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Adult Ed Program Overview

The Adult Education (Adult Ed) program module supports the federal Adult Education and Family Literacy
Act (AEFLA), Title 1l of the Workforce Innovation and Opportunity Act (WIOA), and provides states with
funding for a variety of services to help adults age 16 and older to develop basic skills (reading, writing,
math, and English language acquisition), transition to postsecondary education and training, and gain
employment.

Staff can use the module to assist in application and enrollment, track classes and attendance, manage
certificates and high school equivalency vouchers, as well as produce the necessary federal reports
required by the Participant Individual Record Layout (PIRL).

The Adult Ed program enables staff to perform the following activities for program participants:
e Create an Adult Ed program application and determine an individual’s eligibility
e Create a Participation record
e Enroll a participant in activities and services
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e Create Adult Ed classes

e Manage their class registrations and attendance hours

e Transfer students between classes

e Conduct assessments

e Assist with High School Equivalency (HSE) vouchers and practice tests

e Manage other forms for tracking an individual’s credentials and outcomes

Completing an Adult Ed Application

The Adult Ed application process uses a multi-page wizard to gather all the necessary information to
determine an applicant’s eligibility. Many of the fields will be prefilled with data gathered during account
registration, much of which is used in federal reporting.

P To complete an Adult Ed program application:
1 Find and assist the desired individual, then navigate to their Programs tab (see figure below).

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

S

Show Summary Tabs Robinson, Marie

=
®
5

Assessments

Filter Applications: Filter Activities:
Open E Closed E Voided E

Filter Programs

« Title 1l - Adult Education and Literacy (AED)

Only My Staff LWDB D

l Title Il - Adult Education and Literacy (AED) Apps: 1

Create Title Il - Adult Education and Literacy (AED) Application

Programs Tab — Create Adult Ed Application Link

2 Inthe Title Il — Adult Education and Literacy (AED) panel, click the Create Title Il - Adult
Education and Literacy (AED) Application link (see figure above). The Intro page of the
application wizard displays with a progress bar at the top (see figure below).

Title 1l - Adult Education and Literacy (AED) 1,8

Intro Contact Demographic

& Intro @ Contact & Demographic
@ Employment & Education @& Public Assistance
£ Barriers @ Eligibility Summary

Adult Education Application Wizard Progress Bar
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3 In the Adult Education (AED) section, enter both the Application Date and the Eligibility Date
(see figure below).

Note: The Application Date cannot be greater than X days ago (the lockdown date), nor can it
be greater than today’s date. The Eligibility Date cannot precede the Application Date,
nor can it be greater than today’s date.

Adult Education (AED)

[0 Application is Closed Never Enrolled

Case Application ID: 401566876

“ Application Date: = Today
* Eligibility Date: 5 Today

" LWDB:

| Greater Memphis b
" Office Location: | American Job Center - Memphis Hickory Hill * NEW = = |
" Office Location of Responsibility: | American Job Center - Memphis Hickory Hill * NEW * = |
" Grantee: | S Central Tenn Workforce Alliance » |
" District:
“ County: Bedford County

Learning Location: | Bedford County Adult Education Building +

Create Date: 4/27/2020 3:24 PM
Created By: Staff Account, GSI
Edit Date: 4/27/2020 3:24 PM
Last Edited By: Staff Account, GSI

District To District Transfer

Adult Education Application — Intro Page
4 Confirm or select the correct location information for:
= LWDB
= Office Location
= Office Location of Responsibility

5 Select a Grantee, District, County, and Learning Location. Typically, Grantee and District will
default from your staff profile.

6 To transfer an in-progress applicant to another district, staff with the proper privileges can click
the District to District Transfer link, which opens a page where they can submit a request for
transfer.

7 Click Next to continue to the Contact Information page (see figure below).

Note: As you click Next to move off each page, that page’s data is saved, which is a benefit if
you can’t complete the application wizard in one sitting.
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Contact Information

“First Name:

Middle Initial:

* Last Name (including suffix e.g. Jr.,
Sr., PhD, etc.):

“ Social Security Number:

“SSN Verify:

412158428 Edit SSN

 Sacial Security Card

SEN Verification

(O DD-214 Report of Transfer of discharge
(O Employment Records

O IRs Form Letter 1722

QO Letter from Social Service Agency

QO PayStub

Q) social Security Benefits

Social Security Card
-2 Form

O Public Assistance Record/Printout

O Agency Award Letter

Q) Telephone Verification

O Unemployment Wage Records

(O other Applicable Documentation, {specify)

[ 1

Reset

Adult Education Application — Contact Information Page

Contact Information Page

1 Ensure that all required fields have correct data in each section. Changes can be made to any
data in non-grayed out fields. Required fields are marked with a red asterisk (*).

2 If not already done, verify the Social Security Number by clicking the Verify link under the field
to display a list of documents, then click to select one. Click the Verify link again to collapse the
list. A checkmark shows it has been verified (see figure above).

Note:

Some systems may have the capability of scanning documents used for verification of

information. With the Document Management module, staff can upload the documents, or
if a scanner is set up, they can scan images of the verification documents and attach
them to the application. Uploading a document adds a link below the checkmark that staff
can click to view it. For details about acquiring document images, see the topic “In-
Context Scanning, Linking, and Viewing” in Chapter 30 - Manage Documents.

3 To make additions or changes to the individual's contacts, in the Alternate Contacts section, click
the Add New Contact link or the Edit link (see figure below) and add or change entries as needed.

Alternate Contacts

Contact Name Relationship

Jane Doe Brother / Sister

Phone Number Date Inactive Action

m

798-798-799N1

Add New Contact

Exit Wizard

Alternate Contacts Section
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4 Click Next to continue to the Demographic Information page (see figure below).

Demographic Information

*Date of Birth: 09/22/1950 |7 Edlit Date Of Birth
* Verify: [ Verify | Scan | Upload | Link | Print Barcode ]
+* Birth Certificate
Today's Age: 5g
AED Eligibility Age: 59
“ Gender: Q Female @ Male O Did not self-identify
U.5. Citizenship Status: | .S, Citizen/Naturalized =
Verify: [ Verify | Scan | Upload | Link | Print Barcode ]
+ Birth Certificate
“Living in a Rural Area: QO ves @ No
* Hispanic/Latino Heritage: QO Yes @ No (O Did not self-identify

*Race (Ethnicity) check all that apply: ] African American/Black
D American Indian/alaskan Native

O asian

O Hawaiizn/Cther Pacific Islander

O white

[ 1 do not wish to answer,

* Considered to have a disability: QO Yes @ No (O Did not self-identify

Adult Education Application — Demographic Information Page
Demographic Information Page

1 Ensure that all required fields have correct data.

2 If not already done, verify the Date of Birth and U.S. Citizenship Status by clicking the Verify
link under each field to display a list of documents, then click to select one. Click the Verify link

again to collapse the list. A checkmark shows it has been verified (see figure above).

a. If Citizenship Status is Permanent Resident, two additional fields must be completed.

3 If you select Yes for the Disability question, you must specify the disability category using the

checkboxes that display.
4 Click Next to continue to the Employment Information page (see figure below).

Employment Information

Information entered on this screen is related to the specific individual only.

* Employment Status:

Not Employed ' |

*Not In Labor Force: Q ves @ No
* Farmworker Status: | o i |

“ Long Term unemployed (27 or more O Yes @ No
consecutive weeks):

Adult Education Application — Employment Information Page
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Employment Information Page

1 Select the applicant’'s Employment Status. If Not Employed is selected, specify if they are
considered Not in Labor Force (by the Bureau of Labor Statistics).

a. If the client is retired, a student, a stay-at-home parent, or anyone else who is not seeking
work, select Yes.

b. If they are not employed, but actively seeking work, select No.
2 Select their Farmworker Status.
a. If any status other than No is selected, specify their Farmworker Type.
3 Specify if they are considered Long Term unemployed (27 or more consecutive weeks).

4 Click Next to continue to the Education Information page (see figure below).

Education Information

Information entered on this screen is related to the specific individual only.

" Highest school grade completed: | 8th Grade Completed L |
US-Based Schooling: ® ves O No O Unknown

* High school diploma or equivalent (O Yes @ Mo (O Mot Applicable
received:

" Highest education level completed: | Mo Educational Level Completed -
State's compulsory age: 17

“School Status:
Mot attending school or secondary school dropout hd
Student ID:

Education Partner Services

* Receiving services from YouthBuild: () Yes (@ No
* Receiving services from Job Corps: () ves @ No (O Unknown

" Receiving services from Vocational ® no O ves O vRakE QO BothvRand VR&E (O Unknown
Rehabilitation:

Adult Education Application — Education Information Page
Education Information Page
1 In the Education Information section, select the Highest school grade completed.
Indicate if this was at a US-based School.
Indicate if a High school diploma or equivalent was received.
Select the Highest education level completed.
If applicable, indicate if this was at a US-based School.

Indicate the individual’s current School Status.

N OO o~ ODN

In the Education Partner Services section, specify if the individual is receiving services from:
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YouthBuild (if so, enter the Grant Number in the field that displays)
Job Corps
Vocational Rehabilitation

8 Click Next to continue to the Public Assistance page (see figure below).

Public Assistance Information

Individual or member of a family that is receiving, or in the past & months has received, the following:

“ Temporary Assistance for Needy O ves @ No
Families (TANF) recipient:

" Supplemental Security Income (S5I) QO ves @ No
recipient:

" General Assistance (GA) recipient: Q Yes @® Ne

* Supplemental Nutrition Assistance () Yes @ No
Program (SNAP) recipient:

" Refugee Cash Assistance (RCA) O Yes @ Na
recipient:

Individual receives, or in the last & months, received:

Social Security Disability Insurance () Yes @ No
(SSDI) recipient:

" Foster Child (State or local payments (O ves @ No
are made for applicant):

“Youth currently receives, oris O Yes @ No
eligible to receive, free or reduced
lunch under the Richard B. Russell
National School Lunch Act:

" Low Income (Adult Education): O ves @ No

Income Table

Adult Education Application — Public Assistance Page

Public Assistance Page

1 Specify if the individual or a member of their family receives or has received in the last 6 months,
any of the following assistance sources:

Temporary Assistance for Needy Families (TANF)
Supplemental Security Income (SSI)

General Assistance (GA)

Supplemental Nutrition Assistance Program (SNAP)
Refugee Cash Assistance (RCA)

2 Specify if the individual receives or has received in the last 6 months, any of the following
assistance sources:

Social Security Disability Insurance (SSDI)
Foster Child (State or local payments are made for applicant)

Youth currently receives, or is eligible to receive, free or reduced lunch under the Richard B.
Russell National School Lunch Act

3 Specify if the applicant meets Low Income (Adult Education) status. You can click the Income
Table link to see the guidelines per family size.

