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Objectives

e Background of the Web-based Data System
» Understanding Processes of Quality Data

* Review of Data Entry Processes

« Hands on Data System Experience

Rev. 01-08-2008/SLB 2
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Background - The Big Picture

WIA and NRS

— WIA — Workforce Investment Act
of 1998

— NRS — National Reporting System
Accountability

— Local
— State
State Support and Monitoring
LOCAL

Incentive Funding

Response to Requests for
Information

FEDERAL STATE

Rev. 01-08-2008/SLB 3
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VIRGINIA DEPARTMENT OF
CAREER EDUCATION

/EDUCATION

NRS Website

G National Reporting System for Adult Educ

Programs - Microsoft Internet Explorer =@

Fie Edt Vew Favortes Toos Help | ]

Q-0 HE G Pwe Gy @25 -l 3

Actess [ €] ttp:jjummn. rsweb.orgf EIGE ‘L\nks =y -
|

o WWW.Nrsweb.org
— Training Notices
— Training On-line
— Provides Reports

and Getting Started to orient yourself to the
website.

About NRS

NRS Guidelines.

Making NRS Work
e NRS Webinar: New NRSWeb
site on October 25
State and National Report!
& Summary of Changes to the
NRS Implementation
Training & Activities Guidelines

See how states are using what
they leamed in trainings to

- -
The NRS Implementation Guidelines, the core

create their own State Report of the MRS, may be downloaded for printing or -

Cards vieswed online in a searchable format

% AMEHICAN INSITUUTES FOR RESEARCH

|
[E]pene [T [ [ meme:

Rev. 01-08-2008/SLB 4
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Intake/Demographics

o Complete Data from Intake Form
e Required Data

o Clarity of Data

 Timely Entry of Data

e New Students vs. Returning Students

— Participant Statuses — Update for Returning
Students

Rev. 01-08-2008/SLB 5
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Welcome to the Data System

Rev. 01-08-2008/SLB 6



TECHNOLOGY &

= BRS L()g- IN Screen

« Each time you access the
data system, you must
provide your User Name
and Password

e You will be prompted
periodically (every 3
months) to change your
password

» |f you enter the log-in
information incorrectly 3
times, your Password
must be reset by the local
single-sign on
administrator (SSWS)

e User Name:

e Password:

VIRGINIA DEPARTMENT OF

A&/ EDUCATION

/) single Sign-on for Web Systems: Login Page - Microsoft Internet Explorer 1= x|

?  Virginia Department of EDUCATION i g .

VDOE Home >> SSWS Login

Single Sign-on for Web Systems (SSWS)
SSWS Login

VDOE Home

Superintendent

Board of Education

Please Enter Yaur User Name and Password

User Mame

Fassword,

dtoot by Passwaord
Site Index

VIRGIMIA DEPARTMENT OF EDUCATION

MNOTICE AND WARNING

an this g#€tern may he monitored. Any evidence of unauthorized access, unauthorized use, misuse, or abuse of this system or the
infopwfation contained in this system may be reported to the appropriate authorities for investigation and prosecution

Information accessed via this systerm may be sensitive and/or confidential. Persons using this information are cautioned that federal,
state, and local laws and palicy may apply to the dissemination o this information to others

Start of Page - Skip to Content

C T I8 e

Note: The Username and Password are
assigned by the SSWS Administrator for your
division or by the Adult Ed. Data Specialist.

Rev. 01-08-2008/SLB
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VIRGINIA DEPARTMENT OF

A&/ EDUCATION

Forgot Your Password?

« If you forget your
password, you can click
the link on the log-in
SCreen «1 Forgot My Password”

* The screen to the right
will appear.

e Enter your Username
and Email address

* Click Reset Password

» The password will be
emailed to your mailbox
from the data system.

Ele Edb Wew Favortes Todk  Help
Al Oy o, N 25
Q= - © - %] 2] ,_J|/ ) Search ¢ Favrtes {«| L 3
i Forgot . password, page. do

vvvvvvv

nnnnnn

eeeeee

Email Address, |

Please enter your User Name and E-mail Address and click on Reset Password hutton.
The system will validate the i ion and email the p to your mailbox.

Cancel Reset Password

Site Index

Start of Page - Skip to Content

Eioes F T & @

Rev. 01-08-2008/SLB
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VIRGINIA DEPARTMENT OF
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Application Screen

; Single Sign-on for Web Systems: Application Selection - Microsoft Internet Explorer = ﬁl

File Edt Wew Favortes Toos Help | iy

You will choose the el FOTR AT

Address Iﬁj https: /febil vaki2ed.edufssws(login. submit. do

Adult Education = D
application by clicking | EEE=EEs

VDOE Home S5WS Instructions

on th e name (th i S Wi I I Mo SSWS Application Selection e

Supevintendent

Applications Contact Info

likely be your only

DOE Offices Welcome Shannon Beasley. Change Email
= —— Please select one of the Applications listed below
choice) .
. 2 N APPLICATIONS User Information

Data & Reports Shannon Baasley
Adutt Education - Online Data Collection of Adult Education infarmation to be fed into the Mational Reparting System

Periodically, .
announcements appear [N
on this screen about
the system — pay
attention for system
changes and outages.

VDOE SSWS Admin

Daris Brawn

(B04)371-7875

=D

kel Mary of the documents on

the VDOE Wel ite a FOF

Start of Page - Skip to Content

Reader clickthe adobe image.

‘@Dnne | | | | E‘O Internet

Rev. 01-08-2008/SLB 9
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Welcome Screen

s/ feb01.vak12ed.edu/Adult_Ed,/com/vdoe/AdEd/jsp/LoggedDnContainer.jsp?SessionID=051c8132726 - Microsoft Internet Explorer =8 5'
e The Welcome Screen =
0= @ a4 @ 3 Q
Back Farward Stop  Refresh  Home Favorites Media  History  Print  Search
L. -
n Otlfl e O Wlth . Adtiress [ ] hitps:feb01 .vakized.edufidult_Edjcom/vdosladEdispiLagoedanCantainer. jsprsessionID=05Lca132, 7 | ‘Google- | || @psearch web ~ || Bhsie popups atowed | Faloptions
S you .
Adult Education ,‘,ﬂr
b - Departnent of Edicaflon
— Program Number

— Program Name

« Action options/hyperlinks ~
appear on the left side of | |8
the screen including a help | £
document at the top. \J

 Tolog out, click the link
at the bottom.

