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Overview

This reference guide is designed for you to use as a tool. It not only provides detailed information
about LACES software commands and features, but also gives suggestions on how to best utilize
the power and flexibility that it offers. Many areas of this guide are general, dealing with the data

entry process needed for running accurate reports.

This guide assumes that you have a working knowledge of the computer and its operating
conventions, including how to use a mouse and standard commands. It also assumes that you
know how to open, save, and close files. If you need help with these techniques, then it would be
wise to browse through any Windows documentation or seek out basic computer application
training.

We suggest that no data entry take place until you have thoroughly read this reference guide.
Your LACES software can be used as an extremely capable data management and reporting
tool, but not without learning how to use it properly. With that in mind, using the reference guide,
along with build documentation accompanying any new software updates, and the on-line FAQ,
when any questions or concerns arise should become second nature.

This chapter includes a quick overview of data entry and key features of the software. Section 1
explains how to start integrating LACES software into the daily processes of your organization.
Section 2 provides a guide for navigating through the different areas within LACES. Section 3
gives you an overview of the data entry process, and what is required for certain reporting tools
found within LACES. Finally, Section 4 provides tips for avoiding common mistakes that some
users have encountered, as well as a short glossary of terms.

Section 1
11
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Getting Started

Integrating LACES into the daily schedule of your organization can require some effort on your
part initially, but it should not be difficult.

You will receive an email with the URL to access LACES, along with your initial username and
password. However, before you begin using LACES, you will need to do some initial set-up on
the computer you will be using to access LACES. If you use more than one computer, these
steps should be taken on every computer used for LACES access.

First, the minimum recommended screen resolution for LACES is 1024 x 768. If your computer
is set at 800 x 600, you will not see all of the rows of information, making data entry very difficult.
To change your screen resolution, right-click your mouse anywhere on your desktop where there
is not already an icon. You will get a pop-up for Display Properties. Select “Settings” from the
tabs across the top.

Display Properties

| Themes | Desktop | Soreen Saver | Appearanc

Diizplay:
Plug and Play Monitor on ATI BADEDN ¥PRESS 200 Series
Screen resolution Caolor quality
Less {3 More || Highest (32 bit v
1024 by 768 pisels i In 1 W
[ Troubleshoot... ] [ Advanced l
[ ak. ] [ Cancel l

Display Properties window on the Settings tab.

Find the screen resolution section and move the slider to at least 1024 x 768 or higher.

Next, you will need to set LACES up as a trusted site. Open Internet Explorer, and from the IE
menu, select Tools> Internet Options. Click the “Security” tab and click on “Trusted sites” in the
top section, then click on the “Sites” button in the middle section.

In the input box below the text “Add this Web site to the zone,” enter the URL you have been
given to access LACES. Then click the “Add” button. Next, click “OK” to close the window and
“OK” to apply the changes.

Finally, you need to make sure that all pop-up blockers are turned OFF for LACES to work. To
turn off Internet Explorer’s pop-up blockers, open an IE window and from the toolbar, select
Tools, then Pop-Ups, then Turn Off Pop-Up Blockers. This will turn off pop-up blockers for IE, but
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you may need to turn off additional blockers if you use additional toolbars such as Yahoo or
Google toolbars.

You can also choose to set LACES up as a favorite site, although you do not have to do this in
order for LACES to work. To add LACES as a favorite site, type the URL into the address bar
and hit enter, then go to Favorites on the IE toolbar and select “Add the Favorites.” You can
rename it LACES instead of index. Once it has been added as a Favorite, you can right-click on
LACES in your Favorites list and from the menu choose “Send to Desktop (create shortcut)”
which will place a LACES icon on your desktop for easy log-in.

To log in, use the shortcut you have set up to access LACES, or type the URL into an Internet
Explorer web address bar. Select your agency from the Agency List and click the “Login Here”
link.

A LiteracyPro Systems, Inc.™

tonls for saclal change

Contents of this site are proprietary and

confidential to LiteracyPro Systems, Inc. Only SB|EEt_ -'&QE”C.!_:' v
authorized users are permitted to log into this Login here
zite,

ig ‘E?ZHEE LiteracyPro Inc. All rights rezerved.

Agency selection screen

Type your username and password into the provided fields of the log-in screen, and click the
Login button.

13
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Secure portal login
For authorized users only!

Uszername: ||

Password: |

[ Login ] [ Cancel

Forgot username/password?

Need help?

Welcome to LACES Portal

Through this portal yvou can access class
zchedules, register for classes, and look up
grades.

Registered users can login using the form at the
left.

Mew users can apply for an account by following
the Register Now link at the left.

Forgot your username or password? Click on the
link at the left to hawve your password reset and
a new one emailed to you.

For frequently asked questions or
troubleshooting help, click on the help link.

Bookmark this page for future direct access.

View Agreement

Login screen

If, after entering your username and password, you are returned to the LACES Help screen, you
probably missed turning off a pop-up blocker somewhere. Attempt to turn off all pop-up blockers
once again, and re-enter your username and password.

The first time you log into the database, you will view the license agreement for your username.
Upon accepting the license agreement terms, you will be taken to the User News screen in
LACES, where you can begin your data management for students, staff, tutors, pairs, groups, etc.
These populations and instructional settings are discussed in the following chapters. We
recommend that you read the applicable chapters prior to entering data. If you have any
guestions about these features after reading the Reference Guide, please contact the Technical

Support Department.

Section 2
Navigation
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Take some time to familiarize yourself with the layout and navigation of LACES.

Navigating is primarily done via Tabs and Sub-Folders on the left hand side of the screen, called
the Navigation Pane, as well as the Quick Field Search and individual records in the main section
of the screen, commonly referred to as the list, or sometimes the records or grid section. To open
a record from a list, double-click the record. To open navigational sub-folders, click the + (plus)
sign to the left of the folder, not the folder itself. Once a folder has been expanded, you can click
individual folders to select records in that folder.

As an example, to select a specific group of people from a population, whether it is Students, or
Tutors, or Donors, etc., go the tab for that population. For this example, we will use Students, but
the steps would be the same regardless of population type.

Go to the Student tab, and select the All Students folder from the left-hand navigation pane. This
will insure that your search is pulling from all available students. To select all the students in a
specific program, go to the left-hand navigation pane and click on the + (plus) sign next to the
Primary Program folder, which will then display all of the available Programs folders, as well as
the number of student in each program in parentheses next to each folder. Click on the Program
folder you want, and the list of displayed students will change to the students in that Program.
You can then go to the toolbar and click Find, then Current FY in Selection, and the list will
display all the students in that Program in this current Fiscal Year.

For all Active students, you would repeat the same steps as above, but would go to the Status
folder instead of the Primary Program folder.
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User

Student

O3 All Students
i [T Status
[T Primary Program
H [T Entry Level
# (T3 Current Level
& [T Subject Area
i [T Assessment Status
# I3 Keyword
H T3 Keyword2
H (T3 Ethnicity
i [T Correctional
i [T Employment Status

Class

Staff

Tutor

Fair

Group

Waorlkshop

Clonar

Navigational Pane

|Last Mame

+ | Begins with

W

R

Quick Field Search
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The toolbar is located in the upper right-hand corner of the screen, and is population-specific.
The toolbar options are: New, View, Find, Selection, Print, and Help.

New: Allows you to add a new record within that population.

View: Allows you to alter the existing view and save that view under “My Views” or use a pre-
existing modified view to display different columns than the default shows.

Find: This menu contains all of the searches available for the population you are in.

Selection: Allows you to subset, omit, save or load a group of records. Use the checkmarks to
the left of the records you wish to group together, then either subset or omit. Once you have
subset a selection, you can save it to your computer as a document, and load that group of
records at a current date, with current information.

Print: Contains the ability to Print Screen, HTML records, PDF files, Excel files, and Excel CSV
format files, as well as pre-generated reports for the population you are in.

Help: Limited help functionality for the specific page you are viewing.

Mew ‘iew Find Selection Print Help

Toolbar

The User tab contains the User News section, which is the first thing you will see when logging
into LACES each time. The User News contains documentation, videos, FAQ’s and general
information that can be helpful as you become familiar with LACES.

Section 3
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Data Entry

When data must meet certain standards for reporting purposes, consistency becomes critical. In
order to achieve this consistency, certain measures must be taken prior to doing the initial data
entry. This is especially important if participants are continuing from prior years, and more
importantly, from prior reporting periods. It cannot be stressed enough how important it is to
enter your data chronologically, in a timely fashion, and according to the rules and guidelines
based on your reporting systems. The following chapters will describe this process in depth.

Minimum Required Information

Not all of the data you can track within LACES will be useful to every agency. It is important to
remember that this database is considered to be a daily management tool and some data fields
are not relevant to every agency. The best approach is to look at any required reports, as well as
additional data you want or need to track for daily program management. Many reports require
very specific data that is contained within a small number of fields.

Because so many LACES users are required to submit LLA, LVA, or NRS reports, there are
some fields that are required and must be filled out before the database will allow the record to be
saved. Additionally, many of the fields follow programming rules to allow the database to make
automatic updates to the records. Regardless of what specific optional data you choose to track,
it is important to be consistent for good data output.

Please refer to the AAR and NRS report documentation in Chapter 5 for additional information
regarding those reports.

It is a good idea to look at your student and tutor intake process to insure that intake forms
include all information that is required. You may want to consider matching the intake forms
closely to the order in which the data is entered into LACES, for ease of data entry. Additionally,
if there is information that you track that there is not a field for in LACES, decide as an agency
how you will customize LACES to track that data, so that everyone is tracking information
consistently.

Section 4
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Common Mistakes/Issues and Glossary

Obviously, learning any new software application can take some time. Our best recommendation
is to use and explore the database often to become familiar with the most common features.
Additionally, use the reference guide, help files, FAQ'’s, and all provided documentation. Contact
LiteracyPro Systems, Inc. Technical Support when you have questions.

Listed below are some common mistakes/issues that you should try to avoid.

Attempting to run LACES without Meeting Minimum Sys

tem Requirements

Below are absolute minimum requirements for using LACES. Please use this information to
ensure that your computer and internet access for each user meets these requirements.

Minimum Hardware, Connectivity and Software Require

CPU:
Memory
(RAM):
Hard disk
space:
Operating
System:
Internet
connection:

Browser:

Minimum
Bandwidth:

For a speed
test:
Minimum
download
speed:
Minimum
upload
speed:
Additional
Software:

ments for Users
1.0 GHz or greater

512 MB or greater

250 MB free

Windows Vista, Windows XP SP2, Windows Media Center Edition 2005,
Windows 2000

Broadband such as DSL, CABLE, or Wireless (see below); T1 or better

Internet Explorer 6.0 +

The main factor in determining performance of the application is your available
bandwidth, which is related to the actual (vs. rated) speed of your internet
connection, measured at the desktop during periods when you will normally
access the system. This requirement is essential for ensuring the best possible
performance.

http://test.literacypro.net/bandwidth

784 kbps

384 kbps

Adobe Acrobat Reader and/or Microsoft Excel/Excel Reader is needed for
reporting purposes.

Ignoring Warnings or Recommendations
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Take heed of the recommendations the software gives you, and read the warnings. If they do not
make sense, first refer to this reference guide for information, and then contact Technical Support
if you need more information.

Single-clicking vs. double-clicking

Most functions you will perform in LACES require only a single mouse click. One common
exception is opening a file from a list, which requires double clicking. A good tip is to single click
if you are unsure: if nothing happens, go ahead and double click.

Additionally, when using a toolbar with sub-menu items, wait to click until you have moved the
mouse pointer to the sub-menu item. Clicking on the main menu line will only refresh the page,
costing you time.

Deleting Files

It is never recommended that you delete files other than accidental duplications or mistakes.
LACES is designed so that you will not have to delete any files. Many times, historical data may
be needed, or students may return after two or three years. Records should be left in the
database, provided the record is correctly updated to prevent it from being included in current
fiscal year searches.

Migrated Data

Because the legacy software did not have required fields and business rules, you may encounter
some difficulties when updating migrated data. The best way to deal with this is to make sure
that your choice lists are as stream-lined and consistent as possible, and contact technical
support if you run into difficulties.

Glossary

The following is a list of common terms used not only within this reference guide, but within the
software itself. The data entry chapters contain in-depth definitions for most of the fields within
LACES.

Staff Member: A paid employee working for your organization

Tutor: An individual who provides instruction to students in one-to-one pairs or small groups
(usually unpaid.)

Volunteer: An individual who provides unpaid, non-tutoring help to your organization (board
members, office assistance, fundraisers, etc.)

Multiple Roles: Individuals who are affiliated with your organization in multiple ways (i.e., a staff
member who is also a tutor, a student who is also a volunteer, etc.)

Student Status Definitions

Prospective: Student has made contact with your organization but has not yet completed the
entire intake process and been assigned to instruction. Every new student entered into LACES
comes in as Prospective.

Waiting: Student is waiting to be matched with a tutor in a pair or small group.

Never attended/never started: Student never received instruction.
Active/Enrolled: Student is currently receiving instruction in at least one instructional setting;
pair, class, or group.
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On Hold: Student was previously active/enrolled, but is not currently assigned to an instructional
setting, for temporary reasons.

Left: Student is no longer active/enrolled, and has left the program.

Tutor Status Definitions

Prospective: Tutor has made contact with your organization but has not yet completed the entire
intake process and completed training/been assigned to instruction. Every new tutor entered into
LACES comes in as Prospective.

Registered: Tutor is registered for and/or is attending a new tutor training.

Waiting: Tutor is waiting to be matched with a student in a pair or small group.

Active: Tutor is currently providing instruction in at least one instructional setting; pair or group.

On Hold: Tutor was previously active, but is not currently assigned to an instructional setting, for
temporary reasons.

Left: Tutor is no longer active, and has left the program.

For more information regarding student and tutor statuses, see the Student and Tutor Lifecycles.
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Chapter Two
Administrator Guide
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Overview

Because most LACES accounts have administrator capabilities, in this section, the term
“administrator” refers to the person who is in charge of the data input and output.

The administrator is the person designated to be ultimately responsible for the database. Itis
suggested that all database decisions be discussed with all members of the staff that interact with
the database, insuring that everyone is in agreement with changes being made to the database.
However, we recommend that one person be in charge of functions such as modifying choice
lists, deleting files, and adding new users and passwords.

New accounts in LACES are always set up as administrator accounts, unless requested
otherwise. Read-only accounts are also available, and allow you to permit viewing access to
records, without the ability to create, delete, or modify the data.

Technical Support

Your LACES contract includes basic technical support. This means that you can receive
unlimited technical support at no additional charge. Technical support issues should be
communicated to LACES via the online technical support form posted via hyperlink on the User
News.

W | ACES User News

Online Help Desk

The User Mews page is a great source of information to assist you with many
COMmMMmon issues.

To contact Tech'Support:
Click here to submit a request form for assistance.

Refer to the Technical Support Document for additional information on how to use
this form. Using the form rather than calling or sending an email generates a
request automatically speeding up response time.

Technical Support Form link on the User News

You can also contact technical support via telephone: 1-888-714-9464, or email:
LACESHelp@literacypro.com. However, priority support is given to tickets generated using the
Online Help Desk form. Technical support is available Monday through Friday from 9:00 am to
4:00 pm Pacific Time. You may also request a telephone appointment at a specific time and day
within the regularly scheduled hours.

Additional Support
For training and questions related to the use of the products, LiteracyPro Systems, Inc. offers
additional support beyond technical support:
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Updates: LACES will continue to grow in features and ease of use. Builds/updates occur on a
regular basis, and documentation is provided with each build to highlight new features and
changes. Build information is posted on the User News for your convenience.

Training: On-site and web-based trainings are offered at additional cost. Most NRS state
organizations provide additional quarterly or annual training. Call LiteracyPro Systems, Inc. at
303-440-6909 for additional details and price quotes.

Launching the Software

If more than one person will be using the software, please contact technical support to set up
additional usernames and passwords. The license agreement provides for two concurrent
usernames to have LACES access. Additional usernames can be purchased, if they need to run
concurrent to the two provided accounts.

Passwords can, and should, be changed regularly by the user. This chapter contains information
on changing passwords. Login errors usually occur due to one of several things:

Username or password misspellings

Having the Caps Lock on

Not remembering case sensitivity (capitalizing or using lowercase letters)

Forgetting the username and/or password

Exiting LACES incorrectly (generally, by clicking the red X in the upper right-hand corner
instead of clicking the Logout icon). Click the Logout icon to insure correct logout;
otherwise, the system may lock the account

agrwONE

Agency Information

The Agency information for your organization will be populated when you receive your database.
To add additional information, or if the contained data needs to be updated, use the following
instructions:

After logging into LACES, you must access the additional tabs on the Navigation Pane to view the
Agency information. Click the button with the double-headed arrow at the very bottom of your
Navigation Pane, under the Materials tab (Literacy agencies) or under the Staff tab (ABE
agencies)

Fair

Group

Warleshop

Contact

Velunteer |

Family

Donor

Material )

.
L

Button to access additional Navigation Pane Tabs

You will now see additional Navigation Pane Options displayed. Select the “Agency” tab. It will
open in the Key Information folder, and you can view the data, or make edits.
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To edit, click the Edit button in the bottom right-hand corner, and complete the fields as desired,
then click Save & Return. Please notify LACES of changes to your organization’s phone
number, email information, or address.

Passwords

The usernames and passwords will be emailed to you along with the URL to access LACES.
Typically, the username is your first initial and last name, in lower-case letters. After logging in for
the first time, you should change your password for security purposes. To change your password:

From the User tab, click on the Account folder.
The information for your username will appear. You can fill in additional fields, if desired. Be

sure to enter the email address, password, and security question. After clicking the Submit
button, you will be returned to a blank registration form.

User User Registration Form
E3 My Home
[T My Setlings

A i
User name: Leafdmin
eports
{3 Reports Admin Title: | [Select] !