4 Click Next to continue to the Barriers page (see figure below).
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Individual Barriers

Information entered on this screen is related to the specific individual only.

“English Language Learner: O Yes @ No

“ Basic Skills Deficient/Low Levels of @ Yes O No

Literacy:

" Dislocated Worker: QO ves @ Mo
* Homeless: Q ves @ Mo
" Runaway: Q Yes @ No

Foster Care Status:

* Ex-Offender (individual has been QO ves O No @ Did Not Disclose
arrested/convicted of a crime):

" Currently Incarcerated: O ves @ No
" In Other Institutional Setting: Q Yes @ No

*In Community Correctional Program: O Yes @ No

Barriers To Employment

* Displaced Homemaker: QO Ye: @ Mo

"Within 2 years of exhausting TANF Mo
lifetime eligibility:

* Single Parent (including single Q ves O No @ Did not self-identify
pregnant women):

* Cultural Barriers: @ Yes O Mo (O Did not self-identify

Adult Education Application — Barriers Page
Barriers Page

Note: Based on the applicant’s age and responses supplied on previous pages, the questions that
appear on this page may vary from what is presented. Refer to the online help for specific
definitions by clicking the information icon in the upper right corner of each section.

1 Indicate if any of the listed barriers apply. Following are items to note about some of these
categories:

Individual Barriers section

= English Language Learner - This is an adult or out of school youth "who has limited ability
in speaking, reading, writing, or understanding of the English language, and whose native
language is a language other than English; or who lives in a family or community environment
where a language other than English is the dominant language.”

= Basic Skills Deficient/Low Levels of Literacy - An individual meeting the following criteria:
+ Individual's assessment date is no more than six months prior to the youth eligibility date
+ The scores are in Grade level equivalent format, and
+ Any score (reading, math, or language) is below 9.0

VOS Staff Guide - 12: Programs - Adult Ed 12-8 V19 - 06/2020



) Geographic

359!.,““9“5,“ Programs: Adult Education

Barriers To Employment section

= Displaced Homemaker - An individual who has been providing unpaid services to family
members in the home and who:
+ has been dependent on the income of another family member but is no longer supported
by that income; or
+ is the dependent spouse of a member of the Armed Forces on active duty and whose
family income is significantly reduced because of a deployment, a call or order to active
duty, a permanent change of station, or the service-connected death or disability of the
member; and
+ is unemployed or underemployed and is experiencing difficulty in obtaining or upgrading
employment.
= Cultural Barriers - If the participant perceives themself as possessing attitudes, beliefs,
customs, or practices that influence a way of thinking, acting, or working that may serve as a
hindrance to employment.

2 Click Next to continue to the Eligibility Summary page (see figure below).

Adult Education (AED) Eligibility Information

AED Eligibility: @ ves O No () Not Applicable

Reason(s) not eligible for Adult
Education:

Current Case Manager: Case currently Not Assigned to 2 Case Manager
Assign Case Manager

Assign Me

Remove Case Manager Assignment
Previous Case Manager:

Remote Signature

b Capture Signat
Applicant Signature: Signature Capture Signature

Staff Signature: lsignature Capture Signature

<< Back Finish Print

Adult Education Application — Eligibility Summary Page
Eligibility Summary Page

Since Adult Education funds can be used for most activities assisting eligible adults to obtain post-primary
education, training, or employment, the AED Eligibility field will normally default to Yes. The primary
driver of eligibility is age, then low literacy levels or an English language learner. A common reason you
may see a No is because the applicant is under 16. In most cases, staff will simply review this page,
assign a case manager, provide remote signatures, and continue.

1 Ensure that the AED Eligibility field indicates Yes.

Note: If it indicates No, review the Reasons(s) not eligible for Adult Education field. It will
normally indicate that the individual is too young for Adult Ed participation.
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4

Note:

If case management groups have been set up for Adult Ed in your site, and you wish to assign a
case manager, click the Assign Case Manager link. Or you can click the Assign Me link to
assign yourself if you are assigned to a case management group.

To capture signatures for the application, there are two options for the Applicant and Staff in the
Remote Signature section (see figure above); click Capture Signature, then click the preferred
method from the pop-up window that displays (see figure below):

= On Screen Electronic Signature — for staff to sign on screen using a mouse, click the
Mouse icon.

= Remote Electronic Signature — to send an internal message with a signable document link
to the applicant, click the Message icon.

Select Signature Input Method

Mouse Message

Remote Signature Method Pop-up Window

To print a copy of the application, which can be manually signed by both parties, click the Print
button. You'll have the option to print with or without disability information included.

Click Finish to complete the application wizard. The Finish Application pop-up confirmation box
displays (see figure below).

Fmnish Application

The application has successfully been saved. Please select
below where you want to go next.

Return to Programs Tab
Return to the Programs Tab screen where you can manage all of
your applications and their associated data

AED #401566876 - Participation

App Date: 04/27

Finish Application Pop-up Confirmation Box

To continue with creating the Participation record and then an activity enroliment, click the AED
#xxxxxxx - Participation link. This saves the application and displays the Participation form.
See the topic “Completing the Participation Form” below to continue the workflow.

You must compete the Participation form and create a first activity enrollment before the
individual is considered an Adult Ed participant. If you skip these steps, you will need to return to
the Participation form later, before starting an enroliment.
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Completing Adult Ed Forms

Once the Adult Ed application and Participation form have been completed, all other forms become
available on the Programs tab (see figure below). Each area expands, allowing staff to manage the
individual’s activities, services, class registrations, assessments, outcomes, and many other components
of the Adult Ed program.

Note:

Adult Education Information and Staff

Eligibility Date: 04/27/2020

Minimum Educational Functioning Level:

Most Recent Assessment Date: M/4
Case Manager: N/A
Create Staff: G5l Staff Account (GSISAQ)

LWDB: 70 - Greater Memphis

Participation

Activities / Enrollments / Services
Partner Programs

Class Registrations

Attendance Hours

Assessments

High School Equivalency Vouchers

Measurable Skills Gain

High School Equivalency / Practice Tests

Credentials

Add Employment
Closure

Exit / Qutcome

Follow-ups

Eligible: No

Total Attendance Hours:

Most Recent Attendance Date: N4
Temporary Case Manager: N/A

Edit Staff: GSI Staff Account (GSISAQ)

Onestop: 622 - American Job Center - Memphis Hickory Hill

© NEW *

Adult Ed Forms on the Programs Tab

N/A

N/A

N/A

Your system’s configuration may not include all forms presented in this chapter. The forms are
listed in a suggested sequence. Your state’s internal policies or business rules may require using
the forms in a different sequence than what is presented here.

VOS Staff Guide - 12: Programs - Adult Ed
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Completing the Participation Form

Participation Information

Participation Date:

Date of Birth: 09/22/1960

Age at Participation: 59

Highest Grade Completed: 3 school grades completed

School Status at Participation: Not attending school or Secondary Schocl Dropout

m the application is not the current status, please check the box below (requires privileges) or

Update Application School Status

Individual Signature

[ create PoF
Creates a PDF and saves a copy of this form to the user's documents.

[ include staff Signature

Applicant Signature

Participation Form
P To complete the Participation form:

1 From the Finish Application pop-up confirmation, click the AED #xxxxxxx - Participation link,

OR...

From the individual’s Programs tab:
a. Click the plus sign icon &d to expand their Adult Ed Application section.
b. Click the plus sign icon & to expand the Participation panel.

c. Click the Create Participation link. The Participation Information form displays.
2 Enter the Participation Date, normally today’s date.
To create and sign a printable Participation form, in the Individual Signature section:

a. To create a PDF file of the Participation form, check the Create PDF checkbox. This is
available for sites with the Document Management module.

b. Toinclude your previously saved staff signature, check the Include Staff Signature
checkbox.

c. If your site has an electronic signature pad connected, and you want to capture the
participant’s signature, click the Applicant Signature link to launch the signature pad
function, then Save it.

d. To print and/or download a PDF copy of the form, click the Print button.

4 Click Next to continue. The Activity Enrollment wizard opens to the General Information tab. See
the topic “Adding a New Activity, Enroliment or Service” below to continue the workflow.

A if you do not complete a first enrollment (i.e., if you exit the wizard before saving the last
page), the Participation record will not be saved.
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Adding a New Activity, Enrollment or Service

Once a Participation record has been created, staff can add an Activity/Enrollment record. The first
activity must be a service for the Adult Education program.

P To add a new activity, enrollment or service:
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Ed Application
section.

3 Click the plus sign icon &d to expand the Activities/Enroliments/Services panel. Any activities
added previously will display in a table from which staff can view and modify the activities (see
figure below).

B Activities / Enrollments / Services 1

Create Activity / Enrollment / Service

Search: | |

Activity / Provider Funding / Grant Projects Actual Projected | Actual
Begin Date | Begin Date | End Date End
Date

o AE1 - Adult Education §3 o Adult Education and | 05/05/2020 | 04/27/2020 05/22/2020  Close
AE - South Central Family Literacy
Tennessee Workforce

Alliance

Activities/Enroliments/Services Panel with Existing Activity

4 Click the Create Activity / Enroliment / Service link to create an activity or click the wizard icon (W)
to update an existing one (see figure above). The Activity Enroliment form displays on the
General Information tab (see figure below).
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General Information Tab

The General Information tab records basic information about the individual, staff member, and service the
client is seeking.

e Service Enroliment Financial Enrollment Budget Closure
Provider Cost Aid Budget Planning Information

Information

General Information

A
Participant User Name: TTucker58438
Participant State ID: 1817884
Last Name, First Name MI: Tucker, Tony R
Address: 4161 Eastwind Drive #3

Memphis, TN 38116

Application Summary: Program:Title Il - Adult Education and Literacy [AED)
Application Dati )
Eligibility Date:04/2

Participation Date: D4/27/2020
*Customer Program Group: | AET - Adult Education and Family Literacy
* LWDE: [ -]

* Office Location: | American Job Center - Memphis Wainut Grove *NEW™* o |

Activity Enroliment Form - General Information Tab
1 In the General Information section, select/confirm the desired Customer Program Group.