// _/f 7 /'
I]epanmen tof Education

Welcome to Adult Education

System Qverview

Rev. 01-08-2008/SLB 10
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* All data must be entered by

© 0N Ok W E

VIRGINIA DEPARTMENT OF

/EDUCATION

9 Step Process to Accurate Data*

3 https:/ /eb01.vak12ed.edu/Adult_Ed/com/vdoe/AdEd,jsp/LoggedDnContainet.jsp?SessionID=051c8132726 - Microsoft Internet Explorer = il

Eile Edit ‘Yiew Favoribes Tools  Help
Agency Data .+ 0 3 80 & @ 3 3

Enter/Update Staff

Create a Class
Enter/Update Students
Enter Students in Classes
Enter Student Hours
Student Maintenance
Export/Analyze Data
Review/Print Reports

Address [{€] https:febit .vaki Zed.edufAdul_EdjcomfvdoefAdEdjsp/LoggedOnContainer. jsp?Session]D=05 108132 j|Google- | || @esearchweb - || Ehsite popups slowed | Boptins A

Adult Education ,ﬁr
7 Tl il

{’_ " ) ’ Welcjlme ta the Yirginia Department of Education
Vi {
Department of Education

Welcome to Adult Education

Systemn Overview

Note: Most pages have a very similar look, feel,

and operation structure.
August 1, 2008 for FY

2007-08

Rev. 01-08-2008/SLB 11



TECHNOLOGY &

“’ﬁ . CAREER EDUCATION

VIRGINIA DEPARTMENT OF

/EDUCATION

Step 1 - Agency Data

* Onthe Agency Data
page, the majority of the
Information remains
static.

* You may auto number
students and staff.

« Assign Instructor Access iR

to assign classes/input
hours

Consider different access
levels to enter or review
data

2 hitps://eb01.vaklZed.edu/Ad

fcom/vdoe/AdEd/jsp/AgencyTabContainer.jsp -

Microsoft Internet Explorer 1=
Fle Edt VYiew Favortss Io
= = 4 4 @ @ @3 9 D
Back Forwar Stop  Refresh Home Favorltes Media  History  Print  Search
Agdress [{€] https: feb01 .vaki 2ed.edujAdult_Ed/com/vdos{AdEdfisn/AgencyTabContainer.isp 3| |G0031€v | =] #pseachwed - || Shste popups slowed | Edoptions |
‘ Adult Education 004 - AMELIA CO PBLC SCHS T cpd il éf
L . % " Oepartnent of Edaation
= Agency Agency Info
Mame: Amelia County Public Schools
Program Identifier: REG LOCAL
Phone Mumber: (804) 5612621 Fax Number: (804) 5613057
Adult Ed Contact: Patrizia Humphrey
§701 Otterbwrn Road, Suite 101
Contact Address:
Amelia, VA Zip: 23002 -
Centact Phone Mumber: (804) 5612621
Contast Email: patriziahumphrey@hotmail.com
Subgrantee ID | Subgrantee Name.l
Auto Mumber Students: |No x Will mstructer add hours: Mo ¥
Auto Mumber Staff |No = Serves Multiple Divisions: [No =
TMumber of Sites
Save | Reset
&) 2 items remaining) Downloading picture https: /febD1.vaki 2ed edujwebapp/cabo/imagesibutton_right_round.af... [ [ |& [EELocalintranet

Grey tabs are active to accept information.

i

Rev. 01-08-2008/SLB
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VIRGINIA DEPARTMENT OF

/EDUCATION

Establishing a Region

/3 https:/,/eb01.vak12ed.edu/Adult_Ed/com/vdoe/AdEd/jsp/ AgencyTabContainer.jsp - Microsoft Internet Explorer ==l x|

If you are regional, you o
@ = @ @ @ @ @3 S @
- = = = Back | Forwsrd | Shop Refresh  Homs  Fowortss  Medi  Hstory  Pnt  Search
ass I g n d IV I S I O nS Or Audress [{E] https:}Jebil vaki 2ed. ecufadult_Edjcomfvdo adEdiispfAgency TabContainer. jsp | |Goog¢:‘v | =] &psearchiwe - || Ehsite popups allowed | [FJoptions >>|@ o
programs to your division
(See Serving EA List)

Indicate number of sites
(On the Agency Info. Page)

In a separate process,
classes in the data system
will be assigned to the
division within the region

Adult Education 004 - AMELIA CO PBLC SCHS /

+_ Digarineat of [dicatlon

Agency Serving EA. List 88

Agency serving multiple divisions
Availahle Serving

A LINWOOD HOLTON GOY SCH-268 il AMELIA CO PELC SCHS-
ACCOMACK CO PBLC SCHS-1

ACCOTINK AGADEMY ALTERNATIVE LEARNING CENTER-5402
ACCOTINK AGADEMY-5030

ACHIEVE3000-4027

ADULT ED PRGM-ESCC-830

ADULT ED PRGM-NRCC-832 J an 5
ALEEMARLE CO PELC SCHS-2

ALBEMARLE COUNTY (local gowi)-723 <| Selected >
ALEXANDRIA CITY (lacal govi)-717

ALEXANDRIA CITY PBLE SCHS-101

ALEXANDRIA COUNTRY DAY SCHOOL-G034

ALL PURPOSE COMMUNITY CTR OF LEARNING & TAP-6432

ALL SAINTS LETSY ANN MEMORIAL-5369

ALLEGHANY CO PELC SCHS-3 =l

[&] Dene [ [ & [BE Local intranet

Rev. 01-08-2008/SLB 13



wwet.  TECHNOLOGY &
s CAREER EDUCATION

VIRGINIA DEPARTMENT OF

/EDUCATION

Step 2 - Enter/Update Staff *

(New Staff Must Be Entered Each Year, Returning Staff Should Be Reviewed Each Year)

o The first step iIs to enter
or update your staff
Information .

e Click the Add Staff o
Button for New Staff. ‘

e Click the Search button _—
to locate current /former

staff

* You may also search by
staff number or last name

e Remember to Save

Information.
* Repeat for all staff

Fle Edt Wiew Favortes Took Help ‘ o

2o
@Ba(k Q- \ﬂ @ _;\J|/-j553rth \:::/Favur\tes {_‘}| = _I a3

Agkrass [ 2] https:ffeba2.vald 2ed. edufadult_EdfcomjvdoeiAdEdip/StaffTabCantanar. sp EIE B

Adult Education s el !

Select Staft

Staff Number:
»
Liast Name: | " (| Addstaf
ises TTone
earc

Note: For continuing programs, you should
already have staff entered.

Bome T8 Rrem

Rev. 01-08-2008/SLB 14




VIRGINIA DEPARTMENT OF

/EDUCATION

weene TECHNOLOGY &
~** <+ CAREER EDUCATION

Staff Search

2 https:/ /ebd2.vak12ed.edu/Adult_Ed/com;¥doe /AdEd/jsp/StaffTabContainer.jsp - Microsoft Internet Explorer =& x|
File Edit “ew Favorites Tools Help ‘ ':"

e a Ny ) 301 "
esack - \) - |ﬂ @ \_b|f\:'Search \_A{Favurltss €)| [_:-:_\,' &= - K _J ﬂ ﬁ L4 SearCh for Staff bv the-

Address [{€] hetps:{jeb0z. vakL2ed.cdujadult_EdjcomjvioejAdEd)isp/StaffTabCantainer.jsp Ei=E ‘Llnks ”‘@ -

Adult Education s i ol !
(Pl
< g of Gt

Select Staft

— Staff Number

Current Siaff: 123456 Tim L. Smith

StafNwber:[ |
Last Name: A Staff
Fiscal Year: [None 7]
Search L
— — Last Name
[ Staff Num I Name [ Employed
[ 12347 [Bmithy, Jim L [ Fes

Employed means the staff has an employment history, but may not be

currently working in the program. — Fiscal Year
The blue underlined text is a hyperlink to access the specific staff listed. (Requires E””Y of
Employment History)

Note: The more specific the search criteria, the less processing time to find
the desired information. All information in the system is case sensitive.