* First name: SysAdmin
Middle initial:
* Last name: SysAdmin

Street address 1:

City:
State: E_tSeIect State] v
Zip code:
Heme phone:
Worlc phone:
* Email address:
* Re-type email addrezs:
* Password:

* Re-type password:

All Person

All Ansasriane If You Forget Your Password...

All Goals Security question: | [Select a Question] |
All Enroliments Your answer:

User Registration Form

If you forget your username and/or password, please contact technical support.

Getting Started
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Familiarizing yourself with the many different fields and screens within LACES may seem
overwhelming at first. Because the software offers so many options, you will want to refine the
data to suit your program’s needs.

It is crucial that you take the time to acquaint yourself with the software. The first steps should be
to read through the reference guide, become more familiar with the user interface, decide what
information must be recorded and where, and modify the choice lists accordingly.

Information Assessment

What kinds of information are already available for the various populations associated with the
organization? Common forms of data include names, addresses, phone numbers, attendance
hours, assessment data, and goals. There also may be more specialized data such as
donations, transcripts, social service information, and so on.

Identify how this information is currently stored. Index cards, portfolios, application/intake forms,
spreadsheets, word processing documents are just some of the ways programs typically store
these resources.

Resource Portfolio

After the information assessment is complete, we recommend that the administrator put together
a resource portfolio to help organize data entry. Collect and photocopy samples of the
information already available within the organization. Make notes on the copies detailing the
kind of person or task represented by the form, the primary pieces of information that will need to
be saved, where the information is currently stored, and where it should be entered into LACES.
You can also prioritize the information. Additionally, you may want to consider modifying forms to
match the flow of data entry into LACES.

Choice Lists

Now you are ready to begin customizing LACES to meet your needs. Looking at the forms you
use compared to the screens and fields available in LACES, decide what menu items you need
on your choice list. Keywords are optional fields that can be used however you wish, but you
may also need to modify the choice list for Referral Sources, Goals, and Social Services, just to
name a few options.

Modifying Choice Lists is one of the most powerful ways that you can customize your database.
Many of the fields in your database that have a drop-down menu can be customized by you.
These menus can be customized by adding new choices, hiding choices, editing existing choices,
or changing the order in which choices are displayed. To modify your choice list, you must
access the additional tabs on the Navigation Pane. Click the button with the double-headed
arrow at the very bottom of your Navigation Pane, under the Materials tab (Literacy agencies) or
the Staff tab (ABE agencies).

26

CONFIDENTIAL AND PROPRIETARY. © 2011 LiteracyProyStems, Inc. All rights reserved.
Revised 11/10/2011



E

Pair

Group

]

Workshop

Bonor

Contact

Velunteer |

Family

E

Material )

b
o

Button to access additional Navigation Pane Tabs

You will now see additional Navigation Pane Options displayed. Select the “Agency” tab, and
select the “Choice Lists” folder from the available folders.

Agency
(£ Key Info
£3 Choice Lists
[C] Custom Fields
[C3 Login Summary

Select “Choice Lists” from the Agency tab.

A list of options will display. These are all of the available drop-down menu items that can be
added to, hidden, or edited. Scroll down the available options to find what you want to edit,
whether it is Keyword or Goals or Hours Type. If there is no modifier to the word, it will usually
refer to the Student, such as Keyword. Other population Keywords would be listed as
TutorKeyword, ClassKeyword, etc. To add an item to the choice list, click the Add New button
and complete the applicable fields in the pop-up box, then click the Add button. You may have to
manually increase the size of the window to see the Add button. The “Display Order” field lets
you choose the numerical order in which you want the new choice list item to display. Smaller
numbers will display first. Although you cannot delete choice list items, you can make them not
visible by deselecting the “Visible” box. Hiding a choice list item will not remove that item if it has
already been added to a record, however it will prevent the item from displaying in the drop-down
menu in the future. Editing an existing item acts retroactively, and will change that item if it has
already been added to a record.
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r_'ff https:Hlacesliteracy. literacypro.comffaction=add&optionUniqu. ..

Add New Choice List Item for Keyword Help 7

LongDescription
Visible [¥]ves

SystemTablelD

ShortDescription
OptionCode 177042 |

DisplayOrder

Cancel Add

Pop-up window for adding a new choice list item (Keyword, in this example). You may have to
expand your window to see the “Add” button.

It is extremely important to remember that modifying the items in your Choice lists can impact
whether data populates to your reports correctly. Certain fields are directly data-mapped to
reports and modifying those items or using another choice list item similar to a default item can
impact your reports. We recommend that only one person in your agency modifies choice lists,
so that there is a consistent record of changes made. Changes made to the Choice List affect
everyone in the agency, not just the user who makes the change.

Deleting Files/ Records

LACES was designed so that you should never have to delete records. If a student who left
came back after two years, and the records had been deleted, you would need to re-enter all of
that information if you had deleted the record. Leaving the record allows you to take advantage
of historical functionality within LACES. For example, if you wanted to compare number of
students served last year versus current year, you must have the records from the last fiscal year.
With all this in mind, we strongly recommend that records and files not be deleted unless
accidentally duplicated, or if a mistake is made.

If you have determined that you must delete a record, use the following steps:

In a record, the Delete button is found on the Key Info page of the record, at the bottom.
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Hlacesliteracy. literacypro.com/ - LACES - Windows Internet Explorer

LACES Training

‘ q#] Welcome, leaadmin! - i 12412008 10:52,03 AM

User Student Key Information erint Preview Bl Help @

Student.

(23 Kev nfo | STUDENTID-206356 ld 4 110f58 < i Refresh®
(3 Accommodations.
(23 Address History Last Hame Duwarf Overal Status Active Current Level Beginning ASE
[0 Assessments. First Name Grumpy Primary Program No Value Entered Entry Level Beginning ABE
[ Classes iddle Hame Keyword No Value Entered For Subject Area Read

(B3 Cless Houre. SSN LastLevel Low Intermediate ABE Edit this section
(22 comments Click to £ Last Level

(3 Custom Fielis
(2 Demographics * INTAKE DATE 10/22/2007 Phone at Address
(33 Diploma info. Student Unique Number 1589 Home Phane
() Disabilty L Address1 Work Phone
(23 Ecucation Address2 lobie Phone
(3 Famiy Zip 80058 Aors
(£ Fiscal Vear ciy Pager
(23 Goals & Ach State No Value Entered Other Phene

(& crups County No Value Entered Other Phone Type No Value Entered
(23 Health Data.

(23 Wentification

(23 Instructional Areas

(2 Language &
] | &8
Class

Mail Preference No Value Entered Contact Freference No Value Entered
E-Mail

Staff

Tutor

Pair

Group
Workshop

Donor

Contact

Volunteer

Family

Material

Cut /7 Gmal- Inbox - sharn... | /= 5
Record showing Delete button in the Key Info screen

| BE Wl LS 5 1154 A

Records cannot be deleted if they will leave “orphan records;” records associated with another
item such as hours or enrollments. If you get an error message when trying to delete a record, it
will indicate what is preventing you from deleting that record. Delete those records, and then you
will be able to delete the person or instructional setting record as needed. Instructional setting
records must be complete or inactive to delete: you cannot delete an Active Class, Pair, or Group.

Could not complete the desired action. Current
context, data, or requirements prevent this.

*Please delete Pair related records before

deleting this student recurd.

Deletion error message

Although it may seem complicated to have to delete hours, enrollment, or other associated items
to delete a record, deletion is primarily intended to be done with duplicated or accidental records,
which should not have a great deal of information in them.

It is nearly impossible to delete a record by accident. You receive two pop-ups requesting

confirmation that you want to delete the record before it is actually deleted. Deleted records
CANNOT be restored once deleted, so be sure you are deleting the correct record.
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Windows Internet Explorer

9P

\'td/ If wou delete this recard, it CANMOT be restored, Are vou sure you want bo continue deleting?

K, l [ Zancel

Deletion confirmation window

You are able to view deleted records, as well as information regarding who deleted the record
and when. To view this information, you must go to the Agency tab.

Click the button with the double-headed arrow at the very bottom of your Navigation Pane, under
the Materials tab (Literacy agencies) or the Staff tab (ABE agencies).

Pair

Group

Workshop

Donor

Contact

Velunteer |
Family

Material )

L
B

Button to access additional Navigation Pane Tabs

You will now see additional Navigation Pane Options displayed. Select the “Agency” tab, and
then the “Delete Log” folder. You will be able to view the name of the person deleted, the
username account that deleted the record, the date the record was deleted, and the Person ID for
the deleted record. Please understand that just because there is a record of the file that was
deleted does not mean it can be restored by LiteracyPro Systems. We cannot restore records
after deletion, so be cautious when deleting information.

3C
CONFIDENTIAL AND PROPRIETARY. © 2011 LiteracyProyStems, Inc. All rights reserved.

Revised 11/10/2011



User

All Person

Agency Delete Log

All Azsessments AGENCYID-108
All Goals
All Enrollments
Delete Lo
A&l Group Enrollments g
all FY Data Deleted Person La: Deleted Person Fir Account who deleted Deletion Date PersonlD
Aoy Clooney George LIT101 1/14/2008 12:00:00 AM 226891
Mascn Sam Leatdmin 1/15/2008 12:00:00 AM 360868
(3 KeyInfo - = =
" ; Diane Chighalm Leaadmin 1/17/2008 12:00:00 AM 361376
coounts
& Black Snowy Leafdmin 1/23/2008 12:00:00 AM 361411
(3 Account Management = =
) Bird Tweety LeaAdmin 1/24/2008 12:00:00 AM 361296
(3 LogidML Accounts i
o Alex Cando LeaAdmin 2/11/2008 12:00:00 AM 226879
inge
O e QL_ w Coyuote Wyle LeaAdmin 3/12/2008 12:00:00 AM 362066
oice Lists
Ej Dumpty Humpty LeaAdmin 3/12/2008 12:00:00 AM 226873
[E3 Custom Fields = =
Schwartz Michael LeaAdmin 3/12/2008 12:00:00 AM 226872
3 Login Summary 2 -
O'Connor Debbie LeaAdmin 3/12/2008 12:00:00 AM 361374
25 Delete Log § X
Pitt Brad LeaAdmin 3/12/2008 12:00:00 AM 226881
Delete log summary
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Chapter Three
Data Entry Outline
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Overview

If the data entered into the database is correct and consistent, you will find that obtaining the data
you need through generating reports or searches should be a simple process. With consistency
as a goal, you should carefully examine the data entry process outlined in this chapter.

Each Tab representing a person population (Student, Staff, Tutor, etc.) and Instructional Setting
(Class, Pair, Workshop, etc.) is discussed, both in terms of how to enter the data and how to
modify and update the information. Every folder representing information within the individual
records is covered. The list of records that display when you select the Tab is called the grid, or
the list. Remember that the way the grid displays can be modified by using custom views, or by
sorting columns.

Tip: Clicking on the column headings will sort the records. Click once to sort in ascending
numeric or alphabetic order; click again to re-sort in descending numeric or alphabetic order. For
example, clicking on Last Name will sort by A-Z. Clicking again will sort Z-A. Clicking on Student
Start Date will sort from oldest date. Clicking again will sort from most recent date.

To display any individual record for viewing or editing, click the tab for that population. (By
default, when you open a LACES database the number of records that display after clicking the
tab will be either the Current FY records, if it is a person population, or the Active records, if it is
an instructional setting population).

Locate the record you wish to open, and double-click the record to view or edit information in the
record. Single-clicking a record will display the key information for that record in the preview
pane, located at the bottom of the grid, unless you have chosen to hide the Preview Pane.

[ Dasani Can Active Low Intermediate ABl Mo Value Entered

» | [[] Delamare David Prospective High Intermediate AE Mo Value Entered
[0 Doe John COn Hold Lewvel Mot Defined No Value Entered
[0 Dolly Hello Active High Adult Secondary Mo Value Entered
[] Dwarf Grumpy Active Beginning ABE Mo Value Entered
[1 Ehret John Active Beginning ABE Mo Value Entered
[ fahrmann colin Active Low Intermediate ABl Mo Value Entered
] Fett Boba Active Beginning ABE Mo Value Entered
] Froud Erian Prospective Lewvel Mot Defined No Value Entered
[1 callagher Erin Active Beg Lit ABE Mo Value Entered
[1 Gillman Philip Active Beginning ABE Mo Value Entered
[] Golightly Hally Active High Adult Secondary GED Fast Track (Bell)
Last Name Delamare Status Prospective Subject Area Read Phane
First Name David Keyword Mo Value Entered Assassment Assessed once this Y City UNION

Middle Name Level High Intermediate ABE 55N

Preview Pane (in red) for a student record

You can hide the Preview Pane by going to the toolbar and clicking View, then clicking “Hide
Preview.”
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Mew “iew Find Selection Print
key Info
My Wiews k
Address List
Assess Info

Page Birthday List fre
MRS
FPhone List
Create New Yiews
Modify Yiews

Hide Prewiew

L0

Hiding the Preview Pane

Tip: After opening a record and any of the corresponding folders, you can click the arrows at the
top right of the screen to move through the records while viewing the same folder.

Mal 4 1 of 69 E

Overall Status:

The statuses of the student and tutor populations have rules established to prevent the person
from being assigned an incorrect status. When you first enter a student or tutor into the data
base, they will always come in with a status of Prospective. From Prospective, you can manually
change the status to Waiting. You cannot manually change the status to Active or Enrolled
because the database will automatically update the status to Active or Enrolled when they are
actually enrolled or assigned to a class, group, or pair. Please see the flow charts on page xxx
for Students, and page xxx for Tutors. Additionally, there is a list of common status changes for
each population below.

Student Status: Students will always come in as Prospective. You can manually change them to
Waiting, if desired. Otherwise, enrolling them into a class, group, or pair will automatically update
them to Active/Enrolled unless you have reached maximum enrollment within a class or group, in
which case they will go to Waiting. From Active/Enrolled, you must complete the student from
their class or group or dissolve their pair, and they will go to either Left (ABE) or On Hold
(Literacy) if that was the only instructional setting they were in. From On Hold you can manually
change them to Left or Waiting as needed. A student who comes in as Prospective but never
actually attends instruction should be updated to either Left or Never Attended; however, you
cannot go directly from Prospective so you must change their status from Prospective to Waiting,
and then from Waiting to Left or Never Attended.

Tutor Status: Tutors will always come in as Prospective. You can manually change them to
Waiting, if desired, provided you do not require New Tutor Training for that tutor. From Waiting,
assigning the tutor to a group or pair will automatically update their status to Active. If you require
tutor training, you must leave the status as Prospective and then enroll them into a Workshop
with a Session Type of New Tutor Training. From there, the status will be automatically updated
to Registered. Upon completion of the workshop, the status will be automatically updated to
Graduated. From Graduated, you can manually change the status to Waiting, or simply assign
them to a pair, group, or class and the status will automatically be updated to Active. Tutors can
only be assigned to a New Tutor Training with a status of Prospective, Additional Training
Required, Oriented, To be Oriented, or On Hold. Tutors with a status of Registered, Left, or
Active cannot be assigned to a New Tutor Training workshop, but can be assigned to other
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Workshop Session Types. A tutor cannot be assigned to a group or paired with a student if their
status is Prospective, Registered, Additional Training Required, Oriented, To be Oriented, or Left.
Tutors can only be assigned with an Overall Status of Active, Waiting, On Hold or Graduated. A
tutor who comes in as Prospective but is never actually assigned to a pair or group should be
updated to Left; however, you cannot go directly from Prospective so you must change their
status from Prospective to Waiting, and then from Waiting to Left.

Staff/Donor/Contact/Volunteer Status:  Staff/Donor/Contact/Volunteer Status is assigned by
you at intake. These populations should enter as Active and be updated as changes occur.

Duplicate Records:

The database recognizes duplicate names and social security numbers, and will issue a
duplication warning when you enter a person with the same first and last name, or same social
security number as an existing record.

S |

* LAST NAME [Banner

* FRST NAME [Bruce

|
|
Middle NamE| |
|

Student Unique Number|

Potential duplicate (last first name)({click for options)

Addressi | |
Potential duplicate warning

When you receive a duplicate warning, you can click on the warning, where you will be able to
view the available data for the potential duplicate, and then choose to either cancel the intake if it
is the same record, continue if it is a different record with the same name, or continue if it is the
same person but you are adding them in an additional role, such as a student who is also a
volunteer, or a tutor who is also a donor, etc. When adding an existing person in a new role, the
key information from the existing record will carry-over to the new role.
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CHECK FOR POTENTIAL DUPLICATES

Existing record{s) appear to match your entered data.

Person ID S5NM Last Name First Name Middle Init Birthday Rales
226332 Banner Bruce 11/7/1978 12:00 Student
Last Mame Banner Status Active Subject Area Read Phone
First Mame Bruce Keyword Verizen Assessment Assessed once this FY  City Ada
Middle Mame Level High Intermediate ABE S5N

ACTION TO BE TAKEN
O caneel previcus data entry - person that was being entered already is in database.
(O Continue - person being entered is not listed abowve.

O Continue - person highlighted is same person, but adding information (e.g., new roles).

Potential duplicate action window

Student File

Student: New Student Intake

Go to the Student tab, click New on the toolbar, and then click “Student Intake.” You will get the
Student Intake form, which you can fill out based on the pre-generated fields. Click “Save &
Return” when you have completed the desired fields, and the record will be saved. You can also
click “Save & New” to save and get a new blank intake form, or “Save & Go” to go into the student
record at a pre-selected folder, such as Goals & Achievements, or Assessments. You can locate
the record and edit or add additional information from the available folders, which are discussed
below.

