Class Schedule View Class Participants }

= Class Name: ABE
= Class Number: 100

ABE
Class Description:
= Capacity: 25
= Scheduled Hours: 100.00
= Instruction Method: [ciassroom v
= Instructional Area:
& Torm:
> Instructor:
Instructor #2:
Instructor #3:
=" Begin Date: 07/01/2018 4:]
= End Date: 063012019 [
= Enroliment Cut Off Date: 066302019 ]
& Location:
Room Number: 1
= Status: ——
Record Created on:
Record Last Updated on:
Record Last Updated by:

Submit Reset Form Cancel

Next Tab »

1. A confirmation message regarding the copied record is displayed (Image

4.4b)

2. The header will display the program year to which the record has been

copied

3. The class Status must be set to Active

Click Next Tab to move to the Class Schedule tab. See Chapter 2, Class

Functions; Setting Up Classes to complete the Class Setup. When the record is

submitted, the system will navigate back to the Class Copy screen so other

class records can be copied if needed.

Note: When copying a class record, most data fields will prefill across tabs

except for the Begin, End, and Cut Off Date. However, if the previous

year 6s i

nstructor

or

ocat

on

for

other instructors or locations have previously been activated for the new
program year, these fields will be nullified with a dropdown selection to
choose a different instructor or location. All other information should be

updated as needed.

t
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Chapter 5
System EXxits
Chapter 5 7 System Exits

In this chapter you will learn the following:

Section 5.0 T What is a System Exit

Section 5.1 T Impact of System EXxits

Section 5.2 7 Why do System Exits Occur

Section 5.3 T How are System Exits Processed
Section 5.4 7 How to Identify Upcoming System EXxits

Section 5.0 i What is a System Exit

A system exit is a program exit that is automatically done by MAERS. USDOE
requires that participants must be either enrolled in a class or have an upcoming
planned gap in service to remain active in the local adult education program.
Refer to Chapter 3, Participant Functions; Section 3.6, Planned Gaps.
Participants who do not have a planned gap or whose last class enrollment
ended 90 days ago must be program exited on their 915t day of no services. The
system exit is then backdated to the last date of service.

Section 5.1 T Impact of System Exits

System exits can have a negative i mpact on

Following are two examples of how system exits negatively impact local
programs:

1. Missed Measurable Skill Gains and 107 Performance Measures &
Measurable Skill Gains and 107 Performance Measures are collected and
recorded each program year the participant is active. If a participant is
system exited, most likely their achievements for the year also have not
been entered into MAERS.

2. Follow Up before applicable 8 The follow up process begins at program
exit. If a participant is system exited before they have completed their
instruction, then they are included in follow up prematurely.

Section 5.2 T Why do System Exits Occur

System exits typically occur for two reasons.
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1. Participant data is not entered into MAERS timely
2. Participant services are not planned effectively which leads to unplanned
gaps in services of 91 days or more
Adult Education has a Data Entry Policy. This policy requires that all participant
data be entered by the end of the month following the month the participant
service occurred. For example, if a participant has attendance in July, then these
attendance hours must be entered by the end of August.

Note:

Alt is important that participant services are planned completely for each
program year. An unplanned gap in services can occur when participant
services are either not planned or not planned timely. Following are some
examples of when an unplanned gap in services can occur for a
participant:

A A participant registers but is not enrolled in a class within 90 days of the
registration date

A A participant exits their first-class enrollment and has no subsequent
class enrollments within 90 days of the class exit date

A There is no attendance entered for three consecutive months

A There is no planned gap in services on file between class enrollments
that span more than 90 days

Section 5.3 T How are System Exits Processed

Every night, MAERS will automatically run an internal program called a System
Exit process. This System Exit process will look for participants:

1. Whose last class enrollment was 90 days ago: or,

2. Who have no attendance entered for three consecutive months: or,

3. Whose planned gap ended the day before and there is no new class
enrollment on the day the system process is run.

Any participant that meets any one of the above three conditions will be system
exited. The system exit process will:

A Class exit the participant i The participant will be exited from any active
class enrollments. The class exit date will be the last day of the month
where attendance is present.

A Program exit the participant i The participant will be program exited and
the exit date will be the last date of service. The exit status will be
NRSepar ated befioSyes tCconmpH xeitti.oon (I mage 5. 3a
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Image 5.3a

[0”‘“’"‘“ B —

Beginning EFL V Ending EFL Attended Hours
[ ABE | 2016 | Low Adult Secondary Education | ABE | 2016 | Low Adult Secondary Education | ABE | 60
ESL ESL ESL 0

Exit Status: |Participant Separated Before Completion - System Exit \v| Exit Status Date: 06/30/2017

After the system exit has been processed, the Exit Status and Exit Status Date
will appear as shown above.

A system exit can be undone by removing the Exit Status . Once changed and
the Update button is clicked, an informational message will be displayed.

Note: A system exited record cannot be updated unless the system exit is
reversed. See next page for System Exit Reversal instructions.

Question: If a participant is system exited, can | still update their
record?

Answer: Data cannot be entered on a system exited record. However, we
understand that data entry mistakes can happen, and MAERS needs to allow
for corrections. If a participant is system exited but has data that needs to be
entered/updated into MAERS, please follow these steps to reverse the
system exit:

1. Within the Program Exit screens on the Status at Exit tab, nullify the
Exit Status by selecting the blank row from the drop down

2. Then click the Update button at the bottom of the screen

[ Outcomes Status at Exit
|
Beginning EFL Ending EFL Attended Hours
ABE ABE ABE 0
ESL ESL ESL 0

Exit Status: [Participant Separated Before Completion - System Exit V| Exit Status Date: 07/01/2017

Beginning EFL Ending EF|
ABE
ESL Participant Completed
Participant Separated Before Completion

1S (&3 GUEHE Participant Separated Before Completion - System Exit

Note: Once the system exit has been removed, you must go into the
record the same day and update ALL data. If all data is not updated, the
record is subject to be system exited again that night.
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Section 5.4 T How to Identify Upcoming System EXxits

The Upcoming System Exits report will list the participants to be system exited.
Each of the conditions listed in Section 5.3 above will be checked every time the
system exit process is run. A list of reasons why the participant will be system

exited is listed on the report. At a minimum, this report should be viewed at least

once a month. The listed participants should have their MAERS record updated
to avoid the system exit.

Image 5.4a

MAERS Report Listing

[ Scheduled Reports for PY 2016 and later | Online Reports h

| Upcoming System Exit Report [ ey

This report is accessed from the Reports tab.
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Chapter 6
Reports

Section 6 T Reports

In this chapter you will learn the following:

Section 6.0 T Where to find Reports

Section 6.1 7 Scheduling and Retrieving Reports for 2016 and Later
Section 6.2 T Scheduling and Retrieving Reports prior to 2016

Section 6.0 T Where to find Reports
Report functions are found within the Reports tab.

Image 6.0a

Select the Schedule New link to request a report. (Image 6.0a)

Image 6.0b
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