TS mene:

Rev. 01-08-2008/SLB 15
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VIRGINIA DEPARTMENT OF

/EDUCATION

Step 2a - Staff Detalls Screen

Staff Details:
o Sta f f N u m ber .ttp,,«"ehvaku,‘-"tiEnm,‘-"vdne,;"AdEd,-"1'sp,‘-"Staf[TahEnntainer.jsp?shnwtah=3 - Microsoft Internet Explorer ;‘Ig:i ,5|
(sack - (L) - |ﬂ @ ;j‘ ") Search \-;::_(Favnrites €3| - .__7 3 _Jd 3
b Last Name Address [&] ht\t‘;:l,ifehDZ.vakIZEd.EduﬂAdult/_EdfcDm,ivdnefAdEdfjspﬂStafFTahCnntamar‘jsp?shuwtah=3 B E |L|nks ”‘@ B
b Fi rst Name ! Adult Education ".ﬂ;;?,.ﬁlmnlnsnlnl[m(almf
 Middle Name/Initial* §
« Job Status: F e — .
_1 Name (Last): [Smith (Firsp) [Jim (Middley |
— Part-time . Jah Status: [ParTime Adult Educaion =] Function: [ ocal Teacher 2]
_ - H qupaﬁnmlLevel:lBachelDrDegree j
Full-time .
— Volunteer ave| osie
* Function:
— Administration Full-time staff are those staff dedicated directly to Adult Basic
Education and Literacy Programs.
~ Teacher I 2 hers/ad h I h nigh
_ - ! Note: Full-time K-12 teachers/administrators that only teach night
Paraprofessional " classes or perform multiple roles with the school system should be
— Counselor " classified as Part-time staff in the NRS Web-based Data System.
e Educational Level Licensed — licensed to teach in Virginia.
— Less than HS
through Doctorate
- & oure O TTT T Bewes
o Licensed (Yes/No)
Rev. 01-08-2008/SLB 16
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Step 2b
Employment Hi

Ele Edit Yiew Favorites

VIRGINIA DEPARTMENT OF

/EDUCATION

Staff
story Screen

Q ck \_’J d ﬂ ﬁ‘/j rch ;‘\'(‘Favomtes

e

o a A3

o

febi2. vaki zed.edujadult_Edjcomjvelos/dedisp/sta

It is required to enter

FF T abiContair

er.jsp7showtab=3

the beginning and
ending dates for staff
work history annually.

You will not be able to
assign an end date

&

Adult Education

Employment Histary

| Current Staff: 123456 Jim L. Smith

BeginDate _____ [EndDate ______[Save |Dclete]
[eoo-01-01 @D & save|

| LTI | Ea

E|

until that date occurs.

All new and returning
staff should have this
Information updated.

= a Date - Microsol
‘ September 'I 2008 'I }
S M T W T F §

28 29 3 3 1 2 3
4 5 & 7 8 9 10

Calendar option to
choose a date rather
than typing it.

M 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 1

All dates must be
entered In yyvyy-MM-DD
format.
€] o [ 1[5 [ ntemet

Rev. 01-08-2008/SLB
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Step 2c - Staff

VIRGINIA DEPARTMENT OF

/EDUCATION

Test Certification Screen

Staff that administer
assessments to students
must be trained and
certified for the specific
assessment.

Indicate the assessments

that staff is certified to
administer by:

— Checking the
assessment

— Entering the date
certified/trained
All dates must be
entered In yyvy-mMm-DD
format.

a https://eb02.vak12ed.edu/Adult_Ed/com/vdoe/AdEd/jsp,/StaffTabContainer.jsp?showtab=3 - Microsoft Internet Explorer

_|8| x|
Ele Edt View Favorites Tools  Help ‘ :,'
Qﬂack - -J - Iﬂ @ :j ‘ /.jj search ‘:‘::( Favorites €‘3| i :f A - _J ﬁ ﬁ
Aeliress [[2] https:/jebuz a1 Zed. edufadu_EdjcomfvdosAdEdjsp/StaffTabCantainer jspshomtab=3 B> E |Lmks ”‘@ -
‘ Adult Educatic ool f
e
by < Degartneal of Edication
H,‘,E: | Current Staff: 123456 Jim L. Smith
2R
ertified Date (yyyy
" REEP
™ BEST
Hamm
= I casas 2
I Worddeys ]
W BEST_PLUS 20060115 H|
et I BESTEL =
oludents
W TABE 2006-0228 | |
Staff |
EEE: | Save
tion
Report
Export
Log Out
‘@Dune

I B =

Rev. 01-08-2008/SLB
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VIRGINIA DEPARTMENT OF

/EDUCATION

TECHNOLOGY &
CAREER EDUCATION

Step 2d - Staff
dorsement Screen

osoft Internet Explorer = ﬂ

Ele Edit Mew Favorites Tools Help | l'

oBack - -\_;l - \ﬂ Iﬁ _h|/.:)Search ‘?‘:'\'_(Favorites e}‘ = :F | - _J ﬁ ‘3

Address |2j https:}isb0z vaki Zed.edujadul_Edfcom{vdos{AdEd)jsp/taffTabContainer jsp?showtab=3

& -

j Go |Lm)s >

o |[f staff are ,
endorsed, please . —
indicate the area (s) [
of endorsement.

/

|Curren( Staff: 123456 Jim L. S|ni|h| =

Please check all current or active endorseme

all endorsements
are selected.

™ Advertising Design

™ Aeronautics

” Agricultuzal Education

(] Agriculture Machinery Service
[ AlgebrafGeomstry

I Ametican Bign Language

I American Sign Language Elective
© anthropology

™ Apparel and Accessories

™ Elementaty Grades -7

O English as aSecond Lang. Prell-12
" Family and Human Services (F)
O Fashion Design and Merch /Oceup
™ Financial Services

™ Firefighting

™ Floor Coverings

I Food Occupations

™ Food Services

Home ™ Child &buse InterventionMet ()
- [T Child Abuse Intervention-1 ot Met 7 Elementary Grades K-8 ™ Middls Ed. 6-2: Seisnce (]
* M u I tl p I e I™ Technotogy-Exdension I™ Elementary Grades NE-3 ™ Middle Education Grades 48
™ Technalogy-Met I™ Elementary School Counselor ™ Middlz Education Grades 58
e n d O rSe m e n tS m a | Technology-Hot Met O Elementary School Principal I Widdle Education Grades 6-7
y | Accounting (4) O Elementary School Supervisor [T Middle Education Grades 6-2
b I d ™ Adm & Supy Prele12 centeal office only ™ Elementary and Secondary Counselor | [ Middle School Counselo:
e S e e Cte . I Aduin and Supervision PreK-12 I” Elementary and Secondary Counselor | [ Middle School Principal
¥ &dult Education [ Emergency Medical Technician ™ Middle School Supervisor
o C I - k SAV E h [ Aschult English a5 s Second Languags ™ Emotional Disturbance K-12 ™ Middle School Technalogy Education
I C W e n " Eaglish ™ MildModerate Disabilities