Mew “iew Find Selection Print Help
Student Intake
Student QuickAdd
Assign Goals

Adjust MRS Survey Data
4 Page|l o1l T P Rerrech o

Keyword

Figure: Student Intake option on the New menu

You will fill out the following fields, some of which are required data, as indicated by a red asterisk
on the intake form:
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*Intake Date: (required) The date of initial intake of the student into your program. Populated via
a drop-down calendar, or by typing in the date in a mm/dd/yyyy format.

SSN (social security number): Student social security number. Not required. You can use a 9-
digit student ID instead of a social security number, but we recommend using the Student Unique
Number instead, if you do not obtain social security numbers from your students

*Last Name (required): Student Last Name

*First Name (required): Student First Name

Middle Name : Student Middle Name

Student Unique Number: A field for tracking students in the event you do not track based on
social security number. Can be alpha-numeric and contain special characters.

Addressl: Student address

Address2: Additional student address information, if needed

Zip: Postal zip code. City, County, and State will all fill in automatically based on zip code
entered.

City: Student City of residence. Should fill in automatically based on zip code.

County: Student County (or Parish, in Louisiana) of residence. Should fill in automatically based
on zip code.

State: Student State of residence. Should fill in automatically based on zip code.

Phone at Address: Usually used to enter the primary telephone contact number for the student.
Mail Preference: A field for indicating the student’s preference for how they receive
communications from your agency, if at all.

Home Phone: The home telephone number for the student, if applicable.

Work Phone: The work telephone number for the student, if applicable.

Other Phone: A numeric field for designating other contact phone numbers for the student, such
as emergency contact or guardian phone number.

Other Phone Type: A drop-down text-based field for designating the type of phone number used
in the “Other Phone” field.

Contact Preference: A field for designating how the student prefers to be contacted by
telephone, if at all.

E-Mail: Student’s electronic mailing address.

Primary Program : The Primary Program that the student is assigned to. Primary Program is
used to determine if the student is in special programs that are tracked by the NRS and AAR,
such as Family Literacy or Corrections. The choice list for Primary Program cannot be edited at
the local level, so changes to the drop-down menu must be requested through technical support.
Level: This field can be used to indicate the educational functioning level at intake for the student,
although we do not recommend this, especially for agencies who report to the NRS. Data
entered in this field at intake would be overwritten by the level generated by a valid NRS-
approved assessment. Additionally, this field CANNOT be edited once entered, although
additional level history may be added via the student Level History folder.

Keyword : The Keyword field is available to provide a field that can be modified for any use you
wish. Keyword can be searched on and sorted by, and the drop-down choice list for Keywords is
completely modifiable at the local level, by using choice list “Keyword.”

Birthdate : Populated by a calendar or type-in date field, and cross-walked to automatically
update the Age field annually. Required Field.

Age: Populated via the Birth date calendar, and updated automatically annually by LACES.
Minor with Adult Status: A checkbox field wherein the box not being checked indicates
False/No, and a checkmark in the box indicates True/Yes.

*Gender : Populated via a user-modifiable (not recommended) choice list drop-down menu.
Required Field.

*Ethnicity : Populated via a non-user-modifiable drop-down menu. Required field.

*Employment Status: Populated via a user-modifiable (not recommended) choice list drop-down
menu. Required Field. It is important to enter and update Employment Status correctly and in a
timely manner if you receive NRS funding, as Employment Status is tracked for the Enter and
Retain Employment goals, and the Status and dates of Status are part of the equation for met
goals. Consequently, the Employment Status must match with the student goals regarding
employment. For example, if you enter that the student has a goal of Enter/Obtain Employment,
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the database will only accept that goal if the student’'s Employment Status at that time is
Unemployed.

ESL: A checkbox field wherein the box not being checked indicates False/No, and a checkmark
in the box indicates True/Yes.

Public Assistance: A checkbox field wherein the box not being checked indicates False/No, and
a checkmark in the box indicates True/Yes.

Homeless: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

*Residence Area: Populated via a user-modifiable (not recommended for NRS-funded agencies)
choice list drop-down menu. Required Field. The drop-down menu is modifiable in the Choice
List under “Area,” although it is not recommended that this field be modified by any NRS-funded
agency.

Economic Disadvantage: A checkbox field wherein the box not being checked indicates
False/No, and a checkmark in the box indicates True/Yes.

Dislocated Worker: A checkbox field wherein the box not being checked indicates False/No, and
a checkmark in the box indicates True/Yes.

Displaced Homemaker: A checkbox field wherein the box not being checked indicates False/No,
and a checkmark in the box indicates True/Yes.

Single Parent or Guardian: A checkbox field wherein the box not being checked indicates
False/No, and a checkmark in the box indicates True/Yes.

Immigrant: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Correctional: Populated via a user-modifiable choice list drop-down menu. The drop-down menu

is modifiable in the Choice List under “Correctional.”

Apparent or Disclosed Disability: A checkbox field wherein the box not being checked
indicates False/No, and a checkmark in the box indicates True/Yes.

Specific Learning Disability: ~ Populated via a user-modifiable choice list drop-down menu. The
drop-down menu is modifiable in the Choice List under “SpecificLearningDisability.”

Student Intake Form

Fields marked with an asterizsk*are required for NRS reporting.

Intake Date | 7/1/2007 v

SSN
* LAST NAME
* FIRST NAME

Middle Name

[ ]
[ ]
[ ]
[ ]
Student Unique Number l:l
[ ]
[ ]
[ ]
[ ]

Address1

Address2

Zip

City
County | Mo Value Entered
State | No Value Entered

Mail Preference | Mo Value Entered

Cther Phone Type | Mo Value Entered v

Contact Preference | No Value Entered v

Help ‘7

Primary Program | No Value Entered v
Level | Level Mot Defined ~

Keyword | No Value Entered A

* BIRTHDATE [ 00/00/0000 -
roe[]

Minor with Adult Status []
* GENDER | Mo Value Entered ™
* ETHNICITY | No Value Entered v
* EMPLOYMENT STATUS | No Value Entered |+

ESENF]
Public Assistance []
Homeless []

Residence Area | Mo Value Entered %
Economic Disadvantage []
Dislocated Worker []
Displaced Homemaker []
Single Parent or Guardian []
Immigrant []

Correctional | No Value Entered v
Apparent or Disclosed Disability []

Specific Learning Disability | Mo Value Entered i
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Student Key Info

Student Key Info is actually comprised of two parts. There is the Student Key Info box, which is
available from every section of the student’s record:

Student Key Information Print Preview E
STUDENTID-359709 W& 10fd8 oy Refre
Last Name Adams Overall Stafus Active Current Level Low Adult Secondary
First Name Joyce Primary Program No Value Entered Entry Level Beginning ABE
Hiddle Name Keyword No Valug Entered For Subject Area Read
Ll Edit this section

Student Key Info box

And the Student Key Info record, which is available only by clicking the “Key Info” folder in the
Student record. Both sections of the Key Info folder are primarily populated from fields filled out
on the Student Intake screen.

* INTAKE DATE 11/26/2007 Phone at Address
Student Unique Number Home Phone
Address1 1216 Longs Peak Avenue Work Phone
Address2 Mobile Phone
Zip 45101 Fax
City ABERDEEN Pager
Stale OH Qther Phone
County BROWN Other Phone Type No Value Entered
Wail Preference No Value Entered Contact Preference No Value Entered
E-Mail

Student Key Info record

The Student Key Info box can be edited from any folder in the Student record by clicking on the
“Edit this Section” link. The Key Info box contains the following fields that are visible when
viewing the screen, and additional fields (listed below) that are only viewable from the “edit”
section of the screen:

Visible Fields:

*Last Name

*First Name

Middle Name

SSN (social security number)
Overall Status

*Primary Program
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Keyword

Last Level
Current Level
Entry Level

For Subject Area

Edit Student Key Info Print Pri

STUDENTID-358710 4+ 10f102 +

Fields marked with an asterisk™are required for reporting

Personal Title or Prefix l:| Last Surname at Birth l:l Assess Subject Area | \1ath I
Middle Name I:l * PRMARY PROGRAN | o Value Entered 3

Generation Suffix l:| Status Change Date [0/00/0000 v

Student Key Info box edit screen with additional fields

Visible only From Edit Screen fields:
Personal Title or Prefix

Generation Suffix

Former Legal Name

Last Surname at Birth

Nickname

Status Change Date

Explanations for these fields are as follows:

*Last Name (required): Student Last Name, populated via the Student Intake Screen

*First Name (required): Student First Name, populated via the Student Intake Screen

Middle Name : Student Middle Name

SSN (social security number): Student social security number. Not required. You can use a 9-
digit student ID instead of a social security number, but we recommend using the Student Unique
Number instead, if you do not obtain social security numbers from your students

Overall Status : Student’s Overall Status within your agency, which can be different from the
Enrolled Status within a class, group, or pair. Overall Status is usually set automatically based on
the Enrolled Status within an instructional setting. Some statuses can be changed manually,
while others cannot. See the Student Life Cycle for additional information regarding Overall
Status.

*Primary Program : (required) The Primary Program that the student is assigned to. Primary
Program is used to determine if the student is in special programs that are tracked by the NRS
and AAR, such as Family Literacy or Corrections. The choice list for Primary Program cannot be
edited at the local level, so changes to the drop-down menu must be requested through technical
support. This field is populated via the Student Intake Screen.

Keyword : The Keyword field is available to provide a field that can be modified for any use you
wish. Keyword can be searched on and sorted by, and the drop-down choice list for Keywords is
completely modifiable at the local level. This field is populated via the Student Intake Screen.
Last Level: Last Level prior to Current Level for the student. Populated automatically via the last
current level, or manually via the Level History folder

Current Level : Current Level represents the current fiscal year Educational Functioning Level
status of the student. This field can be populated in two ways: at initial intake, the “Level” field on
the intake form will populate the Current Level if a level is selected. However, once that level is
applied, the Current Level field cannot be modified except by entering or pushing forward a valid,

40

CONFIDENTIAL AND PROPRIETARY. © 2011 LiteracyProyStems, Inc. All rights reserved.
Revised 11/10/2011



NRS-approved assessment into the student Assessment folder, which will then crosswalk the
corresponding NRS level to the Current Level field. The Current Level field will be updated to
show gains in EFL, if appropriate, for every assessment after the initial assessment that sets the
beginning Entry and Current Level for the fiscal year, or if the Subject Area is changed. Current
Level will never go down from the Entry Level in a fiscal year; it will only reflect gains, if made by
the student.

Entry Level : Entry Level is generated by entering or pushing forward a valid, NRS-approved
assessment into the student Assessment folder. The initial assessment entered at the beginning
of the current fiscal year will determine the Entry Level. All additional assessments will update
the Current Level, while the Entry Level remains the same (unless the Subject Area is changed).
For Subject Area: Subject Area is the area of assessed domain that the student will be tracked
in for the fiscal year. This field is also referred to as AssessDomain in the choice list and as an
available field in the custom view options. The Subject Area is populated automatically when an
initial assessment is entered into the student Assessment folder. LACES will select the first
subject area assessment entered, unless the sub-tests are entered all on one assessment card,
such as with the TABE, in which case it will select the subject area with the lowest corresponding
Educational Functioning Level. Note that a subject area can have a lower EFL and a higher
scaled score. If the student has 2 or more EFLs that are the same on a TABE, LACES will
default to Reading, then Math, then Language. There must be an assessment within the subject
area within the current fiscal year or the student will show no subject area or levels.

Personal Title or Prefix:  Mr., Mrs., etc., populated via a user-modifiable drop-down menu,
available under choice list “Prefix.”

Generation Suffix : To designate if a student is a Junior, Senior, Ill, IV, etc.

Former Legal Name : For use in designating a student’s former legal name, in the event of a
name change.

Last Surname at Birth : For use in designating a student’s last surname, in the event of a name
change such as due to marriage or adoption.

Nickname : Student nickname, if applicable.

Status Change Date : Date field which allows the Overall Status change date to be recorded,
when a student’s Overall Status changes.

The Student Key Info record contains the following fields, all of which are viewable both from the
view screen and the edit screen:

*Intake Date: (required) The date of initial intake of the student into your program. This field is
populated via the Student Intake Screen.

Student Unique Number: A field for tracking students in the event you do not track based on
social security number. Can be alpha-numeric and contain special characters. This field is
populated via the Student Intake Screen.

Addressl: Student address, populated via the Student Intake Screen.

Address2: Additional student address information, if needed

Zip: Postal zip code. City, County, and State will all fill in automatically based on zip code
entered, and are populated via the Student Intake Screen.

City: Student City of residence. Should fill in automatically based on zip code.

State: Student State of residence. Should fill in automatically based on zip code.

County: Student County (or Parish, in Louisiana) of residence. Should fill in automatically based
on zip code.

Mail Preference: A field for indicating the student’s preference for how they receive
communications from your agency, if at all.

E-Mail: Student’s electronic mailing address, populated via the Student Intake Screen.

Phone at Address: Usually used to enter the primary telephone contact number for the student,
populated via the Student Intake Screen.

Home Phone: The home telephone number for the student, if applicable, populated via the
Student Intake Screen.
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Work Phone: The work telephone number for the student, if applicable, populated via the
Student Intake Screen.

Mobile Phone: The cellular telephone number for the student, if applicable.

Fax: The facsimile telephone number for the student, if applicable.

Pager: The pager telephone number for the student, if applicable.

Other Phone: A numeric field for designating other contact phone numbers for the student, such
as emergency contact or guardian phone number.

Other Phone Type: A drop-down text-based field for designating the type of phone number used
in the “Other Phone” field.

Contact Preference: A field for designating how the student prefers to be contacted by
telephone, if at all.

Date Left : Date field allowing the user to indicate the date that a student left the program,
populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.

Reason Left : Populated via a drop-down menu using a user-modifiable choice list, available as
“ReasonLeft.”

Reason Left Detail: Text field allowing the user to indicate the reason a student left the program.

Student Accommodations

The Student: Accommodations folder allows you to track any necessary accommodations
requested by the student due to apparent or disclosed disabilities. You can access this folder by
going into the student record and clicking the Accommaodation folder. You will be taken into the
Accommodation section, where you can add new accommodations by clicking on the Add New
button, or view and/or edit existing accommodations.

Student Accommodations Add Mew ] [ Delete ]

Requested Provided End Date Accommodation

Student: Accommodations folder screen

After clicking Add New, you will get a pop-up window where you can indicate the date the
accommodation was requested, the date the accommodation was provided, and the date the
accommodation ended or is anticipated to end. The type of accommodation provided can be
selected from the drop-down menu, which is populated based on the choice list items you enter
from the Agency tab (see instructions for modifying choice lists, if needed). There are also two
windows provided where you can indicate the reason/cause of an accommodation, if desired, and
provide any additional notes regarding the accommodation.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another accommodation item.
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Add Accommodations Help ‘P

Fields marked with an asterisk*are required for NRS reporting.

Requested | 1/3/2008 w
Frovided |1/3/2008 v
End Date [00/00/0000 v

Accommedation | Mo Value Entered |

Reason/Cause

Motes

Adding a new accommodation to a student record

Student Address History

The Student: Address History folder allows you to track the student’s Address History over their
time in your program. You can access this folder by going into the student record and clicking the
Address History folder. You will be taken into the Address History section, where you can add
new address history information by clicking on the Add New button or view and/or edit existing
address history, as well as delete unneeded address history.

Student Address History [ Add New l [Delete]

Primary Start Date End Date Address1 Address2 City State Zip Code
True 1216 Longs Peak Awvenu Aberdeen OH 45101

Student: Address History folder screen

After clicking Add New, you will get a pop-up window where you can indicate if the address being
added is the primary address by checking the “Primary Address” box or now, the date the
address history was added, the date the address history ended or is anticipated to end, the
address itself (including Address1 and Address2, City, State, Zip Code, and County). You can
also edit or provide Area information (Urban or Rural) and the Phone at Address information.
You can then choose Save & Return to save the information and return to the student record, or
Save & New to add additional address history, if needed.
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Add Address History Help ¥

Fields marked with an asterisk*are required for NRS reporting.
Primary Address []

Start Date | 1/3/2008 -
End Date | 1/3/2008 v

Addressl | |

Address2 | |

City | |

State | Mo Value Entered |+

Zip Code | |

County | Mo Value Entered v

Area | No Value Entered

Phone | |

[Save&ﬂeturn] [ Save & New

Student: Address History addition window

Student Assessments

The Student: Assessments folder allows you to track any assessments given to the student
during their time in your program. You can access this folder by going into the student record and
clicking the Assessment folder. You will be taken into the Assessments section, where you can
add new assessments by clicking on the Add New button or view and/or edit existing
assessments, or delete them if needed.

In addition to being able to view and edit the existing assessment information and add new

assessments, you can also see the student’s overall assessment status for the fiscal year, and
how many instructional hours they have had since their last recorded assessment.
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Student A t | Add New Delete

Fiscal Year Date Instrument Form Subtest Level Scaled SPL/GLE Assessed Level
2007-2008  11/30/2007 TABE TABE 10 Reading M 580 Low Adult Secondan
2007-2008 08/07/2007 TABE Survey 10 Reading M 450 Beginning ABE

Overal Asssssment Status Assessed 2+ this FY Change status (e.q.. make exempt from assessment this fiscal vear

Instructional Hours Since Last Azsessment 16

Student: Assessments folder view

Assessments are a critical information point for your student data. Entry level, current level, and
subject area are automatically populated based on current fiscal year assessments, provided you
are using one of the NRS-approved assessments that crosswalk to provide NRS Educational
Functioning Levels. The NRS-approved assessments are:

TABE
CASAS
BEST
Best Plus
Workkeys

If you are using a non-NRS level-defining assessment, you can typically still use the
Assessments folder to track the scaled score and Grade Level Equivalent for the student, but the
Entry Level, Current Level and Subject Area will not be automatically populated by these
assessments, and will instead need to be tracked in the Level History folder, or through some
other method. The Subject Area can be manually changed regardless of assessment, but the
Entry Level will only populate via a crosswalk from an NRS-approved assessment.