Note: The selected Customer Program Group, along with LWDB and Office Location,
determine the list of activities displayed in the next section. There is typically only one
customer group for Adult Ed.

2 Select/confirm LWDB and Office Location.

In the Enroliment Information section, click the Select Activity Code link to select from a pop-up
list of codes (see figure below). The code and description are auto-filled. If this is the client’s first
activity, only AE1 Adult Education will be available for selection. Keep this activity open so the
client can be enrolled in classes.

Note: If a student needs to put their activities on hold, for example, for summer break from
school, use code AE2 Planned Services Hold. Staff must make sure the AE2 projected
end date is extended beyond 90 days to ensure the student won’t be soft exited for no
class attendance hours if over 90 days.
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Enroliment Information

whetty Lode: |AE1 ||AduItEducaIion
[ Select Activity Code |
Projected Begin Date: 05/05/2020 | Todey
Actual Begin Date: 04/27/2020
Actual begin dats may not be modified on the first activity.
Projected End Date: 05/22/2020 |58 o2y
Staff Information

Staff ID:

*Position:

Current Case Manager:

Previous Case Manager:

Comments:

795160

Staff e

Case currently Mot Assigned to a Case Manager
Assign Case Manager

Assign Me

Remove Case

Activity Enrolliment Form — Activity Selection

If the activity will start on a future date, enter a Projected Begin Date.

Enter the Actual Begin Date (cannot be greater than today’s date). If this is the client’s first
activity, this date is auto-filled and cannot be edited.

6 Enter a Projected End Date.

7 In the Staff Information section,

staff’'s account profile.

confirm the staff’s position. This is a system-set value based on

8 To manage case assignment, click one of the following links:

+ To assign the client to a fellow case manager, click Assign Case Manager.

+ To assign the client to yourself, click Assign Me.

+ To unassign the current case manager, click Remove Case Manager Assignment.

+ To record who the Previous Case Manager was, enter their name in the box provided.
+ If desired, add any Comments in the space provided.

Note: Case notes can only be added on this page after saving the information by clicking the Next
button and then returning to the page.

9 Click Next to continue to the Service Provider tab (see figure below).
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Service Provider Tab

The Service Provider tab records information related to the provider and service or course, provider

location and contact, as well as any applicable Occupational Training Code.

Enrollment Service Provider Information

Enrollment Summary:

“Provider: | AE - South Central Tennessee Workfc |
[ Select Provider ]
*Service, Course or Contract: | Adult Ed.

[ Select Service, Course or Contract |

Provider Locations: |

[ Select Provider Locations ]

Provider Contacts:

[ Select Provider Contacts ]

* Occupational Training Not Applicable

Code:

Activity Enrolliment Form - Service Provider Tab

1 Click the Select Provider link, then click a desired Provider Name link. This will impact the list of
services, courses or contracts displayed in the next step. If there is only one provider for the

service selected, the provider fields may be pre-filled.

2 Click the Select Service, Course or Contract link, then click the desired Service, Course or

Contract Name link.

3 Click Next to advance to the Closure Information tab. (The four financial/budgetary tabs are

skipped for Adult Ed.)

Click Finish without entering anything on the page. The Programs tab redisplays.

To add more services, repeat these steps.
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Closing an Activity, Enrollment or Service

The Closure Information tab of the Activity Enrollment form defines the outcome at the conclusion of the
service and is completed only when staff are making a final closure of the service/course enroliment.

P To close an activity enroliment:
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

3 Click the plus sign icon & to expand the Activities / Enroliments / Services panel. All added
services will display in a table.

4 Click the Close link for the desired activity (as shown in the figure below).

B Activities / Enrollments / Services 1

Create Activity / Enrollment / Service

Search: |

Activity / Provider Funding / Grant Praject Actual Projected | Actual
Begin Date | Begin Date | End Date End
Date

o AET - Adult Education §9) o Adult Education and | 05/05/2020 | 04/27/2020 05/22/2020 Close
AE - South Central Family Literacy

Tennessee Workforce
Alliance

Activities/Enroliments/Services Summary Table

The Closure Information page displays (see figure below).
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General Service
Information Provider

Closure Information

Enroliment Financial Enrollment Budget Closure

Cost Aid Budget Planning Information

Enroliment Summary:

Last Activity Date:

Completion Code:

Case Notes:

[ Add a new Case Note | Show Filter Cri

Enrollment IC: 1757031

Username: TTucker58438
AED Application ID: 401642602
Activity Code: AE1 - Adult

Activity Dates: 4/27/2020 - 5/22/2020

05/04/2020 Today

ication

Create Date Subject

None Selected J

Successful Completion
Unsuccessful Completion
Dropped Out of Activity
Unknown Status

Voided

Activity Enroliment Form - Closure Information Tab
Enter the Last Activity Date. This cannot be a future date.
Select the appropriate Completion Code for the activity.

7 To formally document the client’s service enrolliment record, click the Add a new Case Note link,
complete the applicable fields, and click Save to return to the previous page.

8 Click Finish. The Programs tab redisplays with the activity closed in the Activities / Enroliments /
Services panel of the Adult Ed program.

Recording Partner Program Information

Staff use this form to capture the numerous data entry requirements to meet federal guidelines, including
the U.S. Dept. of Education. Most of these data elements differ from similar WIOA data elements.
Questions related to Partner Program agencies help determine whether outside agencies can help fund
various services provided to the client.

P To record partner program information:
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on

how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

3 Click the plus sign icon & to expand the Partner Programs panel and click the Add/Edit Partner
Programs link. The Partner Programs page displays (see figure below).
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Partner Programs

Plpase indicoie i the ingwidual reorived sernvices from ehe folfowing poriner progroes during progrom parbicipotion
H-1B Funded Program: Qs @Ne OF o
Reintegration of ER-Offenders Q) Yes @ No O Participant did Nov s wesnittfy

H-1B Funded Program Grant (Youth) Program:

Number (If unknown. enter alf 8s.):

mat 44-99953-35-4 Reintegration of ER-Offenders

ndian and Natha Amarican ONAY O Ves @ Ne O 7 (Youth) Pregram Grant Numbaer:

Brograms: )
Format: AA-99999-00-00-4-09

Indian and Native American

Programs Grant Number (If Senior Community Service QO ves @ wo O Participant did not self-identify

unknown, enter oll 95.f: Employment Program (SCSEP):

fmat AA-995RE9ST SCSEP Grant Number (if unknown,

Job Corps: O ves @ ne (O 5 enterall 9s)
Other WIOA or non-WIOA Programs: O ve: @ e O ¢ Format: AA-99999-00-05-4-09
Employment First State Leadership () Vs @ Mo O vocational Education (Carl Parking () ves @ no (O participant did not self-identify
Mimsforias Pragrens [EFLMPY: Vocational and Applied Technology
intellectual and/or Developmental () ves @ no O 5 Education Act):
Dieability Program:

Viocational Rehabilitation and O ves @ Mo (D Participant did nat self-identify
Mental Hesith Program: O v @ ne O F Employment (VR & E) Services

(Veteran's VR):
Reintegration of ER-Offenders Qv @ne OF
YN, P Vecational Rehabilitation Services O ves @ No (O Participant did not self-identify
Reintegration of ER-Offenders. (Parts & and B of the Rehabilitation
(Adult) Program Grant Number: Act of 1973):

mat AL-S0 YouthBuild: QO ves @ no O Participant did not self-identify

YouthBuild Grant Number (if
unknown, enter all 9s.):

Partner Programs Page

4 Indicate if the individual received services from the listed partner programs during program
participation. Several Yes responses require entry of the associated Grant Number.

5 Click Save to complete the form. The Programs tab redisplays.

Registering a Participant for a Class

To register a participant for an Adult Ed class, they must have at least one open enroliment for an Adult
Ed service.

Note: Adult Ed staff must create classes first using the Create/Edit Class option on the Manage Adult
Education menu in the left navigation pane. See the topic “Creating and Editing Classes” later in
the chapter for details. These will populate the list of classes that can be selected for registration.

P To register a participant for a class:
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.
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3 Click the plus sign icon & to expand the Class Registrations section and click the Create Single
or Multiple Class Registration(s) link. The Adult Education Registration page displays, where you
will use filters to display available classes to enroll in (see figure below).

General Information

Name: Palacios, Maria

User Login: 1326338

State Id: 1300974

Grantee: S Central Tenn Workforce Alliance
County: Bedford County

« Register Date: (mm/dd/yyyy) [= Today

Select Classes to Register Student

Hide Filter Qptions

Filter Options

Class Description:

| High Scheol Equivalency Prep

" Grantee:

| S Central Tenn Workforce Alliance -
* District: | District 6 >
* County:

" Learning Center: | Bedford County Adult Education Building -

| Bedford County o |

Type: | Level 1-2 -

Status: Active

Class Date: |:| (mm/dd/yyyy) [E Today

[ Eilter |[pes

Class Registrations — Filtering for a List of Classes

4 In the General Information section, enter the Register Date for the day the individual will be
registered in a selected class. It is possible to enter a future date for “early registration.”

5 In the Select Classes to Register Student section, select filter options to limit displayed classes to
the desired locations and type. Only Grantee, District, County, and Learning Center are required.
Typically, Grantee or District is the class provider.

6 Only enter a Class Description if you are sure that term is used in the Class Description fitle;
otherwise, it may limit any matching classes.