O Military Scisnce

™ Mator Sports Technology

™ Music i High and Elementary School
™ Music: Instrumental Prel-12

™ Music: Strings

I™ Wlusic: Vocal/Choral PreK-12

[ Networking (M)

O Hursing Aide

i

|@ Done

T8 @meme

Rev. 01-08-2008/SLB
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Staff Notes

+ Review the current staff’s employment history and
function

* Make sure the staff are accurately reflected for
your program

* Regional Staff — make sure staff are properly
assigned to a division

e Table 7 reviews the staff for a specific
program/region

* Once staff are assigned a class, do not delete them
from the system — If you delete staff, all data
related to the class will be lost regardless of FY.

Rev. 01-08-2008/SLB 20
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s CAREER EDUCATION

VIRGINIA DEPARTMENT OF

/EDUCATION

Step 3 - Create a Class *

(New Classes Must Be Entered Each Fiscal Year)

=15]x|

* After adding staff, e+ 9B A5 83 358 -
classes must be

Address I@ https:/feb0t vakiZed, edufidult_EdfcomvdoefAdEd ispiClasses TabContainer, jsp j ‘ GOOglf‘.‘ - I j| &Search Web - H @Site popups dllow
created.

e Click the Add Class = e
button to create the - r—
class.

o All dates must be

entered In yyyy-MM-DD
format.

Adult Education Wi ,’éf
T T e

|2:| Done l_l |é Lacal intranet

Rev. 01-08-2008/SLB * Repeat for all classes 21



TECHNOLOGY &
. CAREER EDUCATION

{ feb01.vak12ed.edu/Adult_Ed/com/vdoe; AdEd/jsp/ClassesTabContainer.jsp?showtab=1 - Microsoft Internet Explorer

File Edt ‘Wew Favorites Tools Help

VIRGINIA DEPARTMENT OF

/EDUCATION

Class Search

=15]x]

+ - @ 2 | D 3

Back y Farward - Stop Refresh  Home Favorites Media  History

S @

Print  Search

B . Search for classes by:

Address [ ] https:/febo1.vakized.edufadut_Edfcomjvdoe/AdEdisp/ClassesTabContainer.jsp7showntab=1 =] | Google - |

|| @psearchweh - || Ehsite popups allowed | [Eoptions | &1y -

Adult Education

Current Class: ESL Literacy

Class Number:

Description Contains:

S — Last Name

Student Number:

Y — Number
— Description

Select

Hame
- = (Instructor)
Import Data Search
e ‘ Class# | Class ‘ Instructor
\ 0203CE3 [ Chalkley E.8.-GED Prep \ Michael Stephen Irby _— Stu d e n t #
| 04055M1 [ GED - Salem Middle \ Michael Stephen Trby
\ 03045101 [ GED Prep - Salem Church MS \ Michael Stephen Irby

Log Out

— Fiscal Year

(Requires Entry of Class
Beginning and Ending
Dates under Details Tab)

[ ][5 B8 ocalintranet

Rev. 01-08-2008/SLB
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VIRGINIA DEPARTMENT OF

/EDUCATION

Step 3a - Add Class Screen

C I ass D etai I S : -ttp-,s"pldue.gduld,‘-“:um,‘-"vdue;'AdEd;‘isp;‘tlassesTahEuntainer.jsp?shuwtah:2 - Microsoft Internet Explorer Tli:lr,il
Q- ©- (1) &) )] Pt Frwnir @] 2o M- /L B

[ J C I aSS N u m be r Address Iﬁj https:/iplpe dog.virginia.gov/Adul_EdicomjvdaefAdEd isp/ClassesTabContainer jsp?showtab=2 j Go |Lmks ”‘@ -

o Description

» Start Date

* End Date

* Instructor Name

o Class Type

TECHNOLOGY &

Adult Education ,ﬂf
T ol

Details

Class Number:

Description: |

Begin Date: l— ﬂ
End Date: I— =
Instructor: W
Class Type: lN””E‘—Ll
Class Location: lNone—L[
Class Envollment Type: m
Class Envollment (Annual Target): l—

e Class Location
Sunchay B
Class Days: ( Press CTRL to select multiple |Wonday
days) |Tuesday

o Class Enrollment Type ey

« Class Enrollment e
(Annual Target) =

o Class Days
 Class Hours
e Class Weeks

Class numbers or descriptions should assist in
identifying locations, times, or fiscal years.

[&] Done: [ ’_’_,_‘é | Intermet

Rev. 01-08-2008/SLB 23
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el TECHNOLOGY &
.+': CAREER EDUCATION

Class Notes

* New versus Former Classes — Do not delete previous fiscal
year classes: all data related to the class will be lost

e Classes across Fiscal Years versus Stand Alone — Avoid
multiple fiscal year classes

— If classes cross fiscal years, make all students INACTIVE (before
the close of the fiscal year) that will not be attending the following
fiscal year.

e Naming Classes
— Class Descriptions and Numbering
— Use the location, time, fiscal year, etc. for identification

» Class Performance Comparisons — better descriptions and
numbering = opportunity for program review and
Improvement (trend data)

Rev. 01-08-2008/SLB 24
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s CAREER EDUCATION

Step 4 - Enter/Update Students *

(All new students must be entered each year; Returning Students should be reviewed annually)

VIRGINIA DEPARTMENT OF

/EDUCATION

23 bt/ pe doe.virgiia.gov/Adult_Ed;com/vdoe/AdE)jsp/StudentsTabContainersp- Mictosoft Internet Explorer SLE R ‘Jﬂf
Student information must 5. " T e e w6 L3
be entered/updated in the — pelberemersmmdmmm Toe e
system — Click the Add
Student or Search Button.
Three main components
entered: demographics, e 3
tests/assessments, and e
goals. —r— "
Optional component — o n
contact information

Note: You can also search for

Each component has a
separate Tab on the student

students by fiscal year

|
p ag e |@ Dane ‘ | | ‘ ‘é ‘. Inkernet 4 ﬂ
(] L T s i = =T Gr oo -— R ]
Slide 25 of 52 Default Design 0
i /start J -] @ @ @ J = Fr| | |2 C:\Documents and Settin‘.‘l @Mmusuft Outlook Web Al @htlps://'plpe.dne.virg... @M\cmsuft PowerPoint - [L... %!”l&@!m! 2:35PM
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* Repeat for all students
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Student Search

VIRGINIA DEPARTMENT OF

EDUCATION

i

Search for students by:

a https://t1pe.doe.virginia.gov,/Adult_Ed/com/vdoe/AdEd/jsp/StudentsTabContainer.jsp - Microsoft Internet Explorer -7 ll
File Edt Wew Favorites Tools Help ‘ ﬁ'