Many of the non-NRS approved assessments are included in the Assessment card, however, the
list of assessments cannot be modified via the choice list, so if your agency uses an assessment
that is not on the provided drop-down list, please contact technical support to request that the
assessment be added. Generally, information from the test manufacturer is needed in order to
add the assessment to the drop-down list.

To enter assessments for a student, go to the Student tab, then locate the record for the student
to whom you are adding the assessment. Double-click the student name to open the record. The
record will open to the “Key Info” screen. Look at the left-hand navigation pane and locate the
“Assessments” folder and click the folder. The Student Assessments screen will be displayed.

To add an assessment, click “Add New.”

After choosing “Add New,” you will get a pop-up window where you can fill in the assessment
information by choosing the instrument, form, and level, as well as the assessment date and
fiscal year. Pay particular attention to the Fiscal Year as leaving that blank or populating it with
the incorrect FY can result in the student not populating the NRS tables. When choosing the
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instrument, form, and level, you must make a selection from each column before you can
continue, even if the selection for level is “n/a.” When you add score information for the
assessments, GLE will always over-ride the scaled score so be certain those match. Use the Tab
key on your keyboard rather than the Enter key. The level associated with each scaled score will
be added as you enter the data, provided the subject area and assessment are valid, level-
defining assessment subjects as defined by the NRS. Click the “Save and Return” button when
you have filled out all of the relevant information.

Add Assessment Information Help 7

Use Tab key to navigate through instrument, form and level. Use Up/Down arrow to select item.

For Person Joe Schmo Date assessed
ESL 1212/2007  »

SEIECLINSIUMENL o 2
ABE Wordlist

ABLE

Adult LAS

Adult Reading Inventory

AMES

Bader Reading and Language Inventor
BEST

BEST Plus.

CASAS Citizenship-Interview

CASAS Citizenship-Reading

CASAS ECS Appraisal

CASAS Employability-Listening
CASAS Employability-Math

CASAS Employability-Reading

CASAS ESL Appraisal

CASAS Life & Work-Reading

CASAS Life Skills Appraisal

CASAS Life Skills-Listening

CASAS Life Skills-Math

CASAS Life Skils-Reading

CASAS POWER b

Cancel

Fiscal year 2007-2008 v

Adding a new student assessment

You may have noticed that some students have "No Value Entered" in the Subject Area Field and
"No Level Defined" in the Entry Level and Current Level. (Some students may have a Current
Level which is from migrated data from the old software program, or was entered at intake.
These cannot be updated except by entering a valid, NRS-approved assessment). Since LACES
updates levels based upon Assessment records you need to determine if the student has a valid
assessment . Here are some reasons a student may show as never having been assessed.

a) It could be that they simply have not been assessed yet, or the assessment has
not yet been entered. Typically, all new students should have a pre-test, and
students should be post-tested according to state and test manufacturer
guidelines.

b) If the student has an assessment, make sure that the subject area in the key
information section matches the subject area of the assessment. This is
particularly important to check if the student has changed subject areas from one
fiscal year to the next. See example below.
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STUDENTID-244002

Iiddlz Hame

Student A

SSN 1

Student Assessment

Last Mame Aguilar

First Mame Daniel

11-11-1111

Overall Status Active

Primary Program Programl

Keyword No VYalue Entered

nent | Add New Delete |

-Fiscal Year
2005-2006
2005-2006
2003-2004
2002-2003
2001-2002

Date
04/03/2006
02/01/2006
10/16/2003
09/26/2002
i0/01/2001

Instrument ‘Form
TAEE Survey 7
TABE TABE S
TABE TABE 8
TABE TABE 8
TAEBE TRABE 7

Overall Assessment Status Never Assecsed this FY

Change status {e.q..

Subtest
Reading
Total Mathematics
Reading
Reading
Reading

make exempt from asce

a4 4= S5of283

Print &= Help T

] Refresh o

Current Level Level Not Defined

Entry Level Lewel Not Defined

For Subject Area Oral
Edit this s=cticn

Level

Scaled SPL/GLE

iy
[=]

[}
(=]

% m oW
ra m
o o

I
=
(=]

[
i

sement thie fiscal vear)

This student has no Oral assessments, so he is showing no level because the
subject area is Oral. If we simply change the subject area to Reading, he will show
appropriate levels, as you can see below.

STUDENTID-844004

Middie Name

Fiscal Year

S5N 1

Student Assessment

La=t Mame Aguilar

First Name Daniel

Overall Status Active

Primary Program Programl

Keyword Mo Value Entered

Student Assessment Add New

Date Instrument i Farm Subtest
2005-2008 04/03/2006 TABE Survey 7 Reading
2005-2006 02/01/2006 TABE TABE 8 Total Mathematics
2003-2004 10/16/2003 TABE TAEE 8 Reading
2002-2003 09/26/2002° TABE TAEBE 8 Reading
2001-2002 10/01/2001 TABE TREE 7 Reading
Overall Azzessment Status Assessed once this FY Change status (e.q..

e 4= S ofZ263

Current Level

Entry Level

For Subject Area

Level

Print E Help -

+ b Refresh o

Beg Lit ABE
Seg Lit ASE
Read

Edit this section

Scaled SPL/GLE

310
560
520
520
400

make exempt from assessment this fiscal vear]

c)

In cases where the student is an ESL student, it is possible for them to come in
with an Entry Level of Completed Advanced ESL. A student with Completed
Advanced ESL will not populate to the NRS tables, as there is no way to show
growth. Consider giving these students another pre-test, if appropriate, such as
a different ESL assessment or even an ABE assessment.
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d) Finally, if the student had an assessment from the last fiscal year that can be
carried over, consider whether it is appropriate to push forward that assessment
so that it will count for this fiscal year. Remember that you must not push
forward an assessment from one fiscal year to anoth er until after ALL
reports have been run for the prior fiscal year, yo  ur data has been frozen
and the state has given you the go-ahead to start e  ntering new fiscal year
data. To locate students who fall within the 90 day window typically allowed by
the test manufacturer and the state, follow these instructions.

i) From Students, go to All Students.

i) Go to Find>Assessment Search>General Assessment

iii) Use the Date option, check the date checkbox and fill in the date range with
4-1-FY to 6-30-FY and then Search.

iv) The selection provided will be the students for whom you could potentially
push forward an assessment. Once you have selected those for whom it is
appropriate, go into the student’s record and go to their Assessment folder.

v) Double-click on the assessment record that is to be edited.

vi) DO NOT change the date the assessment was completed . Instead,
simply change the fiscal year field to reflect the new fiscal year. See
example below.

= https:fflaces. literacypro.comfZaction=Edit&krecordid=462510 - Add Assessment - Windows Inter... [Z]@E

Assessment Card Help P

Perzon |Daniel Aguilar BESL([]

Instrument |TAEE

Staff ||

Form Survey 7 Fizcal Year 2[]_05—2[]_05 v_
Mo Value Enterad
2004-2005

| 2005-2006

Difficulty/Level |A

Mote: SPL/GLE overrides scaled score when assigning level Make sure they are consistent.
2008-2008
|2009-2010
Subtest Name or Measure Scaled SPL/GLE Completed 2001-2002
Reading 13100 | 0 G/22/2006 % |2002-2003
- i " |2003-2004
2000-2001 !
11999-2000

Pushing forward an assessment by modifying the Fiscal Year field

Student Classes

The Student: Classes folder allows you to track any classes attended by the student during their
time attending your program. You can access this folder by going into the student record and
clicking the Classes folder. You will be taken into the Class section, where you enroll the student
into existing classes by clicking on the Add New button, view and/or edit their enrollment in
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existing classes, or re-enroll them into classes in which they had been enrolled but left, provided
the class is still active and available.

Student Class Enrollment [ Add New ] [ Delete ] [ Re-Enrallment
Student Start Date Student End Date Term Enroll Status Course Number Title Fees Paid (if app
12/12/2007 06/30/2007 2007 Sum Enrolled CC123 Basic Math

Student: Classes folder screen

To enroll a student into an existing class, click the Add New button. You will get a pop-up window
where you can indicate the enrollment date and then select the “Select Class(es)” button.

= https:Hflacesliteracy. literacypro.comfaction=REGISTERCLASS - LACES - Windows Internet Explorer Elﬁ|

Enroll New Classes Help &
Student Name: Adams, Joyce

Step 1: Enter Enroliment Date |' 121122007 Ml
| &l
i Select Classes to Enroll:
s ‘
[
!
Step 3: [ Save & Return When Finizhed |

Cancel

New enrollment pop-up window from the Student: Classes folder

After you click the Select Class(es) button, you will see the LACES Data Chooser, which allows
you to select any classes into which you want to enroll the student, either by clicking the
checkboxes in front of those classes and clicking the “Use Selected” button, or by double-clicking

the class name if you only wish to enroll the student into one class.

3 All Classes Select from Class list

# (33 Status Use checkbox(es) to make selection, and then click on "Use Selected” button to continue.

& £ Term |T\t|e Vl Begins with |+ | Q IQ

3 Level 30 Records Selected  Total 34 Records

# (23 Program O Term CourseNumber ClassSectionTitle Status Keyword AssignedStaffNam

H 33 Keyword . .
[0 =2007-2008 51201 Science 101 Active Class Keyword 1

# (T3 Department . \ .
[] 2008 win Shannon's Super Active No Value Entered
[0 Mo value Entered TEEN Active No Value Entered
[0 Mo value Entered Debbie's Class  Active No Value Entered
[0 Mo value Entered Josh's Class Active No Value Entered
[0 Mo value Entered DeShonda's Class Active No Value Entered
[0 2007 Fall Phyllis' ESL Active No Value Entered
[] 2007 spr 101 Jackie's Adult Day Active Mo Value Entered

Data chooser for classes
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To edit an existing class record, double click on the record in the student class folder. You will
see the “Edit Class Enrollment” window, where you can make changes to the student class
enrollment record, if needed. Bear in mind that if you make changes to the student start or end
date, those dates must still be within the class start and end date. Also, if you mark a student as
“Left” or any form of left, the end date cannot be a future date.

~
Edit Class Enrollment { Record ID = 312997) Help P
Fields marked with an asterisk™are required for NRS reporting.
Last Mame Adams First Mame Joyce -
Class Start Date 2/7/2007 Class End Date 6/30/2007
Enroll Date ‘ 12M12/2007 V| Enroll Status | Enrolled -
Student Student End
125 1304
Start Date ‘ 12M2/2007 v| Date B/3072007 L
Wariable
Credit Class [
Possible 0= Earned 0=
Credits ¥ Credits ¥
Letter Grade | | Quality Points 0%
Grade Pu:uint5| 0 $| Units 2
Class Meets
Ganniremont | M0 Value Entered b e
Save & Return
w

Editing a Class Enrollment record

To re-enroll a student into a class, from the student record, go to the Class folder. You can only
re-enroll a student using the “Re-Enroll” button if they are no longer actively enrolled in the class.

Click the “Re-Enroll” button.
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User

= https:fflaces. literacypro.com/ - LACES - Windows Internet Explorer

Dupree College

p =

Welcome, |psadmin!

1

Student

=T

(] Address History
[77 _Assezsments
&5 Classes

[£7 Class Hours
(3 Comments
[E3 Custom Figlds
(3 Demographics
{Z3 Diploma Info
[ Disabilty

{3 Education

23 Fiscal Year
(] Goals & Ach
(] Health Data

Student Class Enrollment

STUDENTID-85756

Last Name BALLENSKY
First Name Justin
Niddle Name Maric
SS5N 510-17-3052

Overall Status Left
Primary Program Adult Ed

Kevword None

Student Class Enrollment [ Add New ] [ Delete

[ Re-Enrollment

Student Start Date Student End Date
08/18/2006 06/30/2007

Term

2006-2007 Left

Enroll Status Course Number

06-07

e

Kyle

Print Preview

e &= Toil b
Current Level Level Not Defined
Entry Level Level Not Defined
For Subject Area No Value Entered
Edit this section

Title

[E3 dentification

(] instructional Areas
3 Language

(3 Level History

[£3 Overall Status Histor

Re-enrolling a student via the Class folder in a student record

You will get a pop-up re-enrollment window. Check the Re-Enroll checkbox for the class(es) into
which you wish to re-enroll the student, and make sure you change the Enrollment date. Click
“Save & Return.” The student will be re-enrolled in the class. The student’s start date will be
whatever was initially entered as the Start Date. The student’s end date will be whatever the
Class End Date is in the Class Key Information. If you view the student’s enrollment record in the
Class record, the Enroll date there will display the date the student was re-enrolled. You can also
re-enroll a student from the Class record in the Class tab, but that is a longer, multi-step process.

Student Class Hours

The Student: Class Hours folder allows you to track any hours obtained in classes attended by
the student during their time in your program. You can access this folder by going into the
student record and clicking the Class Hours folder. You will be taken into the Class Hours
section, where you add hours for the student in their currently enrolled classes by clicking on the
Add New button, view and/or edit their hours in existing classes, or delete hours.

Student
] Key Info
(] Accommodations
] Address History
[ Assessments

STUDENTID-B605%
Last Name ADERMAN Overall Status Enrolled

First Name Pat Frimary Program Adult Ed

D Classes Middle Name Keyword TANF
£ Class Hours SEM 316-56-5014
] Comments

(] Custom Fields
[C] Demographics:

Student Class Hours |_Add New

(£ Diploma Info

() Disabilty Date Course Number Class Type Hours Absent e
(I Education 02/27/2008 204 PRE-GED Instruction 10 0 False
o Fiscal Year 02/15/2008 812 GED Instruction a 0 False
(] Goals & Ach 01/31/2008 812 GED Instruction ] 0 False
[C Health Data 01/01/2008 204 PRE-GED Instruction 10 0 False
(22 egiifcation 12/31/2007 204 PRE-GED Instruction 10 o False

Student: Class Hours folder

Hours can be added from the class record or the student record. To add new hours from the
student record, click “Add New.” This will take you to the Add Attendance screen, which gives you
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the opportunity to put in the date for which you are adding hours, the type of hours being added
(Instructional, Travel, Prep, etc.), and the default amount of hours to add.

Upon clicking “Continue,” you will see an attendance window that lists all classes that the student
is enrolled in on the date for which you are entering hours, the Hours Type, the amount of hours,
and the “Log Hours” and “Attend” checkboxes, as well as additional fields for late/absence
explanations. You MUST click the “Log Hours” checkbox for all the classes for which you wish to
add hours. If you do not check the “Log Hours” box, the hours will not be logged. The “Attend”
checkbox is pre-clicked for the student for all active classes. If the student did not attend, you
can either not check the “Log Hours” box or uncheck the “Attend” box. Unchecking the “Attend”
box will generate an hours record for that date in the student’s record, indicating that they were
absent that day. Not checking the “Log Hours” box creates no student record, but simply doesn’t
log any hours for that student on that date.

When you have modified any information that needed changing from the default hours, and
checked the applicable “Log Hours” boxes for the student, click the “Save & Return” button in the
bottom right-hand corner

Add attendance or hours Help "7

Note: This list only includes those who are eligible for hours on the date chosen ie their start date is prior to the hours date
Feminders:
-- To log hours you must click the Log Hours checkboxes

-- Please click the Save&Return button only ONCE to avoid duplicate entries

Log Attend

Hours Date ClassSectionTitle CourseNumber Type Hours Late Absen
4/15/2008 | Josh's Class Instruction v 6 [ 0
Save & Return

Please click only ONCE to avoid duplicate entries

Add new hours window. Note the warnings in red.

Additionally, at the bottom of the screen are the hours totals for the student in whose record you
are working. The Hours Totals will include:

Current FY Instruct Hours: This is all current fiscal year instructional hours. This total should
display only instructional hours, not ancillary hours such as travel or prep time (if tracked), and
only for the current fiscal year.

Instructional Hours: This is instructional hours for the entirety of the student’s time in your
program. This total does not include ancillary hours such as travel or prep time (if tracked), but
does include all instructional hours regardless of fiscal year.

Lifetime Hours: This total includes all hours earned by the student for the entirety of their time in
your program, including ancillary hours such as travel or prep time (if tracked), and regardless of
fiscal year.

Current FY Instruct Hours 187.00 Lifetime Hours 278.00
Instructional Hours 278.00

Student Hours Totals
Student Comments
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The Student: Comments folder allows you to track any comments added to the student record
during their time in your program. You can access this folder by going into the student record and
clicking the Comments folder. You will be taken into the Comments section, where you can add
comments for the student by clicking on the Add New button, view and/or edit the existing
comments, or delete comments. Comments placed in a Pair record will automatically be
populated to the student and tutor comments folder in the Pair Comments window, and cannot be
edited from the individual records but must be edited from the Pair Comments screen.

User Student Comments Brint Previd

Student
3 KeyInfo STUDENTID-66099. W4 & 10fST = w
(] Accommodations
[ Address History Last Name ADERMAN Overal Status Enrolled Current Level Beginning ABE
(] Assessments First Name Pat primary Program Adult Ed Entry Level Beg Lit ABE
(3] Classes Widdle Name Keyword TANF For Subject Area Read
(2] Class Hours SSN 316-56-5014 Edit this section
£ Comments

[ Custom Fields i

(] Demographics Student Comments |_Add New Pair Comments
() Diloma fnfo = s e
() Disabilty Date Type Comment

£ Ecucation 02/12/2008  general comment  Pat called and will miss class next week due to vacation. -MT

£ Fiscal Year 10/26/2007  general comment  Pat called and is ill, Will be out 1-2 days. IS

{1 Goals 8 Acn

) Heath Data

[ Hentfication

() instructionsi Areas

£] Language

£ LevelHistory

The Comments folder screen, with student and pair comments windows

The Comments fields are character limited and will not visibly save more than 3000 characters in
one comment. Please note that spaces (including paragraph and line breaks) are considered
characters, especially if you cut and paste comments from other sources.