7 If desired, enter a Class Date to limit classes to those whose date range includes this date.

8 Click the Filter link (see figure above). The system searches for matching classes and displays
any found in a table (see figure below).
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HNamne:
User Lagin:
State |d:
Grantes: i 1
County  Learning| Mecting Days | Students  Maximum| Oass | ClassEnd | Action
County: o Center | and Time | Currently = Mumber | Begin
- Register Date: eS8z Registered Subam
Select Classes to Register 4 - Fridsy Orentation  Anesu,  Juneau | FRIO200AM - 3 100 2N/2020 | &730/2020 L
Orisntation City snd 03:004M
Hede Fiter QpUCes Class E:':ag'
Filter Options _ S-langusge  AAEPre-  Junesu  Amnesu  TUEDLO0PM 1 15 112020 630/2020 v
Chuas Klascrigfiun Arts 1 Secondary  City and - (2:30PM
Education  Borough THU 10:3040
* Grannee: "
nar - 11:008M
* Diitrict: thes
* Comrty: -
* Learning Center: =3
Type e 54 Register Cancel
Saatuw: agtne
Cis D [ ottt m

Class Registrations — Selecting Classes to Register For

Note: You can use the Search field above the search results table to find classes with the same
Class Description or Type to narrow the list.

9 Review the list to identify one or more desired classes, then click the checkbox in the Action
column to select each one. You may select and register for multiple classes at a time, and can
click the Select All checkbox to choose all listed classes.

10 Click the Register button. The Programs tab is redisplayed with the selected class showing in the
Registered Classes table. No system notifications are sent.

From this table, you can access pages to delete or complete a registration, transfer the student to another
class, or enter attendance hours for them. See the topic “

11 Managing a Student’s Class Registration” below.

12 To add another class for as long as the application remains active, repeat these steps.
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Managing a Student’s Class Registration

Once staff registers an individual in one or more classes, they are listed in the Registered Classes table
on the Programs tab (see figure below). This table shows the date they were registered, class begin and
end date, brief description, class type, status, location, and instructor.

You can delete or complete a registration, transfer the student to another class, or enter attendance hours
for them. Classes, transfers, and attendance can also be managed at a higher level than the individual
being assisted. See the topic “Managing Adult Education” at the end of this chapter.

= Class Registrations 10

Create Single or Multiple Class Registration(s)

Class Schedule

Class Begin Date - Class Description Class Location
Regl Class End Date

07/01/2019 07/01/2019 - 14232 - Multi-Level AE | Other Active Bedford County Adult | Atkinson, Edit
08/30/2020 Evening Class Education Building Danny Transfer
Attendance
07/01/2018 07,/01/2018 - 13329 - PM Evening Other  Successful Bedford County Adult Kipker, Edit
06/30/2019 IELC class completion Education Building Charalin Transfer
Attendance
07/01/2018 07,/01/2018 - 13327 - Multi Level AE | Other Inactive Bedford County Adult | Atkinson, Edit
08/30/2012 Evening Class Education Building Danny Transfer
Attendance
07/01/2017 07/01/2017 - 1216 - AEQ202017002 - Other  Successful Bedford County Adult Ricidell, Edit
05/30/2018 MAN - Managed completion Education Building Scott Transfer
Attendance
08/01/2016 07/01/2016 - 1213 - AFD202016006 - | Other | Successful ; Edit
02/02/2018 MAN - Managed completion Transfer
Attendance

Managing Class Registrations from the Registered Classes Table
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Completing, Deleting or Printing a Class Registration
P To complete or delete a class registration:

1 In the Registered Classes table, click the Edit link in the Action column for the desired class. The
Manage Class Registration page displays (see figure below).

General Information

Name: Icheke, Alex
User Login: 2880225

State Id: 2998176

Grantee: | Workforce Essentials Inc % |

County: | Montgomery County - |

Class Description: Distance Ed/HISET Academy

Type: Distance Ed - HiSet Acad

Date Registered: 10/17/2019 | (mm/dd/yyyy) Update Date Registered

Completion Date:

Registration Status: Inactive

Select Current Student Class

= Successfully
Distance Ed - HiSet Acad | l:l (mm/dd/yyyy) [E Today Successfully
Complete

Cancel Delete Print

Manage a Class Registration

e To mark the class as complete:

= Enter a date in the Completion Date field in the Select Current Student Class section. The
Completion Date cannot be earlier than the Registration Date or later than the Class End
Date.

= (Click the Successfully Complete link in the Action column.

The Registered Classes table redisplays with the updated Status, Successful completion.

e To delete the class:

= Click the Delete button in the Select Current Student Class section, then click OK to confirm
in the pop-up window.

This removes the registered class, regardless of any recorded attendance. The Registered
Classes table redisplays with the class removed.

e To print the class registration:
= Click the Print button in the Select Current Student Class section.

This displays a printable and downloadable PDF document in a separate window. It includes
detailed information on the selected class registration, signature lines for the student and
staff, and includes attendance hours, if previously entered. The transcript also includes
summary information for any other class registrations for the student.

e To change the registration date for the class:
= |n the General Information section, enter the new date in the Date Registered field.
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= Click the Update Date Registered link (see figure below).

Date Registered: (mmy/dd/yyyy) Update Date Registered,

Changing the Registration Date

The Registered Classes table redisplays with the new date.

Transferring a Student from One Class to Another

Staff can transfer a student from one class to another class (for example, if a student has had a level gain
and is ready to move on to a more challenging class, they can transfer). The registration date that you
select for the transfer determines when the existing class is closed and when entry of attendance hours is
no longer available for that class.

Note: To bulk transfer multiple students between classes, use the Manage Class Transfers option on
the Manage Adult Education menu in the left navigation pane. See the topic “Transferring Multiple
Students from One Class to Another” later in this chapter for details.

P To transfer a student from one class to another:

1 In the Registered Classes table, click the Transfer link in the Action column for the desired Active
class. The Transfer Class page displays, where you will use filters to display available classes to
transfer to (see figure below).

“County:

Learning Center: Motlow State Community College
Class Description: PM General Class

Type: Other

Registration Date: 7/1/20191

Completion Date:

Registration Status: nactive

Teediefier Dabe: 05/07/2020 |7 Today

Select Class

Hide Filter Options

Filter Options

Class Description: |

" Grantee:

| S Central Tenn Workforce Alliance iif |
" District: | District 6 = |
" County: | None Selected i |
" Learning Center: | None Selected = |
Type: | None Selected i |
Status: Active
Class Date: I:l (mm/dd/yyyy) 5= Today
[Eer] eset s

Class Transfers — Filtering for a List of Classes
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2 In the General Information section, enter a Transfer Date for the day to register the student into
the class.

3 In the Select Class section, select filter options to limit displayed classes to the desired locations
and type. Only Grantee, District, County, and Learning Center are required.

4 Only enter a Class Description if you are sure that term is used in the Class Description title;
otherwise, it may limit any matching classes.

If desired, enter a Class Date to limit classes to those whose date range includes this date.

6 Click the Filter link to display a table of all the class search results (as shown below).

Meeting Days Times
Maury MON 035:00PM - 08:00PN, WED 15035 - Pre-apprenticeship Other 2/28/2020 | 6/30/2020 3/100 Select
County | 05:00PM - 08:00PM, FRI 05:00PM - Class
08:00PM
Maury MON 05:00PM - 09:00PM, FRI 05:00PM = 14991 - Pre-Apprenticeship Other 1/13/2020 | 6/30/2020 12 /7100 Select
County - 09:00PM
Bedford = FRI 12:00AM - 03:00PM 15017 - Women's Jail 1/1/2020 6/30/2020 2/ 500 Select
County
Bedford MON 12:00AM - 03:00PM 15018 - Men's Jail 1/1/2020 6/30/2020 2/ 500 Select
County
Lincoln 14995 - Job Training Computer Cther 11/13/2019 | 6/30/2020 7/100 Select
County Skills
M 4 Page of 53 b W Rows:
Transfer Cancel .
Class Transfers — Selecting a Class to Transfer to
Note: You can use the Search field above the search results table to find classes with the same
Class Description or Type as the original class from which you are transferring the
student.

7 Review the displayed list of classes to identify a desired class for transfer, then click the Select
link in the Action column to select the desired class. That row will turn bold to indicate your
selection.

8 Click the Transfer button, then click OK on the transfer confirmation pop-up window. The

Programs tab is redisplayed with the changes to registered classes showing in the Registered
Classes table.

Entering a Student’s Attendance Hours for a Class

Staff can enter or change the amount of time a student attended a class per day for classes of any status,
including completed. Enterable days are from the class start date to end date. A minimum of 12 contact
hours is required in order for them to be reported federally.

Note:

To bulk enter attendance hours for multiple students in a class, use the Manage Class
Attendance option on the Manage Adult Education menu in the left navigation pane. See the topic
“Managing Class Attendance for Multiple Students” later in the chapter for details.
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P To enter attendance hours:

1 In the Registered Classes table, click the Attendance link in the Action column for the desired
class. The Attendance page displays (see figure below).

2zl "I"ype:

Registration Class Begin 05/07/2020
Date:

Registration Class End Date:

Registration Status: Active

Total Hours: 0:00

Last Activity Date: N/A
Attendance

Attendance only displays weeks between the Start and End dates of the class.
Enter attendance as Hours.Minutes (.00-.59)

1 v | ey | ok | Wiy o | |
| | o | o | s s | o s

No Class 7:00 AM - 7:00 AM - 7:00 AM - 700 AM - 7:00 AM - 7:00 AM -
10:45 PM 10:45 PM 10:45 PM 10:45 PM 10:45 PM 10:45 PM
i 0.00 0.00 0.00 0.00 0.00 0.00 Update

Previous Week Next Week

Entering Attendance Hours

2 To change the date grid at the bottom of the page, select from the Year or Month drop-down lists
in the Attendance section.

3 Enter attendance as hours.minutes (.00-.59) for the applicable days.

Note: The leftmost column shows the class format code, FF for Face to face or DE for Distance
Ed. FF and DE hours must be reported separately, and so for a blended class of both FF
and DE hours, there will be two rows in which to enter applicable time.