@Eatk - ‘.\_;J . \ﬂ lﬁ _h ‘ /.jj Search \j\\?FaVDI’itES e}‘ - :7 H - _J ﬁ ‘3

Adshess (2] https: {1 pe. doe. viginia.quvfAdult_Ed{comvcloe/AdEdjsp/StudentsTabConkainer. jsp

.

j Go |Lmks|@v

Adult Education ﬁﬁf
< Dagarineatof o

Students Select Student

Student Number: li
First Name: l—
Last Name: I'Srnwhi
Gender: lm
Buth Date (YWYY-MM-DD): [ H|
Social Security Number: l—
Participation Status: lm

Class Number: li
Staff: | None -

Fiscal Year: lm

Search

| Tested ‘ Has Goal(s) | Has Class(s) | Last Attended
[ Tes | Tes [ Tes [ 2006-10-30

Instructions
Page Help

Add Student

‘ Student Nun ‘
\ 218310

Name ‘ SSN

Tamie Smith \

Funding

Analysis -t
[&] pane
Bean| 0B O |=r

T T T 1B [ memet

| 25 cApocuments and Settin.. | &1 Microsoft Outiook Web &... |[ &7 https://t1pe.doe.virgl.. |3 Microsoft PonerPoint - [L... PR U

The blue underlined text are hyperlinks to access the specific students listed.

Note: The more specific the search criteria, the less processing time to find the
desired information. All information in the system is case sensitive.

Student Number
Student Number
Name (Last/First)
Gender

Birth date

SSN #
Participant Status
Class Number
Staff Name

Fiscal Year —
controlled by the last
date the record was
accessed (hours, goals,
tests, etc.)

Rev. 01-08-2008/SLB
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VIRGINIA DEPARTMENT OF

/EDUCATION

— TECHNOLOGY &
~** <2 CAREER EDUCATION

Step 4a -
Student Demographics Screen

Demographics:

3 https://p1pe.doe.virginia.gov/Adult_Ed/com/vdoe/AdEd/jsp/StudentsTabContainer.jsp?showtab=2 - Microsoft Internet Explorer

Fle  Edt View

Favorites

Tools  Help

| A

=18 x|

Gﬂack - \__’;l - Iﬂ @ _7:] ‘ /..-jSearch ‘in\? Favorites €‘E|

o dl- [ JE 3

Address I@] hitps:/fp1pe.doe. virginia.gov/Adult_Ed com/vdoefAdEdijsp/StudentsTabCantainer jspPshowtab=2

B ks 7| -

Agency
Funding

Analysis

Adult Education

UL IYUIDEL: A
Tntake Date (YYYY-MM-DD): [ H
Name (Last): |

Finst) |
(Middle) |

Gender: [None =

FEthnicity: | MNone

Rural: [None >

Employment Status: |None j
Separated Before Completion: |Nane ~

Exit Date (YYYY-MM-DD): =

GED Testing Number:

e
< Degartnentof Edication

Demographics

Sutia peLwy Lwnwer | =
Birth Date (YYYY-MM-DD):

Release from compulsory attendance: 7

Participant Status(Check All that Apply):
™ Community Corr. Program
T Correctional Facility

[ Disabled

™ Dislocated Worker

" Displaced Homemalcer

™ EL{Crwics

™ EL{Ciwics - Distance Learner
™ Farndy Literacy Program

I” Fast Track GED

I General Adul Ed (GAE)

I Homeless

™ Learning Disabled Adult

™ Low Income Status

[~ On Public Assistance

[T Other Institutional Setting

[© Single-parent Status

™ Workplace Literacy Program
[T eFSET

Post-Secondary Number:
=

BRRRE

The only fields not
required on the screen
are the social security
number, GED Testing
number, and Post-
secondary number. If
you indicate follow-up
goals for the student,
please attempt to
Identify these field as
appropriate.

—e__Programs should (v)

check and update
participant statuses
annually.

Remember to SAVE
after each student
entered.

Rev.

01-08-2008/SLB
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VIRGINIA DEPARTMENT OF

/EDUCATION

Required Student Demographic Data

e Student Number

(Can be auto-numbered)
e Intake Date
« Name:

— Last

— First

— Middle
e Gender
e Rural Status
 Employment Status

« Birth Date (Must be at least 18
unless released from
compulsory attendance)

Ethnicity

Separation before Completion:
(Completion of an Educational
Functioning Level before exiting
the program)

Exit Date

Social Security Number (SSN):
— Not required by the state
— Necessary for Data Matching

GED Testing number and Post-
secondary number should be
entered if the number differs
from the SSN.

Rev. 01-08-2008/SLB
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VIRGINIA DEPARTMENT OF

/EDUCATION

Optional Student Demographic Data*

o Street Address

o City, State, and Zip Code*
e Country of Origin **

e Home Phone

 Work Phone

e Email Address

o Last Grade Completed*

* Zip code and last grade
completed are required fields
for 2007-2008.

** Required for EL/Civics
programs.

Fle Edt Yiew Favorites Tooks Help

i https://t 1 pe.doe.virginia.gov/Adult_Fd/com;vdoe/AdEd/jsp/StudentsTabContainer.jsp?showtab=2 - Microsoft Internet Explorer

la]x]
| &

Qe - ) - %] [2] | ) search ¢ Faeries {4}‘

TN R S

cdress [ €] hitps:it1pe.dos siraiia.g

Jduk_Edjc bCantainer.j

B> ‘Llnks‘@ -

Adult Education

Cwurent Student: 218310 Jamie Srmth

Address & Contact Information:

Street Address: l—

l—

City: l—

State: l_
ZIF Code: l— S ,_

Country Of Origin: l—
Home Phone Number: l—
Work Phone Number: |

Email Address: l—

Last Grade Completed: lm

, /
Vg
7 Dnparineal of [dealion

[&]ene
Bstart| | S O] @ O | wr

| (5 coipacumerts and settin...| & Mictasoft Qutook et a...

Providing additional demographic information will assist you in creating mailing
labels, contact lists, or targeting specific areas of service.

& https://t1pe.doe.virg... || Mirasoft PanerPaint - [L...

L] [T 15 [ mernet

RO @UMN 257
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“’ﬁ . CAREER EDUCATION

VIRGINIA DEPARTMENT OF

/EDUCATION

Step 4b: Student Tests Screen

TECHNOLOGY &

J‘ﬁ Student Tests*:
« .+ 0 3 ® @ 3 3 Q@ - .
T e—— S (s mwe s | * All fields on this screen
2 ©dlt Educaton ol should be completed for
5 — o each student.
o Stdons 1254 o L s e  The first student
T — assessment is a pre-test for
T 2 that specific subject (I.e.
bone ij;::f;::;m reading, oral,etc.)
Sedle Sare [ « Each additional assessment
fee| is considered a post-test.

» ldeally, returning students
should have at least one

Special Note: post-test annually.