Add Comments Help ¥

Fields marked with an asterisk™are required for NRS reporting.

Date | 3/31/2008 hd

Type | Mo Value Entered '+
MNo Value Entered
general comment
Comment

The “Add New” comment window

To add a new comment, click the “Add New” button. Select the appropriate date and type of the
comment. You can indicate the Type of comment, such as phone call, weekly update, general
comment, etc. The Comment Type drop-down menu is modifiable in the Choice List as
“CommentType.” After selecting the Date and Type of comment, type in the comment into the
comment window, and click Save & Return if done, or Save & New to add an additional comment.

Student Custom Fields

The Student: Custom Fields folder allows you to add custom fields to the student database for
tracking information not captured by existing LACES-generated fields. The Custom Fields are not
populated via a drop-down menu but are type-in fields that you can use for whatever information
you deem relevant. You can access this folder by going into the student record and clicking the
Custom Fields folder. You will be taken into the Custom Fields section, where you can add
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custom fields for the student by clicking on the Edit button, view and/or edit the existing custom
fields applied to that student, or delete existing custom fields applied to that student.

Student

(] Key nfo STUDENTID-66051 K & 2057
(3] Accommodations

(3] Address History Last Name ALIM Overall Status Enrolled Current Level High Intermediate ABE

(O] Asseszments First Name Lukas Primary Program Adult Ed Entry Level High Intermediate ABE

(O] Classes Widdle Name Keyword TANF For Subject Area Read

(3] Class Hours SN 509-77-3518 Edit this section

(3 Comments

3 Custom Fields
(27 Demographics
(X Diploma Info
(3] Disabiity

(3 Education

(O] Fiscal Year
(3] Goals & Ach
L Healb Daig

Custom Date 1

Custom Date 2

Custom String 1

Custom String 2
Custom Number 1 0

Custom Number 2 0

Custom String 3
Keyword2 Off-Site Learner

The Custom Fields folder for students

There are eight available Custom Fields for you to use: Custom Strings 1, 2, and 3, Keyword 2,
Custom Date 1 and 2, and Custom Number 1 and 2. All of the Custom Fields are available as
fields in the Custom Views list. Keyword 2 is also available in the student navigation folders and
the Quick Field search. When selecting fields for Custom Views, the Custom Fields would be

named as follows:

Custom String 1: String 1
Custom String 2: String 2
Custom String 3: String 3
Keyword2: Keyword2

Custom Date 1: Date 1
Custom Date 2: Date 2
Custom Number 1: Number 1
Custom Number 2: Number 2

To add a custom field, click on the Edit button in the bottom right hand corner of the Custom
Fields folder, and type in the custom field in the relevant area. Click Save and Return when

finished.

Student Demographics

The Student: Demographics folder allows you to enter and track many fields relevant to the
student demographic. You can access this folder by going into the student record and clicking
the Demographics folder. You will be taken into the Demographics section, where you can add
data for the student by clicking on the Edit button, and/or view, edit, or delete the existing
demographic information.
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Student

£ Keyifo STUDENTI-66051 Mo 2067 - p
(] Accommodations
(] Address History Last Hame ALIM Overal Status Enrolled Current Level High Intermediate ABE
(] Assessments First Name Lukas Primary Program Adult Ed Eniry Level High Intermediate ABE
(] Classes Iiddle Hame Keyword TANF For Subject Area Read
£ Clss Hours 58N 509-77-3518 Edit this section
(] Comments
(] Custom Fielgs
* GENDER Male Dislocated Worker False
& Demographics
z *ETHNICTY Hispanic Displaced Homemaker False
(] Diploma nfo
X * BIRTHDATE 2/24/1981 Migrant Worker False
(] Disabity
Birthdate Verification EMPLOYMENT STATUS Employed-Full
(] Education CLICKTO EDIT ERPLOYMENT STATUS
(] Fiscal Year Birthplace Martal Status Married
(2] Goals & Ach City of Birth Parents' Highest Education Completed High school diploma
] Heat Dats Bom Outside US False Mitary Service Experience Yes
3] enifiaton Country of Birth United States Famiy income Range: §30,000 to 35,999
£ etructonal Aress Registered Vater True Humber of Dependents 2
(] Lengusge mmigrant False Minor wih Aduk Status False
(] LevelHistory U5 Cizen False Single Parent or Guardian False
(3] Overal Status Hstory Country of Clizenship United States AtRzk No
(] Personal at Homeless False Abuse No Value Entered
(] Programs * RESIDENCE AREA Urban Correctional No
(] Program History Publc Assistance False Instiutional No

(] Socil Services
(] Term Grades
(] Transcript

Economic Disadvantage False

(] User-gefined Tests

Rel

2] Uniiked Hours Age 27 (Age is recalculated wihen birthdate is saved)

The student Demographic folder
The Demographics folder contains the following fields:

Gender: Populated via a user-modifiable (not recommended) choice list drop-down menu.
Required Field, populated via the Student Intake Form.

Ethnicity : Populated via a non-user-modifiable drop-down menu. Required field, populated via
the Student Intake Form.

Birthdate : Populated by a calendar or type-in date field, and cross-walked to automatically
update the Age field annually. Required Field, populated via the Student Intake Form.

Birthdate Verification:  Type-in field to indicate that the birthday has been verified, if desired.
Birthplace: Type-in field indicating the birthplace of the student, if desired.

City of Birth: Type-in field indicating the birth city of the student, if desired.

Born Outside US: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Country of Birth: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “BirthCountry.”

Registered Voter: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Immigrant: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes. Populated via the Student Intake screen, if filled out at
intake.

U.S. Citizen: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Country of Citizenship: Populated via a user-modifiable choice list drop-down menu. The drop-
down menu is modifiable in the Choice List under “CountryOfCitizenship.”

Homeless: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes. Populated via the Student Intake screen, if filled out at
intake.

58

CONFIDENTIAL AND PROPRIETARY. © 2011 LiteracyProyStems, Inc. All rights reserved.
Revised 11/10/2011




Residence Area: Populated via a user-modifiable (not recommended for NRS-funded agencies)
choice list drop-down menu. Required Field. The drop-down menu is modifiable in the Choice
List under “Area,” although it is not recommended that this field be modified by any NRS-funded
agency. This field is populated via the Student Intake Form, if filled out at intake

Public Assistance: A checkbox field wherein the box not being checked indicates False/No, and
a checkmark in the box indicates True/Yes. Populated via the Student Intake screen, if filled out
at intake.

Economic Disadvantage: A checkbox field wherein the box not being checked indicates
False/No, and a checkmark in the box indicates True/Yes. Populated via the Student Intake
screen, if filled out at intake.

Dislocated Worker: A checkbox field wherein the box not being checked indicates False/No, and
a checkmark in the box indicates True/Yes. Populated via the Student Intake screen, if filled out
at intake.

Displaced Homemaker: A checkbox field wherein the box not being checked indicates False/No,
and a checkmark in the box indicates True/Yes. Populated via the Student Intake screen, if filled
out at intake.

Migrant Worker: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Employment Status: This field is populated via the Student Intake Form. Although there is a link
here in the Demographic section that allows you to edit the Employment Status, the link actually
takes you to the Student Work History folder, so you can bypass this area and go right to the
Work History folder to update Employment Status. Changes made in the Work History folder will
be reflected in the Employment Status field in Demographics. If you make edits to Employment
Status via the Demographics folder link, any changes made to other Demographic fields at the
same time will not be saved. It is important to update Employment Status correctly and in a
timely manner if you receive NRS funding, as Employment Status is tracked for the Enter and
Retain Employment goals, and the Status and dates of Status are part of the equation for met
goals. Consequently, the Employment Status must match with the student goals regarding
employment. For example, if you enter that the student has a goal of Enter/Obtain Employment,
the database will only accept that goal if the student’s Employment Status at that time is
Unemployed.

Marital Status: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “MaritalStatus.”

Parent’s Highest Education Completed: Populated via a user-modifiable choice list drop-down
menu. The drop-down menu is modifiable in the Choice List under
“ParentsHighestLevelofEducationCompleted.”

Military Service Experience: Populated via a user-maodifiable choice list drop-down menu. The
drop-down menu is modifiable in the Choice List under “MilitaryServiceExperience.”

Family Income Range: Populated via a user-modifiable choice list drop-down menu. The drop-
down menu is modifiable in the Choice List under “FamilyincomeRange.”

Number of Dependents: Type-in field indicating the number of dependents for the student.
Minor with Adult Status: A checkbox field wherein the box not being checked indicates
False/No, and a checkmark in the box indicates True/Yes. Populated via the Student Intake
screen, if filled out at intake.

Single Parent or Guardian: A checkbox field wherein the box not being checked indicates
False/No, and a checkmark in the box indicates True/Yes. Populated via the Student Intake
screen, if filled out at intake.

At Risk: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “AtRisk.”

Abuse: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “Abuse.”

Correctional: Populated via a user-modifiable choice list drop-down menu. The drop-down menu
is modifiable in the Choice List under “Correctional.” Populated via the Student Intake screen, if
filled out at intake.

Institutional: Populated via a user-modifiable choice list drop-down menu. The drop-down menu
is modifiable in the Choice List under “Institutional.”
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Click Save & Return when finished.

Student Diploma Info

The Student: Diploma and Credential Information allows you to track credential and diploma
information obtained by the student prior to or during their instruction with your agency. You can
access this folder by going into the student record and clicking the Diploma folder. You will be
taken into the Diploma section, where you can add new credential and/or diploma information by

clicking on the Add New button, or view and/or edit existing data.

Student Diploma and Credential Information

STUDENTID-65978

SSN 602-62-2541

Student Diploma and Credential Information Add New

Last Name AMEZ Overall Status Enrolled
Firzt Mame Kaitlyn Primary Program Adult Ed
Middle Name Keyword TANF

Expected Date Date Earned Award Date Name on Diploma Diploma/Credential

Current
Entry
For Subject

Description/Number

Student Diploma folder

After completing the desired information, click Save & Return to save the data and return to the

student record, or Save & New to enter a new credential or diploma record.

Add Diploma/Credential Record

Fields marked with an asterisk*are required for NRS reporting.

Expected Award Date | 2/4/2008 w
Cate Earned | 2/4/2008 w
Actual Award Date | 2/4/2008 w

Name of Diplema/Credential |Dip|0ma |

DescriptiorlfNumber| |

Person's Name Displayed on

Diploma/Credential |Kalt|yn Anez |

.j
By Exam Only []

Completed Regquire ments

[Save&ﬂe‘furn] [ Save & New

Help 3

Add new Diploma/Credential Record

Student Disability
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The Student: Disability folder allows you to track any apparent or disclosed disabilities. You can
access this folder by going into the student record and clicking the Disability folder. You will be
taken into the Disability section, where you can add new disability information, and/or view and/or
edit existing disabilities by clicking on the Edit button in the bottom right-hand corner.

Student Disability print Preview |
STUDENTID-65978 M4 Jofs7 + M Re
Last Name ANEZ Overall Status Enrolled Current Level Low Intermediate ABE
First Name Kaitlyn Primary Program Adult Ed Entry Level Low Intermediate ABE
Middle Name Keyword TANF For Subject Area Math
SSN 602-62-2541 Edit this section
Informed Disclosure Not Regquired Apparent or Dizclosed Disabilty False Vision Impaired No Value Entered
Legally Blind No Value Entered Hearing Impaired No Value Entered Deaf No Value Entered
Speech Impaired No Value Entered Wute No Value Entered Paralysis No Value Entered
Nonparalytic: Orthopedic No Value Entered Missing Extremitiez No Value Entered Specific Learning Dizabilty No Value Entered

Student: Disability folder screen
After clicking Edit, you can enter, edit or delete the following fields:

Informed Disclosure Not Required: A checkbox field wherein the box not being checked
indicates False/No, and a checkmark in the box indicates True/Yes.

Legally Blind: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “LegallyBlind.”

Speech Impaired: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “Speechlmpaired.”

Nonparalytic Orthopedic: Populated via a user-modifiable choice list drop-down menu. The
drop-down menu is modifiable in the Choice List under “Nonparalytic Orthopedic.”

Apparent or Disclosed Disability: A checkbox field wherein the box not being checked
indicates False/No, and a checkmark in the box indicates True/Yes. Populated via the Student
Intake screen, if filled out at intake.

Hearing Impaired: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “Hearinglmpaired.”

Mute: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “Mute.”

Missing Extremities: Populated via a user-modifiable choice list drop-down menu. The drop-
down menu is modifiable in the Choice List under “MissingExtremities.”

Vision Impaired: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “VisionImpaired.”

Deaf: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “Deaf.”

Paralysis: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “Paralysis.”

Specific Learning Disability:  Populated via a user-modifiable choice list drop-down menu. The
drop-down menu is modifiable in the Choice List under “SpecificLearningDisability.” Populated
via the Student Intake screen, if filled out at intake.

Student Education
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The Student: Education folder allows you to track educational information regarding your student,
prior to, after, or during their time at your agency. You can access this folder by going into the
student record and clicking the Education folder. You will be taken into the Education section,
where you can add new educational information, and/or view and/or edit existing data by clicking
on the Edit button in the bottom right-hand corner.

Student Educational Information
STUDENTID-65978 K4 3of57
Last Hame ANEZ Overall Status Enrolled Current Level Low Intermediate ABE
First Name Kaitlyn Primary Program Adult Ed Entry Level Low Intermediate ABE
Middle Name Keyword TANF For Subject Area Math
SSN 602-62-2541 Edit this section

Date First Intake 12/14/2006 Current School Attending
Last Enroll Date 6/6/2007 Current School Contact Info
Last Hours Date 2/15/2008 Last School Attended
Last Asseszment Date 10/18/2007 Last School Attended Location
ESL Student False Source Type
Distance Learner Source Name
Enrolied in Other Reading Program Why Enroll
Enrolizd in Other GED Program Other Why Enrell
Fee Waiver Entry Grade Level
Highest Education Completed

Admission Status
Mandated Student Type Reason Left
Staff Assigned Post School Recognition—Graduation Exercises

File Location

File Security

Print P|

»

Student: Education folder screen
After clicking Edit, you can enter, edit or delete the following fields:

Date First Intake: A calendar field that can be entered via the provided calendar or by typing in a
mm/dd/yyyy date. Populated from the Student Intake Screen.

Last Enroll Date: Automatically populated via the date used as the enrollment date in a class,
group, or pair, but can be edited by the user.

Last Hours Date: Automatically populated via the date used most recently for addition of hours in
a class, group, pair, or unlinked hours record. Cannot be edited by the user.

Last Assessment Date: Automatically populated via the date used most recently for addition of
assessment information. Cannot be edited by the user.

ESL Student: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Distance Learner: A checkbox field wherein the box not being checked indicates False/No, and
a checkmark in the box indicates True/Yes.

Enrolled in Other Reading Program: A checkbox field wherein the box not being checked
indicates False/No, and a checkmark in the box indicates True/Yes.

Enrolled in Other GED Program: A checkbox field wherein the box not being checked indicates
False/No, and a checkmark in the box indicates True/Yes.

Fee Waiver: A direct type-in field used for indicating if the student is eligible to have applicable
fees waived.

Admission Status: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “AdmissionStatus.”

Mandated Student Type: Populated via a user-modifiable choice list drop-down menu. The
drop-down menu is modifiable in the Choice List under “MandatedStudentType.”

Staff Assigned: A type in field to indicate the staff member assigned to this student, if
applicable.

File Location: A type in field to indicate the location of the hard-copy file assigned to this
student, if applicable.
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File Security: Populated via a user-modifiable choice list drop-down menu. The drop-down menu
is modifiable in the Choice List under “FileSecurity.”

Current School Attending: A type in field to indicate current school(s) being attended by this
student, if applicable.

Current School Contact Info: A type in field to indicate the contact information for current
school(s) being attended by this student, if applicable.

Last School Attended: A type in field to indicate prior school(s) attended by this student, if
applicable.

Last School Attended Location: A type in field to indicate the location and/or contact
information for prior school(s) attended by this student, if applicable

Source Type: Used to indicate how the student heard about your program. Populated via a user-
modifiable choice list drop-down menu. The drop-down menu is modifiable in the Choice List
under “SourceType.”

Source Name: Used to indicate further detail (if needed) for how the student heard about your
program. Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “SourceName.”

Why Enroll: Populated via a user-modifiable choice list drop-down menu. The drop-down menu
is modifiable in the Choice List under “WhyEnroll.”

Other Why Enroll: A type in field used to indicate further detail (if needed) for why the student
wants to enroll in your program.

Entry Grade Level: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “EntryGradeLevel.”

Highest Education Completed:  Populated via a user-modifiable choice list drop-down menu.
The drop-down menu is modifiable in the Choice List under
“HighestLevelofEducationCompleted.”

Reason Left: A type in field used to indicate why the student left any program in which they were
formerly enrolled. Do not confuse this field with the Reason and Date Left fields in the Student
Key Info folder, which are to be used for indicating why the student left your program.
Post-School Recognition-Graduation Exercises: Populated via a user-modifiable choice list
drop-down menu. The drop-down menu is modifiable in the Choice List under
“PostSchoolRecognition.”

Click Save and Return when finished.

Student Family

The Student Family folder allows you to enter family member information if families are being
tracked by your agency. Family members must first be entered as students. To add Family Data,
click the Add New Button. Enter the information from the drop down list and click Save and
Return.

Family Data (PersonProperties) | ~dd Mew ] [ Delete ]

Property Value Last Update

Family Members

Farnily Marne Last Name First Marne Raole Gender Birthdate Age
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For more information on Families, go to: Family File
Student Fiscal Year

The Student: Fiscal Year folder allows you to track summary fiscal year information regarding
your student for current and past fiscal years (beginning with fiscal year 2007-2008). You can
access this folder by going into the student record and clicking the Fiscal Year folder. You will be
taken into the Fiscal Year section, where you can view the information generated when you
create a fiscal year summary for the student.