4 Click the Update link in the Action column. As you update the times, the Total Hours in the
General Information section will adjust automatically.

Use the Previous Week and Next Week links to move backward and forward in time.

To see cumulative total attendance hours and total hours since last assessment, expand the
Attendance Hours panel of the Adult Education program (see figure below).

B Attendance Hours 287:00 | 15:15
Total Attendance Hours Total Attendance Hours since last Assessment
287:00 Hours 15:15 Hours

Attendance Hours Panel
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Viewing and Printing a Student’s Class Schedule

Once a student is registered in one or more classes, staff can view and print their schedule of active
classes. This can help the student to stay on track and work other educational or employment-related
activities into their daily schedule.

P To view or print a class schedule:
1 In the Class Registrations panel, click the Class Schedule link (see figure below).
B Class Registrations 10

Create Single or Multiple Class Registration(s)

Class Schecule

Class Begin Date - Class Description Class Location
Regl Class End Date

07/01/2019 07/01/2019 - 14232 - Multi-Level AE | Other Active Bedford County Adult | Atkinson,
06/30/2020 Evening Class Education Building Danny Transfer
Attendance
07/01/2018 07/01/2018 - 13329 - PM Evening Other  Successful | Bedford County Adult Kipker, Edit

—a IELC class - Treilding Charalin Transfer

Class Schedule Link
The Class Schedules page displays (see figure below).

Class Schedules

Name: Punleu Chea

3817001

Class Class Dsa.ﬁphon Class Type Instructor Learning Center Date Class Begin - End Date Class Meeting Time
Format Registered

DE 15049 - 1300 Distance Other June Spears Macon County Board of | 05/07/2020 | 03/19/2020 - 06/30/2020 MON 07:00 AM - 10:45 PM

Education Education TUE 07:00 AM - 10:45 PM
WED 0700 AM - 10:45 PM
THU 07:00 AM - 10:45 PM
FRI 07:00 AM - 10:45 PM
SAT 07:00 AM - 10:45 PM

DE 15094 - Remote Other Mark. Motlow State 03/18/2020 | 03/18/2020 - 06/30/2020
Education Cunningham Community College
Cancel Print

Reviewing Class Schedules

2 To print or download a PDF version of the class schedule, click the Print button, then use the
controls in the pop-up display window to print or save to your local computer.

Creating Assessment Records

The Assessments feature for Adult Ed is an abbreviated version of the Literacy & Numeracy records for
WIOA (Workforce Innovation and Opportunity Act). Sites are required to document participant functional
areas of deficiency, to provide services to improve areas of deficiency, and to track progress toward
improving functional area deficiencies through post testing for all participants who are determined Basic
Skills Deficient.

The system allows assessment information to be entered for students in the program by functional area.
The system will automatically calculate the Educational Functioning Level (EFL) based on National
Reporting System guidelines.
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P To create or edit an assessment record:
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

3 Click the plus sign icon &d to expand the Assessments section and click the Create/Edit
Assessments link (see figure below).

B Assessments

Create/Edit Assessments

Sear:h

Test Date Assessment | Test Type |Functional Area
Type

08/21/2019 ABE TABE 11-12 Pre-Test Reading Low Intermediate Basic Education {Level 3)
08/21/2019 ABE TABE 11-12 Pre-Test Mathematics 511 Low Intermediate Basic Education (Level 3)
12/16/2019 ABE TABE 11-12 Post- Reading 528 Low Intermediate Basic Education (Level 3}

Test

Completed Assessments Table

4 The Assessment Summary page displays (see figure below), where you can edit existing
assessment records or create a new one.
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Total Hours: 94:04
Hours Since Last Assessment: 3131

Assessment Summary

Tsl Functi anﬂ
Type Fnrm

08/21/2019 | ABE TABE 11- Pre- | Reading 501 Low Edit
12 Test Intermediate
Basic
Education
{Level 3)
08/21/2019 ABE TABE 11- Pre-  Mathematics 511 Low Edit
12 Test Intermediate
Basic
Education
{Level 3)
12/16/2019  ABE TABE 11- Post- | Reading 528 Low Edit
12 Test Intermediate
Basic
Education
{Level 3)

Individual Signature

[ create POF
O include Staff Signature

Applicant Signature

Print

Assessment Summary Page with Existing Assessments
5 To create a new assessment record:

a. Click the Create a new Assessment link in the Assessment Summary section. Entry fields
display below the Assessment Summary table in the Assessment Information section
(see figure above).

b. Enter the Test Date.

c. Select the assessment Category, ABE or ESL. This selection will determine the options
for Assessment Type, which you select next.

d. Select the Test Type, Pre-Test or Post-Test.

e. Select a Functional Area, which are determined by the assessment Category and Type
previously chosen.

Enter the Scale Score.

If available, you can enter the Assessment Form and Level.

> @ -

Optionally, you can enter the Grade Level and Comments.

Click the Save button. The record is saved and added to the Assessment Summary
table.

6 To edit an assessment record:
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a. Click its Edit link in the Action column of the Assessment Summary table. That row will
become bolded (see figure below) and the editable fields display under the table.

Assessment Summary

Test Date Tst ond
Type Lwel F ‘orm

08/21/2019 | ABE TABE 11- Pre- | Reading Low Edit
Test Intermediate
Basic
Education
{Level 2)
08/21/2019 | ABE TABE 11- Pre- Mathematics = 511 Low Edit
12 Test Intermediate
Basic
Education
{Level 3)
12/16/2019  ABE TABE11-  Post- Reading 528 Low Edit
12 Test Intermediate
Basic
Education
(Level 3)

Create a new Assessment

Assessment Information

Edit the current Assessment informatien and click Save.

“Test Date: [ Today

* Category: | ABE id |
* Assessment Type: | TABE 11-12 i |
* Test Type: | Past-Test = |
* Functional Area: | Reading = |

*Scale Score:

Editing an Assessment Record
b. Make any desired changes and click the Save button. The changes are saved.
7 To create and sign a printable Assessments form, in the Individual Signature section:

a. To create a PDF file of the Assessments form, check the Create PDF checkbox. This is
available for sites with the Document Management module.

b. Toinclude your staff signature, check the Include Staff Signature checkbox.

c. If your site has an electronic signature pad connected, and you want to capture the
participant’s signature, click the Applicant Signature link to launch the signature pad
function, then Save it.

d. To print and/or download a PDF copy of the form, click the Print button.

8 To add more assessment results, repeat these steps.
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Issuing High School Equivalency Vouchers

Staff can issue and monitor state-supplied High School Equivalency (HSE) Vouchers to fund a student’s
classes.

P To issue an HSE voucher:
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

3 Click the plus sign icon &d to expand the High School Equivalency Vouchers panel and click the
HSE Voucher link. The Issue HSE Vouchers page displays (see figure below).

Issue HSE Vouchers

Grantee: Henderson County Schools

“Type: Full %

Voucher Indicator:

I

Paper

Current Vouchers Assigned to this 118
District:

Number: 142253D2C4A1ADE0

“Assigned User Date: 05/11/2020 | (mmy/dd/yyyy) [E Today

Subject Area: Math

I

Save Cancel

Issue HSE Vouchers Page
Select the Type of voucher, Full, Partial, or Site Fee.
Select the Voucher Indicator, Paper or Online.

As you make these selections, the Current Vouchers Assigned to this District and the
vouchers tracking Number change dynamically.

Enter the Assigned User Date (defaults to current date).
Select the Subject Area.

Click the Save button. The Programs tab redisplays. The voucher is assigned to the student,
who then uses it to take the High School Equivalency Exam.

9 To add another voucher, repeat these steps.
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Recording Measurable Skills Gains

The Skill Achievement form is designed for use in programs where Measurable Skill Gains performance
measures apply, including Title | WIOA, Title Il Adult Education, Title Il Wagner-Peyser, and Title IV
Vocational Rehabilitation.

P To record a Measureable Skills Gain for a client:
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

3 Click the plus sign icon &d to expand the Measureable Skills Gain panel and click the Create
Measureable Skills Gain link. The Skill Achievement entry page displays (see figure below).

“LWDB: [ Upper Cumberland M |

Office Location: | American Job Center - Crossville * NEW * = |

Skill Attainment Information

Fill in the following information for the skill achievement. ~ Program:
Title Il - Adult Education and Literacy (AED)

“ Skill Type: | Skills Progression ¥
“ Date Skill Attained: 05/11/2020 | Today
" Type of Achievement: | Satisfactory progress in attaining technical or occupational

w Other Applicable Documentation, (specify)

Staff Information

[ Add 8 new Case Mote | Show Filter Criteria ]

N )

Edit 4

Individual Signature

[ create PDF

[ include Staff Signature

Applicant Signature

Save Cancel

Skill Achievement Entry Page
Select/confirm the LWDB and Office Location.
In the Skill Attainment Information section, select the Skill Type attained.
Enter the Date Skill Attained.

Select the Type of Achievement. The following table displays the combination of skill types and
achievement types available:

N o a b~
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Skill Type Achievement Type
Post-secondary e Completed minimum of 12 credit hours in semester and
Transcript/Report Card meets academic standards
o Part-time student and completed at least 12 credit hours
over the course of two completed consecutive semesters
and meets academic standards
Secondary ¢ Report card/transcript for one semester and meets
Transcript/Report Card academic standards
Training Milestone ¢ Achieved satisfactory or better progress reports towards
an established OJT training milestone — not previously
recorded
e Completed 1 year of Registered Apprenticeship program
and achieved satisfactory or better progress report
o Other training milestone
Skills Progression o Successfully completed a required exam for a particular
occupation
» Satisfactory progress in attaining technical or
occupational skills as evidenced by trade-related
benchmarks, such as knowledge-based exams
o Other skills progression achievement
Credits Attained for EFL | e Secondary School Credits
e Secondary School Carnegie Credits

8 Specify the achievement verification document by:
a. Clicking the Verify link.
b. Selecting the document type and entering the document title used for verification.
c. Clicking the Verify link again to collapse the list.

9 To add a case note, click the Add a new Case Note link in the Staff Information section, complete
the applicable fields, and click Save to return to the previous page.