If a student does not receive services for 90 consecutive © Tests d?termme _the
days (i.e. no attendance), he/she must be assessed and the StUde_nt S educational
assessment must be identified as a pre-test. functioning level.

= * Refer to the Assessment Policy for complete
‘@Dune ’_,_’—é_ (3E Local inkranet detai IS,

Rev. 01-08-2008/SLB 30



: TECHNOLOGY & ' ’V[RG]NIA DEPARTMENT OF
0 CAREER EDUCATION EDUCATION

Test FAQs*

 FAQ: Do you have to give a new assessment each fiscal
year?
 FAQ: What are the approved assessments?

 FAQ: What happens if | switch from TABE 7/8 to TABE
9/10? Can the scores be compared? Can | compare
CASAS with BEST?

 FAQ: Can students be given more than one assessment?

« FAQ: Why did the student not increase a functioning level
even though the scale scores changed?

e FAQ: What is the best assessment to administer?

* Refer to the Assessment Policy

Rev. 01-08-2008/SLB 31



TECHNOLOGY &

. VIRGINIA DEPARTMENT OF
~re CAREER EDUCATION

/EDUCATION

Step 4c: Student Goals Screen

A https:/ /eb01.vak1Zzed.edu/Adult_Ed/com/vdoe/AdEd/jsp/StudentsTabContainer.jsp?showtab=2 - Microsoft Internet Explorer =||i|1| Student Goals:
S0 8 B 2382 3.8 *  There are five primary goals
Address [ €] hetps:/jebo1 vaki Zed edufadult_EdjcomvdosfdEdjsplStudentsTebCartainer. spishowtab=2 | |Googlc-3v | =] Esearchwen - HEbSite popups alowed | [Edoptions 4 for StUdentS.
L S Ving sl — Increase Educational
1 L Functioning Level-R
ns Current Student: 12546 Jo Ortiz _ Enter Employment_o
0 ype:anne j —_— i -
Dates“mf\&imq—g Retain Employment-O
" Date Mer(YYY-MVEDD): L — Enter Post-Secondary or
|_ ta Retumto Goals List Training-o
] — Obtain GED, HS Diploma,
Students that complete a GED, EDP,or HS Diploma must have: or EDP Credential-O
1. Valid Pre-test and 12+ Hours * 'I'tfse_opgllonc?l goaltshm:ist ble
2. Increase Functioning Level — Met Date (ASE High Level Only) atlainable during the Tisca
3. Obtain Credential — Set and Met year.
m 4, Exit Date — During FY of Goal Completion
" R - Required Each Fiscal Year
P See Goal-Setting Policy for complete details. O — Optional Each Fiscal Year
&l [ [ B8 Localintrane:

Rev. 01-08-2008/SLB 32



VIRGINIA DEPARTMENT OF

/EDUCATION

el TECHNOLOGY &

" B S o Goal Notes

» Goals should be attainable within the fiscal year

— Increase Educational Functioning Level must be set for EACH student
EACH fiscal year

— If agoal is completed, you must identify a set and met date
Follow-up Goals: '
— Enter Employment
— Retain Employment /
— Obtain Credential (GED, EDP, or HS Diploma)
— Enter Post Secondary or Training
Secondary NRS Goals:
— Increase Involvement in Child’s Education (ramily Literacy Programs)
— Increase Involvement in Child’s Literacy Activities (Family Literacy Programs)
Two New State Goals:

— Obtain Citizenship and Obtain a Career Readiness Certificate (CRC)

Data Matching for Follow-up Goals

— Students must EXIT the program (be assigned an exit date) to be matched
for credit in completing a follow-up goal

Rev. 01-08-2008/SLB 33




VIRGINIA DEPARTMENT OF

A&/ EDUCATION

wne?’ TECHNOLOGY &
.~+*+: CAREER EDUCATION

Exit Dates Required

« Special Circumstances:
— Death
— Moved
— Major Disability
« Student ability to attain/complete a
follow-up goal during the fiscal year
— Enter Employment
— Retain Employment
— Enter Post-secondary or Training
— Obtain a Credential

» Separated before Completion: When a
person does not complete an educational
functioning Level and exits = YES

Rev. 01-08-2008/SLB 34



wwet.  TECHNOLOGY &
s CAREER EDUCATION

VIRGINIA DEPARTMENT OF

/EDUCATION

Step 5 - Enter Students In Classes*

(Students Should be Entered into New Classes Each Year)

o After completing e —
steps 1 — 4, you
must enroll/enter
students Into
classes.

e Select/Search for
the class to enter
students.

e Once the class Is
active, choose the
Add Students Tab.

Back. Farar d ’ Stop  Refresh  Home Favorites  Media  History Prink Seatch

Address I@ https:/feb01, vakl 2ed, edufddult_Ed]comfvdos/AdEd/isp/ClassesTabContainer jsp j ‘ GOOSlE‘ - I j| @SEBFCh Web - H @S\te popups allow >

Adult Education ',é_f‘
T o

Class Number: I
Description Contains: I

Rev. 01-08-2008/SLB * Repeat for all students in all classes 35



“’ﬁ . CAREER EDUCATION

VIRGINIA DEPARTMENT OF

/EDUCATION

Step 5a - Add Students to Classes

TECHNOLOGY &

A d d E;t d t . 2 https://eb01.vak12ed.edu/Adult_Ed/com;vdoe/adEdjsp, ClassesTabContainer.jsp?showtab=1 - Micrasoft Internet Explorer _|= x|
U en S . Ele Edt Wew Fgvortes Iods  Help ﬁ
= = O o = B B S
Back Foriare d Stop Refresh  Home Favortes  Media Histary Print. Search

e Select the students
from the drop
down.

 Once selected, click
the add button.

* Repeat for each
student in the class.

e Asyou initially
build a class, if you
add an incorrect
student, you can
delete the student
from the class.

Audress [{] hitps:}Jebil vaki 2ed. ecfadult_Edjcom/vdos adediispiClassesTabContainer. spishontab=1 1| Google- | =] Bpsearchiweb - || Bhsite popups alowed | [Fdoptions 8

Adult Education P ,/é,
T ol ol o

ESL Day 04-05

Student to Add: | Ortiz, Jo

‘Students Enrolled |Status |Change Status Delete
‘ No Students currently enrolled.

The list of students includes the student’s number.
Pay attention to the student numbers in parentheses
to avoid enrolling the incorrect student.

The list of students is organized by case sensitivity
(e.g. Uppercase will be grouped with uppercase).