Student Goals and Achievements

The Student: Goals and Achievements folder allows you to track the progression of goals made
by your student during or after their time at your agency. You can access this folder by going into
the student record and clicking the Goals & Ach folder. You will be taken into the Goals & Ach
section, where you can view existing goals, add new goals by clicking the Add New button or All
Goals button, edit existing goals by clicking on the record of the goal you wish to edit, or delete
goals.

Student Goals

STUDENTID-65878 H4 +

Last Name ANEZ Overall Status Enrolled Current Leve! Low Intermediate ABE
First Name Kaitlyn Primary Program Adult Ed Entry Level Low Intermediate ABE
Middle Name: Keyword TANF For Subject Area Math
SSN 602-62-2541 Edit this section

Student Goals | Add New | [ All Goals (Altrg) | [ Delete |

Date Set Date Met Status Goal Type Category Included in Survey Responded to Survey
07/01/2007 03/05/2008 Met Enter employment Economic NRS False False
12/14/2006 Unmet Complete educational funct Educational NRS True True

Student: Goals folder

It is extremely important to be accurate and timely with the entry of new goals and the updating of
existing goals if they are goals tracked by the NRS or AAR. For more specific information
regarding goal tracking for the NRS or AAR, please view the documentation for those reports.

NRS tracks the following goals on Tables 5, 8, 9, 10, 11, and 13:
1. Enter Employment (Choice List Option Code 109)
2. Retain Employment (Choice List Option Code 110)
3. Obtained GED (Choice List Option Code 100) or Secondary School Diploma (Choice List
Option Code 101)
4. Entered Postsecondary Education (Choice List Option Code 102) or Training (Choice List
Option Code 103)

Table 8 (optional report) tracks the following additional goals for Family Literacy Programs
1. Completed an Educational Functioning Level (Choice List Option Code 104)
2. Increased Involvement in Children’s Education (Choice List Option Code 112)
3. Help more frequently with school (Choice List Option Code 113)
4. Increased contact with children’s teachers (Choice List Option Code 114)
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More involved in children’s school activities (Choice List Option Code 115)

Increased Involvement in Children’s Literacy Activities (Choice List Option Code 116)
Reading to Children (Choice List Option Code 117)

Visiting Library (Choice List Option Code 118)

Purchasing books or magazines (Choice List Option Code 119)

©ooNo O

Table 9 (optional report) tracks the following additional goals for Workplace Literacy Programs :
1. Completed an Educational Functioning Level (Choice List Option Code 104)

Table 10 (optional report) tracks the following additional goals for Correctional Education
Programs:
1. Completed an Education Functioning Level (Choice List Option Code 104)

Table 11 (optional report) tracks the following additional, secondary goals:

1. Achieved work-based project learner goal (Choice List Option Code 105)

2. Left public assistance (Choice List Option Code 111)

3. Achieved citizenship skills (Choice List Option Code 106)

4. Increased involvement in children’s education (regardless of whether the participant was
in a family literacy program) (Choice List Option Code 112)
Increased involvement in children’s literacy activities (Choice List Option Code 116)
Voted or registered to vote (Choice List Option Code 107)
Increased involvement in community activities (Choice List Option Code 108)

No o

To add a goal to the student record, click the Add New button. You will get a pop-up window
where you can indicate the following items:

Date Set: The date the goal was set by the student. This field is populated via selecting a date
from the provided calendar, or by typing the date in with a mm/dd/yyyy format.
Date Met: The date the goal was met, usually not filled in when adding a new goal, but when
editing a goal to show it was met. This field is populated via selecting a date from the provided
calendar, or by typing the date in with a mm/dd/yyyy format. Upon entering a met date, the
Status of the goal will automatically update to Met.
Status: The current status of the goal, populated via a user-modifiable (not recommended)
choice-list. We recommend keeping the choice list populated with the following statuses, and not
editing the statuses, as it can adversely affect the NRS tables and other goal reports:
Active: This should be used for all new goals set by the student in the current fiscal year
and not yet met.
Unmet: This should be used at the end of a fiscal year to indicate if the student did not
meet an active goal within the fiscal year. If the student continues in your program in the
following fiscal year, the goal should be entered again as a new, active goal in the new
fiscal year, after changing the old goal to Unmet.
Met: This should be used to indicate that the student has met the goal. This will
automatically be set by the database if a Met Date is entered.
Achievement: This should be used if the student obtained an unintended outcome, or met
a prior fiscal year goal. Unintended outcomes are goals that the student met without
initially setting it as a goal. Goals are also considered achievements if the student set the
goal in a prior fiscal year and met it in a later fiscal year.

Goal: Populated via a user-modifiable choice list. Goals can be added or edited in the choice list
under the heading “Goal,” however we strongly recommend that you do not modify the NRS
goals, as the option codes for these goals are what is tracked to allow them to populate the NRS
tables. Additionally, if you do NRS reporting, you should insure that you use ONLY the goals set
by LACES for the goals tracked on the NRS Tables. See the lists provided above to verify goal
names and corresponding option codes, if needed.

Additional Details: A type in field that can be used to indicate any additional details regarding
the student goals.
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Included in Survey: Itis only necessary to check the box to indicate that a student should be
included in the survey on Table 5 if you report to the NRS and your state agency does not do
data matching of the Table 5 goals. Checking this box indicates that the student should be
included in follow-up surveys for tracking goals, both for your own records and for Table 5
outcomes.

Responded to Survey: It is only necessary to check the box to indicate that a student has
responded to the survey on Table 5 if you report to the NRS and your state agency does not do
data matching of the Table 5 goals. Checking this box indicates that the student has responded
in follow-up surveys for tracking goals, both for your own records and for Table 5 outcomes.

When you have completed adding or modifying the goal record, click Save & Return to return to
the student folder, or Save & New to save and add another goal item.

Add Goal Help "7
Fields rarked with an asterisk*are required for NES reporting,
Set | 2/26/2005 v 2
met | 00/00/0000 v
Status IACHVE j
Goal | Obtain GED =l
additional
Details
Included in
Survey r

Responded to
Survey r

Cancel | Save & Returnl Save & Mew

Add New Goal window

The All Goals table can be used to more quickly indicate that goals have been set and/or met,
especially if the student has multiple goals. You can access the table by clicking the All Goals
button in the Goals & Ach folder. Type the date set or met, as applicable, for the goal, in the
appropriate row(s) and column(s), and then click the Save & Return button located at the bottom
right hand corner of the window (you may need to scroll down to see the Save button). Bear in
mind that the All Goals table can only be used for indicating if a goal has been set, or met. You
cannot use it for indicating achievements or Unmet goals.
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all Goals Set within current Fiscal Year

=l Category : NRS
=l Goal Type : Economic
Description * Goal set

Enter employrent 72007
Leave public assistance
Retain employment

=l Goal Type : Educational
Description * Goal set

Achieve work-based project learning goal
Complete educational functioning level
Obtain GED

Obtain secondary school diploma

Place in postsecondary education

Place in training program

=l Goal Type : Family
Description * Goal set

Help child more with school
Increased contact w/child's teacher
Increased invalvement in child's education

Increased invalverment in child's literacy activities

Goal met
352008

Goal met

Goal met

All Goals Table

In the Goals and Achievements display, there are columns indicating the Type and Category for
goals. These can be modified via the Choice List, under the headings of GoalType and
GoalCategory; please note that modifying the type and/or category will not affect whether or not

the goals appear on NRS table.

student Goals  Add New | [ AllGoals (at+g) | Delete |

Date Set Drate Met Status Goal w Categary
07/01/2007 0370542008 Met Enter employrment E cofarim MRS i

12/14/2006 Unmet Complete educational funct Educational MRS 1
Student Goals display including Type and Category
Student Groups
The Groups folder will display the student’s groups, including:
e Group — the title of the group
e Status — the status of the student in the group
« Start Date — the date the group began
* End Date — the date the group ended or will end
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* Main Tutor — indicates the primary tutor assigned to the group
* Program — the program assigned to the group

Register for Group | Add New l [ Delete l [ Re-Enrollment
Group Status Start Date End Date Main Tutor Program
Martha's ESL Group Enrolled 05/01/2008 06/30/2009 Mo VWalue Entered

The student group record can be edited by double-clicking the record. Status, start date, end
date, and status can be edited by clicking the down arrow and making the selection, then clicking
“Save & Return.”

Edit Group Student ( Record ID = 321) Help P

Fielde marked with an asterisk*are required for NRS reporting.

Status | Enralled

Start Date | ON-hold
Waitin
End Date
Completed Class
Incomplete
Stopout
Left
Mever attended
Dropout
Dismissed
Reqgistered
Transferred
Mever Started
Graduated

To change the status of a student enrolled in a group, go to the Group tab and select the Group.
Open the record by double-clicking the group name. The record will open in the “Key Info” folder
for the group. From that screen, you should see the list of students in that group. Double-click
the name of any student whose status you want to change. You will get a pop-up window to Edit
Group Student record for that student. Use the available drop-down menus in the field to
indicate that a student is Left, Completed, On-Hold, or other available statuses. Bear in mind that
you cannot put an End Date that is in the future; it must be today’s date or earlier, and it must be
within the group Start and End date. A group enrollment status of “Left” or “Completed” will
change the student’s Overall Status to Left, if that is the only group that the student was enrolled
in. If a student was enrolled in multiple groups, changing the group enrollment status for just one
group will not change the student’s Overall Status. A group enroliment status of “Waiting” or “On-
Hold” will not change the student’s Overall Status.
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There are three additional buttons:

Add Mew ] [Delete] [ Re-Enrollment

Add New — assigns the student to another existing group

Delete — deletes a student from a group (a student can be deleted from a group only after all
student hours in the group have been removed)

TIP: To delete a student’s hours from a pair or a group, go to the pair or group record under their
corresponding tabs.

Re-Enroll - You will get a pop-up re-enrollment window. Check the Re-Enroll checkbox, and
make sure you change the Enroliment date. Click “Save & Return.” The student will be re-
enrolled in the group. The student’s start date will remain the same, and the end date will be
whatever the Group End Date is in the Group Key Information. Please note that the Group must
be active to be available for the student to re-enroll.

Student Health Data

The Student: Health Data folder allows you to track health data that may affect the student’s
ability to learn and attend to instruction. You can access this folder by going into the student
record and clicking the Health Data. You will be taken into the Health Data section, where you
can add new information, and/or view and/or edit existing data by clicking on the Edit button in the
bottom right-hand corner.

Medical Condition

Medical Treatment

Health Care Required st Schoaol
Allergies

Yizion Evalustion

Hearing Evaluation

Speech and Language Evaluation
Special Diet Conziderations
Mon-medical Therapy

Handednesz

Student: Health Data folder details

After clicking Edit, you can enter, edit or delete the following fields:

Medical Condition: A type-in field where you can indicate medical conditions.

Medical Treatment: A type-in field where you can indicate medical treatments.

Health Care Required at School: A type-in field where you can indicate required heath care.
Allergies: A type-in field where you can indicate known allergies.

Vision Evaluation: A type-in field where you can indicate vision evaluation results.

Hearing Evaluation: A type-in field where you can indicate hearing evaluation results.
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Speech and Language Evaluation: A type-in field where you can indicate speech and language
evaluation results.

Special Diet Considerations: A type-in field where you can indicate special diet considerations.
Non-medical Therapy: A type-in field where you can indicate non-medical therapy.
Handedness: Populated via a user-modifiable choice list drop-down menu. The drop-down menu
is modifiable in the Choice List under “Handedness.”

Click Save & Return when finished.
Student Identification

The Student Identification folder allows you to track any identifying documentation used by your
students. You can access this folder by going into the student record and clicking the
Identification folder. You will be taken into the Identifying Documents section, where you can
view existing data, add new information by clicking the Add New button, and/or edit existing data
by double-clicking on the record and editing the fields.

3 ey Info = STUDEMTID-E2975 ld Jof a7

3 Accommodations:

[__“I Addrezs History Last Mame AMEZ Cwerall Status Enrolled Currert Level Low Intermediat
3 Assessments First Mame Kaitlyn Primary Program Adult Ed Entry Level Low Interrnediat
] Classes Micdle Name Keyword TAMF For Subject Area Math

3 Class Hours 55N 6-02-6541 Edit this section

3 Comments

(3 Custom Fields

(3 Demoaraphics Identifying Documents 0 Mew | Delete |

(23 Diploma Info

Creation Date Last Update Identification Type Docurment or ID Number
04/04/2008 04/04/2005 Drivers license number CASD83Z
12/29/2006 04/04/2008 Social Security administration number 6026541

[Z3 Disability

(23 Education

[Z] Fiscal Year

3 Gosals & Ach

(3 Heatth Data

{2y Identification

23 Instructional Areas
3 Language

23 Level History

Studentllla(‘enltlif}cation folder

To add identification data to the student record, click the Add New button. You will get a pop-up
window where you can indicate the following items:

Creation Date : Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy
format.

Identification Type: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “IdentificationSystemDescription.”

Document or ID Number: A type-in field where you can indicate identification document
numbers.

In the display field for identification, you will also see the Last Update field, which displays the
date the record was last updated. This column is not user-modifiable.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another identifying document record.
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Add Identification Record Help 7
Fields marked with an asterisk*are required for NRS reporting.
Creation | 474/2008 v
Date
Identification -
Tome |Sch00|—a59|gned nurmber j
Cocument
e las7 2 |
Cancel | Save & Returnl Save & Mew

The Add New ldentification window
Student Instructional Areas

The Student: Instructional Areas folder allows you to track instructional data for your students.
You can access this folder by going into the student record and clicking the Instructional Areas
folder. You will be taken into the Instructional Areas section, where you can view existing data,
add new information by clicking the Add New button, and/or edit existing data by double-clicking
on the record and editing the fields.

User Student Instructional Area

Student

(7 Key Info STUDENTID-67792
(3 Accommodatiens
(79 Address History * LAST NAME Evans Overall Status Enrolled

] Assessments * FIRST NAME Stewven * PRIMARY PROGRAM Adult Ed

(@3 Classes Widdle Name Keyword Mo Value Entered
(] Class Hours
(3 Comments
(Z] Custom Fields. ——
[ Demographics Student Instructional Areas |_Add New
(Z] Diploma Info

{3 Disabilty

(£ Education

(] FiscalYear

(] Goals & Ach

(T3 Health Data

(] Identification

&3 Instructional Areas
(] Language

(I3 Level Higtory

Area Status Test Date Test Score Test Form Retest Date Retest Score Retest F

Student Instructional Areas folder

To add instructional area data to the student record, click the Add New button. You will get a
pop-up window where you can indicate the following items:

Instructional Area: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “InstructionalArea.”
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Status: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “InstructionalAreaStatus.”

Completed: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Date Completed: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy
format.

Hours: Type-in field indicating the number of hours earned in that instructional area by the
student.

Staff Name: Type-in field indicating the staff member assigned to the student in the instructional
area.

Test Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
Test Score: Type-in field indicating the score earned on assessments in that instructional area by
the student.

Test Form: Type-in field indicating the assessment form used to test progress in the instructional
area by the student.

Re-Test Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy
format.

Re-Test Score: Type-in field indicating the score earned on re-tests in that instructional area by
the student.

Re-Test Form: Type-in field indicating the assessment form used to test progress on any re-tests
taken in the instructional area by the student.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another instructional area item.

Add Student Instructional Area Help P
Fields marked with an asterizsk*are required for NRS reporting.
Instructional Test
fand
e | Govt & Law v oe=t|00/00/0000 v|
Test
o e |
Completed [] TEStFl:lr’I'I'I| |
Date no Retest 100y
Completed |UU. 00/0000 v| Date ‘UU. 00/0000 v|
Retest
Hu:uur5| | Srore |
Staff Name | | Retest |
Farm

lSﬂve&F‘.eturn] [ Save & New

The Add New Instructional Area window

Student Language

The Student: Languages folder allows you to track native, spoken, written, and read languages
used by your student. You can access this folder by going into the student record and clicking
the Language folder. You will be taken into the Languages section, where you can view existing
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data, add new information by clicking the Add New button, and/or edit existing data by double-
clicking on the record and editing the fields.

The Language folder is what is used to populate the available choices regarding Language when
searching based on Preferences for Students and Tutors.

User Student Languages
Student
[ Key Info STUDENTID-55644
(23 Accommodations
[T Address History Last Mame BEMMIN Overall Status Enrolled
(33 Assessments Firgt Name Aaron Primary Program Adult Ed
[T Classes Middle Mame James Keyword Mo Value Entered
D Class Hours SSN 622-73-1257
[Z3 Comments
[Z3 Custom Fields
[j Demagraphics Languages Add New ‘ [ Delete ]
[Z3 Diploma Info
(] Disabilty Date Noted Language Language Type MNative Speak Read Write
[ Education 02/06/2008 Spanish Native language True True True True
(] Fizcal Year
(23 Geals & Ach

[T Health Data

(23 'dentification

(23 Instructional Areas
23 Language

Student Languages folder

To add language data to the student record, click the Add New button. You will get a pop-up
window where you can indicate the following items:

Date Noted: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
Language: Populated via a user-madifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “Language.” Please note that the default choice list contains
the most commonly spoken languages at the top of the list, followed by other languages in

alphabetical order.
Language Type: Populated via a user-modifiable choice list drop-down menu. The drop-down

menu is modifiable in the Choice List under “LanguageType.”
Native: A checkbox field wherein the box not being checked indicates False/No, and a

checkmark in the box indicates True/Yes.
Read: A checkbox field wherein the box not being checked indicates False/No, and a checkmark

in the box indicates True/Yes.
Write: A checkbox field wherein the box not being checked indicates False/No, and a checkmark

in the box indicates True/Yes.
Speak: A checkbox field wherein the box not being checked indicates False/No, and a

checkmark in the box indicates True/Yes.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another language record.
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Add Student Language Help ‘P

Fields marked with an asterisk*are required for NRS reporting.

e | 2/6/2008 v
Language | Spanish b
Langl.ll_zg: Mative language b

MNative

Read

Write

Speak

Sﬂ'.fe&F‘.eturn] [ Save & New

Add New Language folder

Student Level History

The Student: Level History folder allows you to track the educational functioning levels (EFL'’s)
obtained and completed by the student. You can access this folder by going into the student
record and clicking the Level History folder. You will be taken into the Level History section,
where you can view existing data, add new information by clicking the Add New button, and/or
edit existing data by double-clicking on the record and editing the fields.