9 To create and sign a printable Skill Achievement form, in the Individual Signature section:

a. To create a PDF file of the form, check the Create PDF checkbox. This is available for
sites with the Document Management module.

b. Toinclude your staff signature, check the Include Staff Signature checkbox.

c. If your site has an electronic signature pad connected, and you want to capture the
participant’s signature, click the Applicant Signature link to launch the signature pad
function, then Save it.

11 Click Save to complete the skills gain record. The Programs tab redisplays with a summary skills
table.

12 To record another skill gain, repeat these steps.
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Recording High School Equivalency/Practice Test Results

Staff can review or enter High School Equivalency/Oral Proficiency Test results, for both practice tests
and official exams.

P To record HSE/practice test results:
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

3 Click the plus sign icon &d to expand the High School Equivalency/Practice Tests panel and click
the View and Record HSE and OPT Results link. The Skill Achievement entry page displays (see
figure below).

HSE /| OPT Summary

Tost Date Test Typa Subject Area  |Score Fawlts | Action

2018 Official Practice Test kAathematics & Scmewhat

Prepared

05/29/2018  Official Practice Test Soere 13 Prepared Eng

O=TEA Qelple

208  Official Practice Test Social Wuches ) Mot Vet Prapared
08282018 Offical Practice Test Language Arts - - oot vel Prepaned
CPTEA ABanng Delpts

4 Somewhal

Prepaned

Test Information
* Pubslisher: = 2
Individual Signature :l
{ Tast Type: [PrTEE——
D Craate POF i
[ include 5taff Signature " Subject Area: ¥R =
Print Verification Form Pmes or Fail ® ras O Fa
* Test Dulte: -
Retumn 1o Previcus Page

Practice Test Results Page

4 To enter new test results, click the Add new Test Information link. The Test Information section
displays below the link (see figure above).

Select the test Publisher, Test Type, and Subject Area.
Enter the Score achieved.

Specify if the student was Pass or Fail.

Enter the Test Date.

0 N O O
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9 Click Save to save the record. The results are added to the HSE / OPT Summary table and the
entry section disappears.

10 To create and sign a printable verification form, in the Individual Signature section:

a. To create a PDF file of the form, check the Create PDF checkbox. This is available for
sites with the Document Management module.

b. Toinclude your staff signature, check the Include Staff Signature checkbox.

c. If your site has an electronic signature pad connected, and you want to capture the
participant’s signature, click the Applicant Signature link to launch the signature pad
function, then Save it.

d. To print and/or download a PDF copy of the form, click the Print Verification Form
button and use the controls in the display window.

11 To add more test results, repeat these steps.

Recording Credentials Earned

Staff can record information about the credentials a participant earns, for example, high school diploma or
equivalency, college degrees, occupational licenses, and certificates.

P To record credentials earned:
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

3 Click the plus sign icon &d to expand the Credentials panel and click the Create Credential link.
The Credential Information page displays (see figure below).

TP e,

after exit:

LWIA/Region: | None Selected - |

Office Location: Select an LWIA/Region

Credential Information

Credential Received: ‘ None Selectad s

5 None Selected «
Other Credential, High School Diploma

. . Secondary / High School Equivalency
Credential Verification: AAJAS Dagree
BA/BS Degree
* Date Credential Received: Occupational Skills License
Occupational skills Certificate or Credential
Associate to Training/Activity Other Recognized Diploma, Degree, or Certificate (specify)
Graduate/Post Graduate Degree
| Occupational Certification

record:

Save Cancel

Credential Information Page
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In the General Information section, select the applicable LWIA/Region and Office Location.

In the Credential Information section, select the Credential Received (see figure above for
types).

6 If applicable, enter another credential or supporting information in the Other Credential field.
7 If desired, specify the credential verification document by:
a. Clicking the Verify link.
b. Selecting the document type used for verification.
c. Clicking the Verify link again to collapse the list.
8 Enter the Date Credential was Received.
9 To associate the credential to any training/activity records the individual has recorded in their
program record, click the Search Activities/Services link.
a. From the Activities List in the pop-up window that displays, click the Select link to select
the activity to associate. It is shown on the Credential Information page.
10 Click Save to save the record. The Programs tab redisplays with a credential summary table.
11 Once the record is saved, you can open the record by clicking on its link and add signatures, print
or download a PDF version, or delete it.
12 To add another credential, repeat these steps.
Adding Employment

Staff can record detailed employer and job information for any employment the participant entered while
active in the Adult Ed program.

P To add an employment record:

1

Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

Click the plus sign icon &d to expand the Add Employment panel and click the Add Employment
link. The Add/Edit Employer page displays (see figure below).
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Add/Edit Employer

Employer Information
Sadrch inderdull Bmg

1 i R p—
o
Verify Employer Name: [ Murif “~ 3
o Ao
Job Information
Emplayer FOM
"ok Tite 1OCkperon
Mddress Line 1: 17 L
Orowpation ARsat _
Address Line 2: |——|
Stock Clerty, Sales Fi
O AIFET " iy this o green jobY D ves {8 N
Saste/Province: Torn* Hours Worked par Wek [:‘. ]
Cosnty/Puiih: " Hourly Wage: ;1L
. y —
Zipeode: E_.‘.__ Job Start Dista: [cnoea |
Find Zip Codle: | usps +feb End Date [
Couwntry I: + eason for Leaving: E * Brimary Employer:
Industry Coda (NAICS): Search  Additicnal information on ressen for " Recelving Fringe Benafits:
leaving: P
Indhastry NAICS Coda: T oy 4o such 33 sbeciied vasacs sy TeHVing Haalth Care Banefits:
: * Job Coversd by Unamplaymant
Endustry NAICS Descrption: e ey ok
A AT Ml e M * In this Entreprenaurial and/or Self-
* Primary Employer Contact Manse Benn Emgployment?;
— " e
* Brimary Emgiaysr Cantact Phans E | Is this a Registered Apprenticeship?
Humbar: . _— e &
Is this active Military Service?
Primary Employer Contact Email: doshe kab Dl:liu (2500 characten maxt i
T HTML tags such 25 embedded wideos a1 * |y this considensd

Q
4

s this employer & federal contrector? |

Non- Traditional Employmant?

Is this considered Training Related
Emglaymant]

Add to Employmant History:

Add/Edit Employer Page

-

00O

vas (8 ro

ves @) Mo

4 Enter the Employer Name. As you type, a list of matching employers will display; click on the

matching employer to auto-fill the name, address, and contact information fields.

a. Alternative ways to find an existing employer and auto-fill the field are by using either of
the links above the field, Search Individual Employment History, which will display any
employers previously entered as part of the individual’s background, or Select from
Internal Job Order/Placement, which will display any employers the individual was

previously referred to for a job opening.

5 To Verify Employer Name with a verification document:

a. Click the Verify link.

b. Select the document type used for verification.

c. Click the Verify link again to collapse the list.

6 Complete any other required fields, or those which you can complete, in the Employer Information

section.

7 In the Job Information section, complete all required fields, and those which you can complete,
pertaining to the position itself.

a. To enter the Occupation, you must click the Select Occupation link, enter or search for a
matching occupation, and its O*NET code will be auto-filled.
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b. To add the employer to the individual’s employment history as part of their profile, click
Yes to Add to Employment History.

8 Click Save to save the employment record. The Programs tab redisplays with the employment
entry listed in a summary table.

9 To add another employment record, repeat these steps.

Completing a Program Closure

Adult Ed has a separate “soft exit” process that runs nightly and auto-closes program enroliments after 90
days of no open services or class attendance hours. This accommodates open co-enrollment in the
Workforce Innovation and Opportunity Act Title | and Il and Trade Adjustment Assistance programs.

A student’s Last Attended Date drives the soft exit process. After 45 days of no attendance, the student
class registration status changes to Inactive; if student starts attending again any time between day 46
and 90, the status changes back to Active; if they do not attend for 90 days, soft exit begins.

Staff have the ability to close a case manually before the soft exit completes, as long as there are no
open activities, for example, if the student receives a High School Equivalency credential. Staff can
specify if the individual achieved any secondary outcome measures, as well, in accordance with the
National Reporting Service guidelines.

P To complete a program closure:
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

3 Close any open activities. See the topic “Closing an Activity, Enrollment or Service” earlier in the
chapter for details.

4 Click the plus sign icon &d to expand the Closure panel and click the Create Closure link. The
Closure Information page displays (see figure below).
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General Information
prnaen;
N
Lawt AE Service Data:
Lmit Data:
Ixit Reavon:

Coat el e dubs

AE Location Information

Grantes: i . '|

Dartrick: ootieved Ve, -t ('3

County/Barsugh/Pasish: | " Voted or Registered to Vite: O ve @ W
Incressed involvement in community sctivities: f:) ¥l @ Mo

i 3 k sed Imvodvement in Children's Education: ves ) o

DOL Location Infermation T in Children's Education: ) "5 @&
Inereased Imvolwemint im Children's Literacy O v @ o

LWDE / Region oper Cumberiand Activitier:

Crifice Locartion of Argngar ik Cerder

Responibility

Individual Signature

Secondary Outcome Measures (Optional) [ ;. sor

LeM Public Assistance: O v @ ne [ nchude Staff Signabuare
Acrepved Ottganship Siolls: ® v ) ne
Ackiqved Work Based Project Leaming Geal: B e O o]

Uigte:

Closure Information Page

5 In the AE Location Information section, verify or change the Grantee, District, or
County/Borough/Parish as needed.

6 In the Secondary Outcome Measures section, you can indicate if the participant achieved any of
those reportable outcome measures, such as leaving public assistance, registering to vote or
voting, achieving a work-based project learning goal, or increasing their involvement in various
community or children’s literacy activities.

7 To create and sign a printable Case Closure form, in the Individual Signature section:

a. To create a PDF file of the form, check the Create PDF checkbox. This is available for
sites with the Document Management module.

b. Toinclude your staff signature, check the Include Staff Signature checkbox.

c. If your site has an electronic signature pad connected, and you want to capture the
participant’s signature, click the Applicant Signature link to launch the signature pad
function, then Save it.