[ [ & [BE Local intranet

Rev. 01-08-2008/SLB 36



“’ﬁ . CAREER EDUCATION

VIRGINIA DEPARTMENT OF

/EDUCATION

TECHNOLOGY &

Add Students -Sample

2 https://eb01.vak1zed.edu/adult_Ed/com, vdoe/AdEd/ jsp/ClassesTabContainer.jsp2showtab=2 - Micrasoft Internet Explarer == %]

Fle Edt Wew Favortes Toos Help E
e Students can be 2 it B o mil o oty o
Back Forward Stop Refresh  Home Favorites  Media History Print Search

Address [€] https: febD1 vakiZed.edufadult_EdjcomfvdosjadEdisp|ClassesTabContainer. jsp7shontab=2 =l ‘Google-| =] IC e~ | gt ‘g. Papups okay | ** ‘@ -

ad d ed y d e I eted * y 0 r ™ Adult Education ‘,{{,ﬁ’
made inactive =

Current Class: =

* Avoid making it vom i3] 55585

On Student to Add: [Abbott Moulan ] Add

students inactive -

unless the class T S e

meets for a full year T

e Missing a student, e LSS o

- - Make nactive || Delste |
review their Status —— l

o I n aCt i Ve Stu d e ntS e e | Make nacive || Delote |
ap pear at the end Of fandice |active | Mekeagive || Delete |

hake Inactive | De\elel
Natharel Actve

the class list  — -

&) pone ] [ [ |8 B roca ntranet

Make Inactive | De\e(el

ake Inactive | De\elel

Solh Active

Active

Deleting a student’s class enroliment will delete all hours reported for the student in that class.

Rev. 01-08-2008/SLB 37



VIRGINIA DEPARTMENT OF

/EDUCATION

Step 6 - Enter Student Hours*

(Student Hours Should be Entered into Each Class by the 20t of Each Month)

wwet.  TECHNOLOGY &
s CAREER EDUCATION

/A https://eb1.vak1Zed.edu/Adult_Ed/com/vdoe/AdEd/jsp/ClassesTabContainer.jsp - Microsoft Internet Explorer =) ﬂ

« After completing step ~ =e=mrenes o L L
5, you must enter Back Fariar d Stop  Reftresh  Home Favorites Media  History Prink Search
student hours for the

Address I@ https:/feb01, vakl 2ed, edufddult_Ed]comfvdos/AdEd/isp/ClassesTabContainer jsp j ‘ GOOSlE‘ - I j| @SEBFCh Web - H @S\te popups allow >
class.

o Select the class to
enter hours or continue
working with the class
when you complete
adding students.

e Oncetheclassis
active, choose the Add
Hours Tab.

* Repeat for all students in all classes

Adult Education

Class Number: I
Description Contains: I

Rev. 01-08-2008/SLB 38



“‘ﬁ . CAREER EDUCATION

VIRGINIA DEPARTMENT OF

/EDUCATION

Step 6a - Add Student Hours

TECHNOLOGY &

‘jsp/ClassesTabContainer.jsp?showtab=3 - Microsoft Internet Explorer —|=x]
Student Hours: ' -
uaent [ours. « .+ 9 4 = @ 3 3 Q@
ack  Forward Stop  Refresh Home Favorites Media  History  Print  Search
defress [&] https:/jeb01 vokized edufadult_djcom]vdoejAded/jsp/ClassesTabContainer jsp?showtab=3 ]| Google - | =] @searchweb - || Shste popups alowed | doptions 4

e Enter hours at a
minimum monthly — by
the 20t for all classes.

» Enter the date assigning

Adult Education -,éf
bt 4 Deparinent of Edaation

Classes

ns Current Class: ESL Day 04-05

Effective Date (YYYY-MM-DD): =

hours (YYYY-MM-DD). Dot Homrs [ [
[ ] T h e d efau It n u m be r Of Ismgzlzt‘sjfnro]]ed }Previuus Ygear Hours }Cun‘ent Yoear Hours IAd:Iiustment Hours
hours should be zero. 5o

o  After entering zero
click apply — at this
point you must adjust
the hours for EACH
student and click save.

* The best system is to
receive a monthly
report of hours from s TRE
each of your teachers.

Rev. 01-08-2008/SLB 39



TECHNOLOGY &

CAREER EDUCATION

: VIRGINIA DEPARTMENT OF
A’ EDUCATION

Hour Notes

Assign 0 hours and then make
adjustments — this avoids
entering an incorrect number of
hours

If you report too many hours for
a student, subtract hours for the
student following the steps to
apply hours, but add a (-) minus
sign in front of the hours you are
subtracting

* Avoid making students
Inactive

* The best system is to receive
a monthly report of hours
from each of the teachers

« Enter hours by the 20t of
each month

— Ideal data entry Is weekly
or daily

— most programs enter
hours monthly

Rev. 01-08-2008/SLB
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VIRGINIA DEPARTMENT OF

/EDUCATION

Step 7 - Student Maintenance®

a https:/ /t1pe.doe.virginia.gov,/Adult_Ed/com,vdoe/AdEd/jsp/StudentsTabContainer.jsp - Microsoft Internet Explorer -8 5[

-ssse . TECHNOLOGY &
~** <2 CAREER EDUCATION

File Edit View Favortes Tooks  Help ‘ l';'
OBack - -\_;1 - lﬂ @ _h ‘ /.jj Search \;n:( Favorites {_‘3‘ - .._1 i - _J ﬂ 3
[ ] AS Stu d e nts CO m p I ete Adrecs €] hktpsi [ pe.dos.virg.qowfduk._Edjeomfod i abContainer 5 = B ‘L\nks ‘@ °

post-testing and goals, sl
you must update their -ﬁ
information. ]
Gender: [None =]

» Also, if students exit the o gy L B

program, the exit date L
needs to be updated.
y I

b S e I e Ct th e St u d e nt to | Student Num | Name ‘ SSN | Tested | Has Goal(s) ‘ Has Class(s) ‘ Last Attended

. . [ 218310 Pamie Smith \ [ e | Tes \ Yes [ 2006-10-30
update information and
update as appropriate.
L
[E]pone [T (5 @y temer
Bsa| [ BB O =R | (3 Ciipocuments and settin. .| &) Microsoft Outiook web &... [ &7 https://t1pe doe.virgi.. 0] Mirosoft Powerpoint - (L. PEDCI TR

* Repeat for all students as appropriate

Rev. 01-08-2008/SLB 41



wwet.  TECHNOLOGY &
s CAREER EDUCATION

VIRGINIA DEPARTMENT OF

/EDUCATION

Step 8 - Export/Analyze Data

-lelx
&

e The Export feature
allows you to query
data and review it In
Microsoft Excel for
specific fiscal years.

e Choose from several
export options.

e This is a helpful
feature in program
Improvement and
reviewing program
effectiveness. e

vak 2Zod.edufidult_Ed/comvdos AdEd)jsp/ExportContainer.jsp EI=E |un>s ”|@ -

eeeeeeeeee

OF G909 09 09 09 OF P R R OF] |

Student By Participant Status
Follow-up Goals Exit Date Between (v YY-Mbd-DD!