The Level History folder is also populated automatically based on valid, level-defining
assessments entered into the Assessments folder, which additionally is cross-walked to the Entry
and Current Level of the student Key Information section.

The most recent addition to the Level History folder will also populate the Last Level field in the

student Key Information section, regardless of whether it was generated via an assessment or
manual data entry addition of a level.
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User Student Level History

Student

m Key Info STUDENTID-55544
3 Accommodations
[0 Address History Last Name BEMMNIN Overall Statuz Enrolled

[E3 Assessments First Name Aaron Primary Program Adult Ed

] Classes Widdle Name James Keyword Mo Value Entered
[E] Class Hours SSM 622-73-1257

1 Comments
[E3 Custem Fields
[ Demographics Student Level History
[ Diploma Info

(] Disabiity

[Z3 Education

] Fiscal Year

[ Goals & Ach

[T Health Data

[F3 Mdentification

[ Instructional Areas
(3 Language

23 LevelHistory

Add New | [ Delete |

Date Lewvel Subject Area

11/21/2006 High Adult Secondary Read
05/01/2007 Completed High Adult Secondary Al

Student Level History folder

To add level history data to the student record, click the Add New button. You will get a pop-up
window where you can indicate the following information:

Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
Level: Populated via a user-modifiable (not recommended for ABE agencies) choice list drop-
down menu. The drop-down menu is modifiable in the Choice List under “Level.” Please note
that because the Level History is used to populate the NRS tables, the choice list for Levels

should not be modified by users, as it will cause errors in your tables.
Domain: Also known as the Subject Area. Populated via a user-modifiable choice list drop-down

menu. The drop-down menu is modifiable in the Choice List under “Domain.”

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another level history record.
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Add Level History Help P

Fields marked with an asterisk*are required for NRS reporting.

Date | 2/7/2008 v
Level | Low Intermediate ABE a
Demain >

Sﬂ'.fe&F‘.eturn] [ Save & New

Add New Level History folder
Student Material
The Student: Material folder contains material data populated from the Materials tab.

Data in the Material folder cannot be added to or modified from the student folder, but only
viewed. Changes would need to be made in the Material record in the Material tab.

You can access this folder by going into the student record and clicking the Material folder. You

will be taken into the Material section, where you can view the:

Material Name
Copy Number
Material Type
Status

Start Date
Due Date
Return Date
Amount Due
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Student Material Checkout

STUDENTID-358445

Overall Status Active Current Leve|

Primary Program Mo Value Entered

Last Name Boop

First Name Betty
Middle Mame
SSN

Entry Leve]

Keyword Mo Value Entered For Subject Ared

Check out

Material Name  Copy Mumber Material Type Status Start Date Due Date Return Date Amt. Due

Student Materials folder
Student Overall Status History

The Student: Overall status History folder allows you to track the overall status history of the
student during their time in your program. Note that Overall Status is linked to Enrolled Status;
however, the Overall Status History folder only tracks changes made to the student Overall
Status. Enrolled status changes can be tracked in the student Program History Folder or by
viewing the instructional areas (Class, Group Pair) folders. The Overall Status History folder was
implemented in first quarter 2008 and only began tracking changes automatically at that time.
Historical data from prior to Q1 2008 can be added manually if desired.

You can access this folder by going into the student record and clicking the Overall Status History
folder. You will be taken into the Student History section, where you can view existing data, add
new information by clicking the Add New button, and/or edit existing data by double-clicking on
the record and editing the fields.

Miller School District @

‘P @

Welcome, lpsadmin!

User Student History
Student
3 Key Info STUDENTID-E7073

(3 Accommodations

(I3 Address History
(£ Assessmentz

Last Mame Richardscn

First Neme Debbie

Overall Status Left

Primary Program Adult Ed

(] Classzes Middle Mame Keyword No Value Entered
(I3 Class Hours SSN
(E3 Comments

(E3 Custom Figlds
(£3 Demographics

(Z3 Diploma Info -
() Disabilty Program Subject Area Start Date Status Notes
: Adult Ed Mo Value Entered 03/31/2008 Left

(£ Education

§ . Adult Ed Mo Value Entered 02/15/2008 Enrolled
[C] FiscalYear

T = 7

(3 Goals & Ach Adult Ed Mo Value Entered 02/15/2008 Prospective

(E3 Health Data

(Z3 \dentification

(3 Instructional Areas
(£3 Language

(3 Level History

£ Overall Status History

Ll

Student History Add New Delete

Thé Stu

dent Overall Status History folder
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The Overall Status History folder is populated automatically based on the Overall Status of the
student. Students always come in with a status of Prospective, so upon intake each new student
will have a record indicating the date and program associated with their Prospective status.
Enrolling the student into a pair, group, or class will automatically update the student to
Enrolled/Active, which will again populate the Overall Status History folder. Completing the
student from their instructional area will automatically change the Overall Status to On-Hold
(literacy) or Left (ABE).

Manual changes to the Overall Status, such as updating a Prospective Student to Waiting, will
also be tracked automatically in the Overall Status History folder.

Adding or editing information in the Overall Status History folder will not change the student’s
Overall Status: status changes are made automatically via intake, enrollment, or
completion/leaving and some changed can also be made manually in the Key Information section
of the student record.

To add overall status history data to the student record, click the Add New button. You will get a
pop-up window where you can indicate the following information:

Program: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “ProgramName.” Please note that Program, while similar to
Primary Program, is not the same choice list. Primary Program is not a user-modifiable choice list
and made changes to ProgramName will not affect the Primary Program menu.

Note that when editing an existing Overall Status History record created by LACES, the program
field cannot be edited, as it is populated based on the Program assigned at intake or enrollment;
however, when adding manual Overall Status History records, this field is modifiable.

Subject Area: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “Domain”

Note that when editing an existing Overall Status History record created by LACES, the subject
area field cannot be edited, as it is populated based on the subject area assigned at the time of
the initial fiscal year assessment; however, when adding manual Overall Status History records,
this field is modifiable.

Start Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
Status: Populated via a non-user-modifiable choice list drop-down menu.

Note that when editing an existing Overall Status History record created by LACES, the status
field cannot be edited, as it is populated based on the status assigned via intake, enrollment, or
completion/leaving; however, when adding manual Overall Status History records, this field is
modifiable.

Notes: Type-in field available for notes regarding the Overall Status History record.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another Overall Status History record.
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Add Student History Help ‘P
Fields marked with an asterisk*are required for NRS reporting.

Program | Adult Ed v
Subject Area | Read o

Start Date | 2/17/2008 v

Status | On-hold b

Motes ||:|r1 vacation |

Sﬂ'.fe&F‘.eturn] [ Save & New

Add New Student History folder

Student Pairs

The Pairs folder will display any pair the student is or has been involved in, including:

» Match Date — the date the pair was created

» Start Date — the first date of recorded hours in the pair

* End Date — the date the pair was dissolved

»  Status — status of the pair — active, dissolved, or on hold
e Tutor First Name — first name of the tutor in the pair

e Tutor Last Name — last name of the tutor in the pair

*  Hours — total number of hours recorded for the pair

Student Pairs Add Mew

Match Date Start Date End Date Status Tutor First name Tutor Last Name Hours
02/01/2008 02/01/2008 03/13/2008 Dissolved HP Brother

The student pair record can be edited by double-clicking the record. Match date, start date, end
date, and status can be edited by clicking the down arrow.

When you dissolve a Pair, the student and tutor Overall Status will automatically go to “On-Hold”
if the student or tutor is not active in any other pair, group, or class. If they are active in other
pairs, groups, or classes, their Overall status will remain Active even though the Pair is dissolved.
From On-Hold, you can manually change them to Left in their individual records, or you can leave
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them as On-Hold and they will automatically be updated to Active when you enroll them into a

new pair, group, or class.

After editing, click Save & Return.

Edit Student Pairs ( Record ID = 181664)

Fields marked with an asterisk*are required for NRS reporting.

Match Date | 2/1/2008 v
Start Date | 2/1/2008 v
End Date | 3/(13/2008 w

Status | Dissolved

Tutor First name HFP
Tuter Last name Brother
Hours O

There is an additional button:

Add New — create a new pair

Although Pairs can be created and edited from the student record, hours must be added from the

Pairs tab.

Student Pair/Group Hours

The Pair/Group folder will display the hours recorded for a student in a pair or group.

Student Pair/Group Hours

STUDENTID-360943

SEN 123-34-5698

Pair Hours

Date Tutor Type Hrs Present

Last Name Doe Cverall Status Active
First Name John Primary Program No Value Entered
Middle Mame F Keyword No Value Entered

Date
05/01/2008

Class

Martha's ESL Group

Type
Instruction

Current Level
Entry Level
For Subject Area

Hours
15

The Pair Hours folder is informational only and cannot be edited, but will display hours entered in
the Pair tab. The Group Hours folder also displays hours entered in the Group tab, which cannot

be edited; however, you can Add New Hours or delete hours in the Group Hours section.
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Student Preferences

I [C Preferences

The preferences folder will display a student’s preference to work in a pair or group on a
particular day or time, as well as:

* Location

* Gender

»  Ethnicity

* Age range
*  Smoking

* Program

*  Keyword

* Other

By designating the student’s preference, they can be matched with tutors with similar
preferences.

To add a preference, click the Add New button. Choice, weight and comment are text boxes. It
is recommended that standard text be determined so all data entry personnel are using the same
words or phrases. This allows for easier searching.

A https:/flacesliteracy. literacypro.com - LACES - Microsoft Internet Explorer

-~
add Preference Help @
Fields marked with an asterisk*are reguired for MRS reporting.
To fill out these fields it would be helpful to note: s
Choice - Type in & consistent text value in this field, such as for Smoking: Yes, Mo |
ar Doesn't matter
Weight - Type in & numetic value to assign importtance, 1 = least importart, 100 =
most important
Effective Date | 2/1/2008 v|
Itern | Age Range v
Chaice |55-70 |
Weight |1 (N |
Cornrment |Wu:urks best with this age| =
V_ |
[Save & Return] |_ Save & Mew: ]
v
&) Dare S Internet
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Add information in the following fields, then click Save & Return.

* ltem

* Choice — enter a choice that is relevant to the item

»  Weight — a numeric value determining the importance of the preference, with 1 as the least
important, and 100 being the most important

+ Comment — enter an optional comment

Preferences can be deleted by first selecting the preference, then clicking Delete.

Student Personal Data

The Student: Personal Data folder allows you to track personal data for your students. This is
similar to the Keywords and Custom Fields in that it primarily exists to allow you to track
information that is not already a pre-generated field in LACES. You can access this folder by
going into the student record and clicking the Personal Data folder. You will be taken into the
Personal Data section, where you can view existing data, add new information by clicking the Add
New button, and/or edit existing data by double-clicking on the record and editing the fields.

Miler School District &

‘ de:] Welcome, |psadmin! i

|& User Student Personal Data

I Student
[E] Key Info STUDENTID-67067
(E3 Accommodations
(3] Address History Last Name ZABBO Overall Status Prospective

(E3 Assessments First Mame Cindy Primary Pregram Adult Ed

2] Classes Middle Name Keyword No Value Entered
(E3 Class Hours SSN

(X3 Comments
[E3 Custom Fieids

(23 Demographics Personal Data (PersonProperties) Add New

(£3 Diploma Info
(] Disabiity Type Property Value Last Update

4
[E Education Demo Female Head of Household Yes 04/08/2008

(3] Fiscalvear

(E3 Goals & Ach

(Z] Health Data

(3 \dentification

(2] Instructional Areas
(Z3 Language

(23 Level History

(E3 Overall Status History

(=3 Perzonal Data

Student Personal Data folder

To add personal data to the student record, click the Add New button. You will get a pop-up
window where you can indicate the following items:

Type: A limited-character type in field; only accepts 10 characters.
Property: A limited-character type in field; only accepts 50 characters.
Value: A limited-character type in field; only accepts 50 characters

In the display field for personal data, you will also see the Last Update field, which displays the
date the personal data record was last updated. This column is not user-modifiable.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another personal data item.

78
CONFIDENTIAL AND PROPRIETARY. © 2011 LiteracyProyStems, Inc. All rights reserved.

Revised 11/10/2011



Edit Personal Information

Fielde marked with an asterisk*are required for NRS reporting.

Type |

Property | |

‘-.-falue| |

Sa'.fe&F‘.eturn] [ Save & New

Help 7

Add New Personal Data window

Student Programs
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The Student: Programs folder allows you to track program registration for the student. This is
similar to Overall Status and Program History, except that it only tracks enrollment and
completion/leaving based on the Program, not based on individual instructional settings (Class,
Pair, Group). You can access this folder by going into the student record and clicking the
Program folder. You will be taken into the Program section, where you can view existing data,
add new information by clicking the Add New button, and/or edit existing data by double-clicking
on the record and editing the fields.

User Student Program Registration

Student
[E] Key Info STUDENTID-57074
[E3 Accommodations
2] Address History Last Hame VARMNER Overall Status Enrolled

0] Assessments Firzt Name David Primary Program Adult Ed

[C] Classes Middle Name Keyword No Value Entered
[Z] Class Hours SSN

[C3 Comments
[E3 Custom Fields
[Z3 Demographics Student Program Registration Add New
[Z] Diploma Info -
[C Disabiity

[Z] Education

[C] Fiscal Year

[Z] Goals & Ach

[C] Health Data

[23 'dentification

[Z] Instructional Areas
2] Language

2] Level History

2] Overall Status History
[Z] Personal Data

&5 Programs

Frogram 1st Intake Status Dateleft Exit Reason
Adult Ed 02/05/2008 Enrolled

o Dcocac bicion

Student Program Registration folder

The Program Registration folder is populated automatically based on the program registration
status of the student.

Additionally, you can add personal data to the student Programs record, click the Add New
button. You will get a pop-up window where you can indicate the following items:

Program: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “ProgramName.” Please note that Program, while similar to
Primary Program, is not the same choice list. Primary Program is not a user-modifiable choice list
and changes made to ProgramName will not affect the Primary Program menu.

Date of First Intake: Populated via a drop-down calendar or by typing in the date in a
mm/dd/yyyy format.

Status: Populated via a non-user-modifiable choice list drop-down menu.

Date Left: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
Exit Reason: Populated via a user-modifiable choice list drop-down menu. The drop-down menu
is modifiable in the Choice List under “ReasonLeft.”

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another program registration item.
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Add Program Registration Help ‘P

Fields marked with an asterizkk*are reguired for NRS reporting.

Program | Corrections b
Date First Intake | 2/5/2008 v|
Status | Left A
Date Left|02/16/2008 v/
Exit Reason | To take a job h

[Sﬂ'.fe&ﬂeturn] [ Save & New

Add New Program Registration window

Student Program History

The Student: Program History folder allows you to track program registration for the student. This

is similar to Overall Status and Program, except that it only tracks enrollment and

completion/leaving based on the Program, not based on individual instructional settings (Class,
Pair, Group). You can access this folder by going into the student record and clicking the
Program History folder. You will be taken into the Program History section, where you can view
existing data, add new information by clicking the Add New button, and/or edit existing data by

double-clicking on the record and editing the fields.

User Student Program History
Student
2] keyinfo STUDENTID-E7074
73 Accommodations
2] Address History Last Name VARNER Overall Status Enrolled
] Assessments First Name David Primary Program Adult Ed
[] Classes Middle Name Keyword No Value Entered
[F3 Class Hours SSN
[2] Comments

[E] Custom Fields

[Z3 Demographics Student Program History Add New

[2] ientification

[2] Instructional Areas
3 Language

[E] Level History

[E3 Overal Status History
[ Perscnal Data

[£3 Programs

&3 Program History

[3 Diploma Info
B Program Start Date End Date Status Motes Created
[2] Disability
4/08/

[ Education Adult Ed 02/05/2008 Enrolled 04/08/2008
(3 Fiscal YVear Corrections 02/05/2008 Left 04/08/2008
3 Geals & Ach

[C] Health Data

Student Program History folder
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The Program History folder is populated automatically based on the program registration status of
the student.

Additionally, you can add data to the student Program History record by clicking the Add New
button. You will get a pop-up window where you can indicate the following items:

Program: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “ProgramName.” Please note that Program, while similar to
Primary Program, is not the same choice list. Primary Program is not a user-modifiable choice list
and changes to ProgramName will not affect the Primary Program menu.

Start Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
End Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format
Status: Populated via a non-user-modifiable choice list drop-down menu.

Notes: Type-in field available for notes regarding the Program History record.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another program history item.

Add Program History Help 7
Fielde marked with an asterisk*are required for NRS reporting.

Program | Corrections v
Start Date |2f.5fzuna v|
End Date |E.FSU.FEUUE v|

Status | [ely=a | b

NI:ItE5| |

E-a'.re&Return] [ Save & New

Add New Program History window
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Student Referrals

A student may be referred by another provider, or referred to another provider for reasons
determined by the agency and/or student. Please note that the referral section is separate
from the Source Type/Source Name fields available for tracking how the student heard
about your agency. This section will not be populated by those fields, or vice versa.