8 Click Save to complete the closure. The Programs tab redisplays with the program status
changed to Case Closed and the closure date recorded (see figure below).
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' Title Il - Adult Education and Literacy (AED) Apps: 1
Create Title Il - Adult Education and Literacy (AED) Application
| AED #400619860 - Case Closed ra B
= District: Application Date 10/05/2017
Grantee: Putnam County Participation Date: 10/05/2017

pehonts Projected End Date: 05/09/2020

|closure Date: 05/14/2020 |
Exit Date: N/A

County/Boroughy/Parish: White County

Location: Motlow State
Community College

Student 1D: N/A

Case Closed

Completing a Program Hard Exit/Outcome

Staff can officially terminate program participation at any time if an individual satisfies one of the federally
established global exclusions, which will exclude a participant from being counted in Common Measures
for performance tracking purposes. All open activities must be closed. No follow-ups are required for
these exited individuals. See the figure below for the list of global exclusion exit reasons.

P To complete a hard exit:

1

Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

Close any open activities. See the topic “Closing an Activity, Enroliment or Service” earlier in this
chapter for details.

Click the plus sign icon &d to expand the Exit / Outcome panel and click the Create Exit/Outcome
link. The Exit page displays (see figure below).
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Name: =riickman

LWDE/Reglon: | Southeast Tennessee - |

Otk Locktior | American Job Center - Cleveland * NEW * - |

Grantee: TCAT Athens
County: Bradley County

SSN: XXX-09-9735

Exit Information

* Exit Date: 05/18/2020 |5 Today.
None Selected

Institutionalized
Health/Medical
Alternate Contact Informi Dece

called to Active Duty

Manage Alternate Contacts

Contact List

No Contacts for individual

Exit Page with Global Exclusion Exit Reasons

5 In the General Information section, verify or change the client's LWDB/Region and Office
Location.

6 In the Exit Information section, enter the Exit Date.
Select the Exit Reason (see examples in figure above).

8 To make additions or changes to the individual's contacts, in the Alternate Contact Information
section, click the Manage Alternate Contacts link, or an Edit link, and add or change entries as
needed.

9 To add a case note, in the Staff Information section, click the Add a new Case Note link, complete
the applicable fields, and click Save to return to the previous page.

10 To manage case assignment, click one of the following links:

+ To assign the client to a fellow case manager, click Assign Case Manager.

+ To assign the client to yourself, click Assign Me.

+ To unassign the current case manager, click Remove Case Manager Assignment.
+ If desired, add any Comments in the space provided.

11 To create and sign a printable Exit form, in the Individual Signature section:

a. To create a PDF file of the form, check the Create PDF checkbox. This is available for
sites with the Document Management module.

b. Toinclude your staff signature, check the Include Staff Signature checkbox.

c. If your site has an electronic signature pad connected, and you want to capture the
participant’s signature, click the Applicant Signature link to launch the signature pad
function, then Save it.

12 Click Save to complete the Exit record. The Programs tab redisplays with the program status
changed to Case Exited and showing the exit date and reason.
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Entering Quarterly Follow-up Information

Staff must enter follow-up information for a participant for the second and fourth quarters after the exit
quarter. This can include employment and wage information and contact attempts with the participant, as
well as specify if the individual achieved any secondary or family literacy outcome measures in
accordance with the National Reporting Service guidelines.

Note: There are no follow-up activity services codes for the Adult Education program.
P To enter follow-up information :
1 Find and assist the desired individual, then navigate to their Programs tab.

Note: See the topic “Assisting an Individual” in Chapter 3 - Manage Individuals for details on
how to search for and assist clients, and the topic “Staff Profiles - Case Management
Profile” in Chapter 4 - Individuals - Case Management to learn how to navigate to the
Programs tab.

2 On the individual’s Programs tab, click the plus sign icon &d to expand their Adult Education
Application section.

3 Click the plus sign icon & to expand the Follow-ups panel. A table displays with links to each
quarter after exit (see figure below).

= Closure 06/20/2016

Edit Closure

Closure Date: 06/20/2016
Exit / Outcome 06/20/2016

& Follow-ups 4

Search:l |

Required By Date Complete “ Follow Up Type

09/30/2016 Pending 1st Quarter After Exit

12/31/2016 Reguired 2nd Quarter After Exit

03/3172017 Required 3rd Quarter After Exit

06/30/2017 Required 4th Quarter After Exit

Follow-ups Panel

4 Click a Quarter After Exit link to enter data for it. The Adult Education Follow-up page displays,
with jumps links at the top to move down to specific sections of the page (see figure below).
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This page will help you gather Adult Education Follow-up
information.
Please fill in the required fields and then click the Save button fo proceed.

Follow-up Employment Information  Contact Attempts  Secondary Outcome Measures  Family Literacy.
Follow-up Quicome Measures

General Information

ApplD: 400578352

AE Follow-up: 1 - 1st Quarter after Exit

Record Status: Required

Username / Login Name: Wiiford18851

User ID: 1316601

State ID: 1277762

Grantee: TCAT Knoxville

County: Hamblen County

Working With: Julic K Chandler

Address: 27 Nobel Blvd.
Rutledge, TN 37861

Prime Phone: 703-845-1740

Alternate Phone: T04-900-9369

Edit Contact Information

Adult Education Follow-up Page

5 To record failed attempts to contact the participant, in the Contact Attempts section, click the
Attempt Contact link. Entry fields display below the table area (see figure below).

Contact Attempts

e e
1 05/18/2020 Marning Telephone - Individual

Attempt Contact  Exit Follow-up Screen

Create New Contact Attempt
* Contact Date: I:lm Today

" Time of Day: Mone Selected -

“ Type Of Contact:

| None Selected 2. |

Other Description: | |

Add New Contact Attempt Cancel

Contact Attempts Entry Fields

a. Complete the required fields, then click the Add New Contact Attempt button to add it to
the listing table (see figure above).

6 To enter employment information for the quarter, in the Follow-up Employment Information
section, click Yes for Have you worked this quarter? (see figure below).
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i demo-app-vos47000000.geosolinc.com/vasnet/programs/application/WI0A/AddEmploymentPo

Employer Name: No Exit Employmer

Add/Edit Employer

Have you worked this quarter? MO No
(7/1/2016 - 9/30/2016)

Employer Information
Search Individual Employment History Select from Internal Job Order/Placement
/ * Employer Name:

No employers available,

|[ Add Employer|

Exit and Closure Information

“ Verify Employer Name:

Employer FEIN: I:l
Address Line 1: I:l
Address Line 2: I:l
Q Yes O Ne State/Provine— m

Adding Employment Information

Exit Date: 05/20/2016

Secondary Outcome Measures

Left publie. Aesissamzn

a. Ifitis with the same employer from the previous quarter, check the box for Use primary
employer from previous quarter?, then verify the employer's name as prompted.

b. Click the Add Employer link. The Add/Edit Employer page displays in a pop-up window
(see figure above). This is the same page as covered in the topic “Adding Employment”.

7 Indicate the status of the Secondary and Family Literacy Outcome Measures as desired (see
figure below).

Secondary Qutcome Measures

QO ves O Mo (O Not Specified
Q ves O Mo O Not Specified
QO Yes O Mo (O Not specified

Increased involvement in Community (O Yes (O No (O Mot Specified
Activities

Left public Assistance
Achieved Citizenship skills

Voted or Registered to Vote

Family Literacy Follow-up Outcome Measures

Increased Involvement in Children’s
Education

Helped more frequently with school

Increased contact with children’s
teachers

More involved in children’s school
activities

Increased Involvement in Children’s
Literacy Activities

Reading to children
Visiting library

Purchasing books or magazines

Save

Q ves O ne O Not Specified

Q Yes O Mo (O Not Specified
Q ves O ne O Not Specified

QO Yes O No (O Not Specified
O Yes O No O Not Specified

QO Yes O Mo O Not Specified
O Yes O No O Not Specified
O Yes O No O None Specified

Caneal | | Print Preview

Secondary and Family Literacy Outcome Measures

8 Click Save to save the record. The Programs tab redisplays with that quarter’s status changed
from Required to Completed in the Follow-ups panel.
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Managing Adult Education

Staff can manage classes, transfers, and class attendance at a higher level than when assisting an
individual. These options are accessed from the Services for Workforce Staff menu group in the left
navigation menu by clicking the Manage Adult Education option (see figure below).

Manage Adult Education "] Manage Classes

Manage Follow-Up @ Manage Class Transfers

Manage Class Attendance

h

Manage Adult Education Menu Options

Creating and Editing Classes

Staff must create the classes first so that students can then be registered in them. Staff can add or clone
new classes or edit existing ones.

P To create a new class:

1 From the Services for Workforce Staff menu group in the left navigation menu, click Manage
Adult Education » Manage Classes » Create/Edit Classes. The Add/Edit Classes page
displays (see figure below). You can filter existing classes to find one to edit or clone.

Add / Edit Classes

Hide Filter Options
Filter Options
Class Description: | |
" Grantee: | Northeast State CC - |
" District: | District 1 - |
County: | Hancock County - |
"Learning Center: | Hancock County - |
Type: | Orientation 'l
Status: | Active - |
Clas=Drate 05/19/2019 | (mm/dd/yyyy) [ Today
Reset Filter(s) ]
District County | Learning | Primary Class Class Type | Class Action
Center |Instructor| Description Begin
District | Mortheast | Hancock | Hancock | Burch, 13880 - Qrientation | 7/1/2018 | 6/30/2019 ||Edit/\View
1 State CC | County | County | Doris Orientation Clone
18001 Class
M 4 Page of 1b W Rnws:

Add New Class .

Add/Edit Classes Page
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2 To search for classes to edit or clone:
a. In the Filter Options section, select filter options to limit displayed classes to select from.

b. Only enter a Class Description if you are sure that term is used in the Class Description
title; otherwise, it may limit any matching classes.

c. If desired, enter a Class Date to limit classes to those whose date range includes this
date.

d. Click the Filter link (see figure above). The system searches for matching classes and
displays any found in a table (see figure above).