Excel Download

Rev. 01-08-2008/SLB 42



VIRGINIA DEPARTMENT OF

/EDUCATION

wne?’ TECHNOLOGY &
.++: CAREER EDUCATION

Export Overview

Export

Assistance

Students

Review of learner demographic information (Includes NRS and Non-NRS)

Student Participant Status

Review of participant statuses checked on learner demographics

Student Goals

Review of all goals assigned to learners - includes exit dates

Student Tests

Review of all assessments entered for learners (Do not use to identify educational gain)

Classes

Review of all active classes

Students in Classes

Review of class enrollments - indicates exit dates, total class attendance, and if a
learner made an educational gain

Student Attendance

Review of attendance entered for each learner

Staff

Review of the active staff

Staff Employment

Review of the staff employment history

Staff Endorsement

Review of the staff endorsement(s)

Student by Participant Status

Review of learner demographics, tests, and goals based on a specific participant status
- helpful for Civics or Correction program review

Follow-up Goals

Review of learners with employment, post-secondary, or credential goals assigned EXIT
dates that will be included in the data match - Use this export to identify NRS
Table 5 data

Rev. 01-08-2008/SLB
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GRS Aron W . N
Export Notes

e EXports assist in making meaning and
comparisons from your data

 Locate trouble spots — identify areas to
focus

* Review the correctness and completeness of
your data — hours, assessments used, exit
dates, goal completion, class assignments,
etc.

7,
N
Rev. 01-08-2008/SLB ; 44
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()
=

VIRGINIA DEPARTMENT OF

/EDUCATION

Analysis

The Analysis funclion e m—_ s
works much like the Aw;mi;mgmm Department of EDUCATION s : fo (ki

Exports, except you -

control the information P

Board of Education histary hased on the current fiscal year

queried. B

Data & Reports

You can query
demographic, test, goal, [ s s

class, and staff data for ==
example.

Results may be
downloaded into
Microsoft Excel.

Adult Education Analysis

Pie charts may be created based
on specific criteria selected.

H
[ &] pone EREEET R
i Start! J Q @ @ @ J il | C:iDocuments an... | @ Microsaft Outluuk‘..l @ https:/ﬂtlpe.due”..l @ Mikon AF MacroL... | @ https:/ /t1pe.do... @ Microsoft PowerP... ?p !’J !&0 ! U ! 4:25 PM
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Analysis Search Form - Sample

* The user selects the criteria,
such as fiscal year, ethnicity
and gender,

» After selecting, click search.

o Search for individual
students or across entire
classes or programs
depending on the query.

* NRS logic is built into
many of the queries.

* The results are displayed at
the bottom of the page in
alphabetical order ten (10)
rows at a time.

o All items are case sensitive.

VIRGINIA DEPARTMENT OF

A&/ EDUCATION

Rev. 01-08-2008/SLB
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laintenance: Query Page - Microsoft Internet Explorer JﬂJ
ommonwel Al
-' .‘ . .. .
« Y i Virginia Department of EDUCATION
‘ ADULT-ED >> Admin Home »» Search
Students NRS
RS, Search Students NRS (Case Sensitive)
About VDOE (Oftces)
Data & Reports [
Student Instruction
Press Room
Career Center
Directories
Site Index | =
|Nune j
|Nune j
Intake Date (VY'YY-hii-D0) |
Exit Date (YY'Y-MM-DD) |
|
€] bore T T B memet
i start J g J @ @ ] et 1Y | ) C:\Documents an... | @M\crasaft Out\uukm| @ https:ﬂtlpe‘dae.ml @N\kﬁn AF MacralL... | @ https://tipe.do.. @M\cmso& PawerP... “’9 !)) l&@ !@ ! 4:29PM



-ssse . TECHNOLOGY &
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The information reported on
these Tables is aggregated
from all programs in the
state and reported to USED.

The Diagnostic Reports
highlight students with data
problems.

NRS Table 4 is one of the
most important representing
student educational gains.

Reports are available with
notes or without notes*.

Reports should be reviewed
and saved monthly.

You should print a copy
each year for your personal
records.

J https:/ /t1pe.doe.virginia.gov/Adult_Ed,com;vdoe/AdEd/jsp/ReportsContainer.jsp - Microsoft Internet Explorer

VIRGINIA DEPARTMENT OF

/EDUCATION

Step 9 - Review/ Print Reports

IR

File Edit View Favorites Tools Help

I

eEack M J A @ @ _h | /_-) Search \;\\'( Favorites ﬁ‘)‘ [\v :\? I b _J ﬂ '3

Address I@ https://t1pe. doe virginia, gov) Adult_Ed/comjvdos/AdEdfjsp/ReportsCantainer jsp

EEENEELE

Adult Education /
< Tyt of o
Report
=
Fiscal Year: | 2007-2008 »
Participant Status (Applies to tables 16 only): |ALL -
pownioas_[aegorttame |
|NA ‘ E |Ermr Report
|NA ‘ E |Pmerma\ Duplicate Repart
|NA ‘ E |Active Studlents with Exit Dates
|Nf-\ ‘ [: |Active Stuctents with Irvalid Entry Levels
|E ‘ [: |NRS Tahle 1 - Participarts by Entering Educational Functioning Level, Ethnictty and Sex
|E ‘ E |NRS Table 2 - Participarts by Age, Bthnicity and Sex
| E ‘ [: |NRS Tahle 3 - Participants by Program Type and Age
I-“!;. i L‘ iNRS Table 4 - Educational Gaing and Attendance by Educational Funclioning Lewel |
S 'L £ ; \’_t INRS Tahle 4R - Friratinnal Gains and Attendance for Pre- and Pnsftested Paricioants j
] [T 18 @ mtemet

i start J a @ @ @ J 1Y | |23 C\Dacuments and Se... | @Mmsoft Outlook We. . | ahttps:ﬂtlpe.doe.v

o a Iikon AF Macra Lens, ... | @ Wicrasoft PowerPoint .., | %E)) &0! M ! 4135 PM

* Notes are included on specific reports - identifies targets and data updates.
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Report Notes

e Two report types: Diagnostic and NRS
* Reports are output as an Adobe Acrobat PDF file

« Save reports monthly or at a minimum quarterly to
compare program performance

* Regional programs receive reports for the region
and each of the divisions

* Reports may be printed with or without notes
(performance targets, etc.)
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Review Program Performance

* Review your Table 4 in comparison

to the State Negotiated Targets (See
Handout)

* Did your program meet its targets?
« What explanation can you provide m
for not meeting the targets? LCR
» Does your program manager review
this report regularly?

« What corrective action have you
taken to improve performance?
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Data System Conventions

» Click save after each change made.
o Dates must be entered in YYYY-MM-DD format.
« Dates may not be entered before the current day’s date (most cases).

« Easiest to enter student hours monthly.
— Attendance must be entered by the 20t each month.

» Always double-check before you delete records.
« Student gains should be demonstrated by January each year.
« All data must be entered by August 1, 2008.

e Contact OAEL if you have questions. _—

-
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Getting Started

* Log-In to the System

— https://plpe.doe.virginia.gov/ssws/login.page.do

— Remember your User Name and Password
o Selecting the Application

— Choose Adult Education
e \Welcome — You Are In!
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Contact Information

e Shannon L. Beasley, M.Ed.

« Specialist, Data Management
— Email: Shannon.Beasley@doe.virginia.gov
— Phone: 804-371-7852
— Fax: 804-225-3352
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