3 To edit (or view) a class:

a. Click its Edit/View link in the Action column. The Create/Edit Class page displays with the
class details, including its system-assigned Class ID.

b. Make any desired changes and click Save. The Add/Edit Classes page redisplays.
4 To clone (copy) a class:

a. Click its Clone Class link in the Action column. The Create/Edit Class page displays with
the class details.

b. Enter a Class Description for the new class.

c. Make any other desired changes, making sure all required fields are complete. For DE
classes (Distance Ed), you don’t need to enter Meeting Days and Times.

d. Click Save. The new class is created and the Add/Edit Classes page redisplays.
5 To create a new class from scratch:

a. Click the Add New Class button at the bottom of the Add/Edit Classes page. The
Create/Edit Class page displays (see figure below).

Create [ Edit Class

Commants:

Meeting Days and Time

- Class Star Date: —| n
= Class el Dt [ | imemvsay t e [ '-_| e [ ‘]
Clans ttanduncs Type: B wondn it | e ’-"l e | 0P =
—_— @ [ g] | 3
* Masim Numbes of B e 9"""l"' o "l b | i |
Sudents i
a - St | o] o]
s * Togmts
e O . Start: | ,_-;.l End | ,|
O s mts o] = o]
Save Cancel

Create/Edit Class Page
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b. Complete all required fields. Some items to note:

+ Typically, Grantee or District is the class provider.

+ For Distance Education Class Attendance Type, you don’t need to enter Meeting
Days and Times.

+ For Face to Face Class Attendance Type, you can select the days on which the
class is to be held and enter the Start and End times for the meeting day, and
remember to include AM or PM. You can also use the clock time picker tool to enter
your times.

Alternatively, for classes with uniform meeting times, you can enter in the times for
one day first, and then check off additional meeting days. This will automatically
populate the time entries into the fields for the additionally checked days.

c. Click Save. The new class is created and the Add/Edit Classes page redisplays.

Transferring Multiple Students from One Class to Another

Staff can bulk transfer multiple students between two existing classes. An example of when this might be
done is if the instructor, location, or grantee was no longer available for that class.

P To transfer multiple students between two existing classes:

1 From the Services for Workforce Staff menu group in the left navigation menu, click Manage
Adult Education » Manage Class Transfers. The Current Class page displays (see figure
below).

Current Class

Hide Filter Options

Filter Options

Class Description: | 13245 |
" Grantee: | Henderson County Schools ¥ |
" District: | District 7 ~ |
*County: | Henderson County b |
“Learning Center: | Henderson County Adult Education - |
Type: | Nane Selected - |
Class Date: |:| (mm/dd/yyyy) [ Today
Reset Filter(s) ]
Class Class
i Type Begin
Henderson Henderson Henderson 13245 - Distance 7/1/2018 6/30/2019 6/500
County County County Long Ed -
Schools Adult Distance HiSet
Education 010 Acad

Current Class Page
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2 To search for the class to transfer from:
a. In the Filter Options section, select filter options to limit displayed classes to select from.

b. Only enter a Class Description if you are sure that term is used in the Class Description
title; otherwise, it may limit any matching classes.

c. If desired, enter a Class Date to limit classes to those whose date range includes this
date.

d. Click the Filter link (see figure above). The system searches for matching classes and
displays any found in a table (see figure above).

3 Click the Select link in the Action column for the desired class to transfer from (see figure above).
That row becomes bolded and the list of current students displays below the table (see figure
below).

Select Student Current Ciass

o e aen
3858172 Quincy Hayes # Select
3728999 Christian Blanchard # Selact
3867264 Marla Martinez # Select
3923224 Brendan Bush # Select
3698224 Rocky Barton # Select
2943692 Amy Keller # Select

M 4 Page of 1p W Rows:

Transfer Information

*Transfer Date: [ mmreryyy = Tosay

Selecting Students to Transfer

4 Check the Select checkboxes for the students transfer; click Select All to select all students at
one time.

Enter the Transfer Date, which must fall within the start and end dates of the new class.
To search for the class to transfer to:

a. Inthe Transfer Class section, select filter options, then click the Filter link to display
matching classes (see figure below).
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Transfer Class

Hide Filter Options

Filter Options

Class Description:

" Grantee:
“ District:

“ County:

" Learning Center:

Type:

Status:

Class Date:

| Henderson County Schools v|

| District 7 hd |
| Henderson County v|
| Fluid Routing Solutions v|
| None Selected v|
Active

I:l (mm/dd/yyyy) [ Today

[ Eilter | Reset Filter(s) ]

Henderson
County Schools

Henderson
County Schools

Henderson
County

Henderson
County

Solutions

Fluid 13923 - Fluid Other | 1/9/2018 | 6/30/2019  0/999
Routing | Routing 012
solutions
Fluid 14163 - Fluid Other  7/1/2019  6/30/2020 5/ 100
Routing Routing

Solutions 017

Transfer to Class Selection

Transfer

7 Click the Transfer link for the desired class. A pop-up alert appears to let you know the transfer

was successful.

8 Click OK to confirm. The Current Class page redisplays.

Managing Class Attendance for Multiple Students

Staff can bulk enter attendance times for all students attending a class, as well as download and print a

class roster.

P To manage class attendance for multiple students:

1 From the Services for Workforce Staff menu group in the left navigation menu, click Manage
Adult Education » Manage Class Attendance. The Class Attendance page displays (see figure

below).
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Attendance
Hide Filter Gptions
Filter Options
Class Description: | |
Grantee: | TCAT Knoxville g |
*District: [oistrict 2 -]
County: | Anderson County - |
Learning Center: | Andersan County - Clinten - |
Type: | None Selected - |
Status: | At 5 |
Class Date: I:l (mm/dd/yyyy) [ Today
Resat Filter(s) ]
I e N T
District 2 TCAT Knoxville Anderson County Anderson County - Clinton | 15141 - Anderson DE | Distance Ed | Select
Online Class - Sara - HiSet Acad
Farmer
District 2 TCAT Knaxville Anderson County Anderson County - Clinton | 14975 - Fast Track  Level 4-6 Select
Wed/Thurs 8:30 -
11:30 AM (Amanda
Scarbrough)
Anderson County Andt el _LGVE| ¥:3 Select

Class Attendance Page

2 In the Attendance section, select filter options to limit displayed classes to the desired locations

and type.

3 Only enter a Class Description if you are sure that term is used in the Class Description fitle;
otherwise, it may limit any matching classes.

If desired, enter a Class Date to limit classes to those whose date range includes this date.

Click the Filter link to display a table of all the class search results (see figure above).

Find the class you wish to add attendance hours for and click its Select link in the Action column.
A list of all students enrolled in that class displays (see figure below).
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geographicsolutions.com Pf'ng'amS.' AdU/t Educatlon
ScarBrotge, -
District 2 TCAT Knoxville Anderson County Anderson County - Clinton 14291 - Distance Distance Ed Select
Education Andersan | - Khan Acad
District 2 TCAT Knoxville Anderson County Anderson County - Clinton 14285 - Basic Skills Level 1-3 Select

Mondays 5:30pm-
530pm Dara Wade
(All Sub)

14291 - Distance Education Anderson

Attendance only displays weeks between the Start and End dates of the class.
Enter attendance as Hours.Minutes (.00-.59)

Attendance Type: Distance Education

Monday | Tuesday | Wednesday | Thursday Friday
osno/zozo 05/11/2020 | 05/12/2020 | 05/13/2020 | 05/14/2020 | 05/15/2020 usns/zozu
NoClass | NoClass No Class No Class

Angela Foust 1149205 - e
Anthony Newman 2011865 - D o s D
Ashanti Agyemang 4017002 - 0.00 0.00 0.00 0.00
Ashley Kessler 3470588 - 000 000 0.00 0.00
Ballee Crauley 282004 000 - 000 000 000 0.00
M 4 Page of 70 W Rows:

Previous Week Next Week

ISav.e Attendance I I Class Roster I

Manage Class Attendance Page

7 Enter each of the student’s attendance time in hours.minutes (.00-.59) for the applicable dates.

a. If necessary, use the Previous Week and Next Week links below the table to move
backward and forward in time.

b. Use the page forward and backward arrows to move through multiple pages of students.

8 Click the Save Attendance link below the table to save the records.

9 To download or print a PDF version of the class roster, click the Class Roster link below the table.

Adult Education Reports

Adult Education Reports are located in the Case Management Reports section of Detailed Reports and
under Federal Reports. There are almost 20 to choose from, offering data on class and student
attendance, registrations, HSE tests and vouchers, Educational Functioning Levels and Measurable Skills
Gains, and a wide variety of participant demographics-related tables.
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Detailed Reports

Federal Reports

Fede

= Table 1: Participants by EFL. Ethnicty, and Gender
» Table 3 Particinants by Program Type and Age
4 | Gain:

Pre- and Post-tested Participants

- lg &: P

cipant Status and Program Enrcliment

Case Management Reports
Adult Educabion Lase Load
Desplay Adult Education Report Dusplay Case Load Reports
Q-cn L] RirnAAAMA Faca Lz « WAGA
P Adult Education:
[ ]
=} * Sgonloc Bt * Agsessment Results
o » (Class Attendance *  (lass Reqistration
* High School Equivalency *  HSE Viguchers
* Participant Status by EFL * Student Contact Report
i » Student History of NRS Functional Lavel * Rudent with no Class Attendance
= Class Affendance b" Ingivigua *  Sjugent Allenclance
Predictive Adult Education:

-Mwmm‘mmm
. A Caing an fior
Batigipants in Distance Edyucation

Detailed Adult Education Reports

adifl Edwien
Display Adult Edutation Separts

fis

Fia
Duiply
At ETA 9169 Performance Details:

[Ta e ETA 9169 Summary Raports:

T N—

W10 Statewice and Lodal Peripemance Regon

Ay
Digpld

Tetal Farticrgants Sarved

* Tl & Porteigant St snd Progeam Ervalimen

+  Tabhe & Culcomes for Patinants i Family LTSERcy
Brograens

Tabls 10x Quicome Achegvement for Particigants i
Cormctiong! Eucption Brograms

Table 14 Local Grantess by Funding Source

Deplay EZ0 Raperty

Federal Adult Education Reports
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