To add a referral to a student record, click the Add New button. The type, status, cause, and
purpose fields are drop down lists and can be edited by the user by adding/editing items on the
ReferralType, ReferralStatus, ReferralCause, or ReferralPurpose choice list.

Add Referral Help P

Fields marked with an asterisk*are required for NRS reporting.

Date | 3/26/2008 w

Type [ Mo Value Entered
Status | Referring provider #
Cause | Physical, health, sensory, and related conditions h

Purpose | School work or for intellectual, social, or emotional reasons %

Sﬂl.fe&F‘.eiurn] [ Save & New

*  Type — type of referral

»  Status — referring or receiving provider
» Cause — reason for referral

» Purpose — purpose of the referral

Referrals can also be deleted by selecting the referral and clicking the Delete button.
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Student Social Services

The Student: Social Services folder allows you to track social services received by your students.
You can access this folder by going into the student record and clicking the Social Services
folder. You will be taken into the Social Services section, where you can view existing data, add
new information by clicking the Add New button, and/or edit existing data by double-clicking on
the record and editing the fields.

User Student Social Services
Student
3 Key Info STUDENTID-57074
E3 Accommodations
[Z3 Address History Last Name VARNER Overall Statuz Enrclled
[ Assessments First Name David Primary Program Adult Ed
] Classes Widdle Name Keyword No Value Entered
(£ Class Hours SSN
3 Commenis

3 Custom Fields

(Z3 Demegraphics Social Services Add New Delete

(3 Diplema Info

[Z] Disability Type Notes Last Update
(£ Education Subsidized Housing Lives in Group Home 04/08/2008
(3 Fiscal Year

[Z3 Goals & Ach

(23 Health Data

[ Mdentification

(3 Instructional Areas
(23 Language

Z3 Level History

[E3 Overall Status History
(23 Personal Data

3 Programs

(23 Program History

3 Social Services

Student Social Services folder

To add social services information to the student record, click the Add New button. You will get a
pop-up window where you can indicate the following items:

Type: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “SocialServiceType.”
Notes: Type-in field available for notes regarding the social service record.

In the display field for Social Services, you will also see the Last Update field, which displays the
date the social service record was last updated. This column is not user-modifiable.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another social service item.
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Add Social Services Note
Fields marked with an asterisk™are required for NRS reporting.

Type | Subsidized Housing |+

Motes |Lives in Group Home

Sﬂ'.fe&F‘.eturn] [ Save & New

Help 7

Add Social Services window

Student Term Grades
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The Student: Term Grades folder allows you to manually track the credits, grades, and GPA
earned by the student. Data must be entered manually in this folder; it will not populate based on
grades entered in the class or group enrollment record. You can access this folder by going into
the student record and clicking the Term Grades folder. You will be taken into the Term Grades
section, where you can view existing data, add new information by clicking the Add New button,
and/or edit existing data by double-clicking on the record and editing the fields.

User Student Term Grades
Student
[E3 Key Info STUDENTID-G67074
] Accommodations
[E7 Address History Last Name WVARNER Overall Status Enrolled
] Assessments First Mame Dawid Primary Program Adult Ed
[E] Classes Widdle Name Keyword Mo Value Entered
[] Class Hours SSN
[E7 Comments

3 Custom Figldz
[Z7 Demographics Term Grades |_Add Mew
[Z] Diploma Info

[Z7 Disabilty

[C3 Education

[ Fiscal Year

] Goalz & Ach

[Z7 Health Data

[E] \dentification

[ Instructional Areas
] Language

[E3 Level History

[ Owverall Status History
[Z3 Personal Data

[ Programs

[Z3 Program History

[ Social Services

&5 Term Grades

Student Term Grades folder

Term Credits Att Credits Rowd  GP Rovd Term GPA YTD GPA cGPA
2007-2008 [ = 3.8 3.8 15 3.4

To add term grades data to the student record, click the Add New button. You will get a pop-up
window where you can indicate the following information:

Term: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “Term.”

Credits Att: Number of Credits Attempted. Populated by typing in the number or using the up
and down arrows. Note that although the up and down arrows only move the selection in whole
numbers, you can type in decimal information.

Credits Rcvd: Number of Credits Received. Populated by typing in the number or using the up
and down arrows. Note that although the up and down arrows only move the selection in whole
numbers, you can type in decimal information.

GP Rcvd: Grade Points Received in the Given Session. Populated by typing in the number or
using the up and down arrows. Note that although the up and down arrows only move the
selection in whole numbers, you can type in decimal information.

Term GPA: Term Grade Point Average. Populated by typing in the number or using the up and
down arrows. Note that although the up and down arrows only move the selection in whole
numbers, you can type in decimal information.
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YTD GPA: Year-to-date Grade Point Average. Populated by typing in the number or using the up
and down arrows. Note that although the up and down arrows only move the selection in whole
numbers, you can type in decimal information.

Cum GPA: Cumulative Grade Point Average. Populated by typing in the number or using the up
and down arrows. Note that although the up and down arrows only move the selection in whole
numbers, you can type in decimal information.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another term grades record.

Add Term Grades Help “F
Fields marked with an asterisk*are reguired for NRS reporting.
Term | 2007-2008 b
Credits Att | 6%
Credits Rcvd | b $|
GP Revd | 38 %]
Term GPA | 3.8 %]
YTD GPA | 315 %]
Cum GPA | 34%]

Sa'.fe&F‘.eturn] [ Save & New

Add New Term Grades Window

Student Transcript

South Carolina ABE users: Please do not use this Transcript documentation, but instead view
available state information regarding transcripts in LACES.

The Student: Transcript folder allows you to track unlinked registration information for your
students. This feature is primarily used in an available add-on module that allows the printing of
transcripts from educational institutions attended prior to your agency. However, by manually
entering the data, you can use this folder to print out grade, credit, and course information for
classes attended at other educational agencies, or your own agency.

You can access this folder by going into the student record and clicking the Transcript folder.
You will be taken into the Unlinked Registration section, where you can view existing data, add
new information by clicking the Add New button, and/or edit existing data by double-clicking on
the record and editing the fields.
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User Student Unlinked Registration

Student
D Key Info STUDENTID-67074
3 Accommodations
(3 Address History Last Mame VARNER Overall Status Enrolled
] Assessments First Name Dawvid Primary Program Adult Ed
(3 Classes Middle Name Keyword No Value Entered
(] Class Hours SSN
(3 Comments

] Custom Fields

(£3 Demographics Student Unlinked Class Registrations Add New

(] Diploma Info
£ Disabilty Status Term Institution Course Number Course Name Earned Credits Grade
Left 2007-2008  Valley High School 486 Geometry B 2.8
(] Education
2 Left 2007-2008 Valley High School 351 English-Creative Writing 3 3.2
(£3 Fiscal vear
7 Goals & Ach

(£3 Health Data

£ 'dentification

(3 Instructional Areas
] Language

(3 Level History

(] Overall Status History
(3 Personal Data

(] Programs

(3 Program Histary
] Social Services
(7 Term Grades

&3 Transcript

Student Transcript for Unlinked Registration folder

To add transcript data to the student record, click the Add New button. You will get a pop-up
window where you can indicate the following items:

Status: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “Status.”

Status Detail: Typically used to indicate why the student left the former institution. Populated via
a user-modifiable choice list drop-down menu. The drop-down menu is modifiable in the Choice
List under “ReasonLeft.”

Term: Populated via a user-modifiable choice list drop-down menu. The drop-down menu is
modifiable in the Choice List under “Term.”

Institution Name: Type-in field to indicate the name of the institution formerly or currently
attended by the student.

Course Name: Type-in field to indicate the course name formerly or currently attended by the
student.

Course Number: Type-in field to indicate the course number formerly or currently attended by
the student.

Instructor: Type-in field to indicate the instructor name for courses formerly or currently attended
by the student.

Grade: Type-in field to indicate the grade earned by the student.

Variable Credits Class: A checkbox field wherein the box not being checked indicates False/No,
and a checkmark in the box indicates True/Yes.

Earned Credits: Populated by typing in the number or using the up and down arrows. Note that
although the up and down arrows only move the selection in .5 increments, you can type in more
detailed decimal information.

Possible Credits: Populated by typing in the number or using the up and down arrows. Note
that although the up and down arrows only move the selection in .5 increments, you can type in
more detailed decimal information.

Enrollment Type: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “EnrollmentType.”
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Class Meets Requirement: Populated via a user-modifiable choice list drop-down menu. The
drop-down menu is modifiable in the Choice List under “ClassMeetsRequirement.”

Registration Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy
format.

Start Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
End Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
Elective: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Remedial: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Honors: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Standardized Test: A checkbox field wherein the box not being checked indicates False/No, and
a checkmark in the box indicates True/Yes.

Work Credit: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Advanced Placement: A checkbox field wherein the box not being checked indicates False/No,
and a checkmark in the box indicates True/Yes.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another transcript record.

Add Unlinked Class Registration Help !
Fields marked with an asterisk*are required for NRS reporting.
Status | Completed v Reqistration Date‘ﬂﬂf'ﬂﬂfﬂﬂﬂﬂ v‘
Status Detail | Financial problem v StartDate [00/00/0000 v|
Term | 2007-2008 v EndDate |00/00/0000  ~|
Institution Name [Valley High School Elective
Course Name |SCiEﬂCE

remedial []

Instruu:tor| Standardized Test []

|
|
Course Number|489 |
|
|

Grade |3_2 Work Credit []

Variable Credit Class [] Advanced Flacement []
Earned Credits 3
Possible Credits 3
Enrcllment Type | Regular v

Class Meets Requirement | Mo Value Entered b

[Sﬂl.fe&ﬂeturn] [ Save & New

Add New Unlinked Class Registration (Transcript) window
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Student Unlinked Hours

The Student: Unlinked Hours folder allows you to track any hours obtained by the student during
their time in your program, outside of a specific instructional setting such as a class, pair, or
group. Unlinked hours can still be considered part of the total instructional hours for a student for
NRS or other reporting systems purposes, provided Instruction is chosen as the hours type.

You can access this folder by going into the student record and clicking the Unlinked Hours
folder. You will be taken into the Unlinked Hours section, where you add hours for the student in
by clicking on the Add New button, view and/or edit previously entered hours, or delete hours.

User Student Unlinked Hours
Student
|:| Key Info STUDENTID-S7074
3 Accommodations
|:| Addresz Hiztory Last Mame WARMNER
] Assessments Firzt Mame Dawid
[C] Classes Widdle Hame
[C] Clas= Hours SSN
[C3 Comments
[C3 Custom Fields
[C3 Demographics Unlinked Hours Add New ] [ Delete ]
(Z3 Diploma Info
D Dicabilty Date Type Hours Present
£ Education 02/16/2008 Instruction
£ Fiscal Vear 02/29/2008 Instruction =

(] Goals & Ach 03/01/2008  Preparation

[C3 Health Data

[C] entification

[C] Instructional Areas
[C] Language

[C3 Level History

[C3 Overall Status History
[C3 Personal Data

[C] Programs

[Z3 Program History
[C] Social Services

O3 Term Grades

[C3 Transcript
3 Unlinked Hours

e

Student Unlinked Hours folder
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To add unlinked hours to the student record, click the Add New button. You will get a pop-up
window where you can indicate the following items:

Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
Type: Populated by a non-user-modifiable choice list menu. Please note that only hours
designated as Instructional hours type will be calculated into the Current FY and Instructional
Hours totals. Ancillary hours will be tracked in the Lifetime Hours totals.

Hours Present: Type-in field to indicate the number of hours earned by the student for that date.
Hours can be entered in whole or fractional hours.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another unlinked hours record.

Add Student Unlinked Hours Help 'F
Fields marked with an asterisk*are required for NRS reporting.

Date | 2/16/2008 v]

Type | Instruction w

Hours Present |2_T5| |

Sa'.fe&F‘.eturn] [ Save & New

Add New Unlinked Hours window

Student User-Defined Tests

The Student: User-Defined tests folder contains assessments migrated over from LiteracyPro
data that are not currently available in the LACES Assessment menu.

Data in the User-Defined Tests folder cannot be added to or modified, but only deleted.
You can access this folder by going into the student record and clicking the User-Defined tests

folder. You will be taken into the User-Defined Tests section, where you can view the migrated
test data, or delete it.
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User Student Assessment

Student
(O3 KeyInfo STUDENTID-57074
(3 Accommodations
(] Address History Last Name VARNER Overall Status Enrolled Current Level
(0] Asssssments First Name David Primary Program Adult Ed Entry Level
D Clazzes Middle Name Keyword No Value Entered For Subject Area
(3] Class Hours SSN
(3 Ccomments
(33 Custem Fields
(X Demographics Student User-Defined Tests
(X3 Diploma Info
(] Disabiliy
(3 Education
(33 Fiscal Year

Fiscal Year Date Instrument Form Subtest Level Test Information Scaled SPL/GLE

Student User-Defined Tests folder

Student Work History

The Student: Work History folder allows you to track the student’s Employment History over their
time in your program. You can access this folder in one of two ways: by going into the student
record and clicking the Demographics folder, then following the link called “Click to Edit
Employment Status,” or by going to the Work History folder and clicking to open it.. You will be
taken into the Work History section, where you can add new employment history information by
clicking on the Add New button, or view and/or edit existing work history, as well as delete
unneeded or erroneous work history.

Student Work History | Add New | [ Delete |

Start Date End Date Status Occupation Employer Salary
02/05/2008 Employed-Full  Insulation Workers

Student: Work History folder screen

This field is populated via the Student Intake Form. Changes made in the Work History folder will
also be reflected in the Employment Status field in Demographics. It is extremely important to
update Employment Status correctly and in a timely manner if you receive NRS funding, as
Employment Status is tracked for the Enter and Retain Employment goals, and the Status and
dates of Status are part of the equation for met goals. Consequently, the Employment Status
must match with the student goals regarding employment. For example, if you enter that the
student has a goal of Enter/Obtain Employment, the database will only accept that goal if the
student’s Employment Status at that time is Unemployed.

To add work history to the student record, click the Add New button. You will get a pop-up
window where you can indicate the following items:

Start Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
Pay attention to start and end dates of employment history in relation to Enter and Retain
Employment goal set dates.

End Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
Pay attention to start and end dates of employment history in relation to Enter and Retain
Employment goal set dates. An End Date should be added to the existing record whenever the
status of employment changes.

93
CONFIDENTIAL AND PROPRIETARY. © 2011 LiteracyProyStems, Inc. All rights reserved.

Revised 11/10/2011



Status: Populated by a user-modifiable (not recommended for NRS users) choice list menu. The
drop-down menu is modifiable in the Choice List under “EmploymentStatus.” Please note that the
option codes related to Employment Status are cross-walked to correspond with the Employment
goals tracked by NRS tables, and should not be modified by the user if you report to the NRS.
Occupation: Populated by a user-modifiable choice list menu. The drop-down menu is
modifiable in the Choice List under “Occupation.”

Employer: Type-in field available for recording the student’'s Employer.

Salary: Type-in field available for recording the salary of the student.

When you have completed adding or modifying the record, click Save & Return to return to the
student folder, or Save & New to save and add another work history record.

Add Work History Help "7

Fielde marked with an asterisk*are required for NRS reporting.

Mote: To change the Employment Status, be sure to also add an end L
date to the previous Work History record after sawving this record

Start Date | 2/5/2008 v|

End Date [00/00/0000  ~|

Status | Employed-Full hd

Ocecupation | Insulation Waorkers

Empluyer|F‘rimatech |
Salary [12,500 |
L4 ¥

[E-ﬂ'.fe&Return] [ Save & New

Add New Work History window

Student Workshops
The Student: Workshops folder contains workshop data populated from the Workshop tab.

Data in the Workshops folder cannot be added to or modified from the folder, but only viewed.
Changes would need to be made in the Workshop record in the Workshop tab.

You can access this folder by going into the student record and clicking the Workshop folder.
You will be taken into the Workshop section, where you can view the:

Enroll Date
Student Start Date
Student End Date
Title

Term

Enroll Status
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Student Workshop Enrollment

Enroll Date Student Start Date Student End Date Title Term Enroll Status

Student Workshops folder

Student Tab

Once you have data in your student records, you can use the Student Tab folders to help you
navigate more easily.

The Student Tab in LACES displays 12 folders.

Student

O3 &l Students
[T Status
[T Primary Program
[T Entry Level
[T Current Level
[T Subject Ares
T3 Assessment Status
23 Keyward
[T Keyword2
[ Ethnicity
= T3 Correctional
* 23 Employment Status

Each folder (with the exception of All Students) can be expanded by clicking the # symbol in
front. The folders will display the number of students who have additional information entered
within the student record that causes them to count in the folder. To display a list of students with
a particular set of information, click on the corresponding folder.

All Students

By default, when you open a LACES database the number of students who display after clicking
the Student tab will be the number of current fiscal year students.

Clicking All Students will display every student record in the database.

O3 &0 Students

Status
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Click the 2 in front of the Status folder.

= I3 Status
[ Enrolled43)
[0 Leftis)
[C] Prospectivel27)

As student records are added and students are assigned to a class, group, or pair, the student
status will change. In some cases this is automatic. For example, a new student will
automatically have the status of “prospective.” If that student is matched with a tutor in a pair, the
status automatically becomes “active.” (For more information on student status, refer to the
Student Life Cycle).

In this example, there are 43 enrolled students, 6 students who have left, and 27 prospective
students. To display a student list of only the left students, click the Left folder.

Student

(O3 Al Students Last Mame + | Begins with w Q_._ ':_ét
= [0 Status
[ Enrolledi43)

‘ 6 Fecords Selected |TDtE|| 76 Records

(O] Prospective(27) L] Lasthame Firsthame OverallStatus

i [ abe Mike Left

+ [T Primary Program
® O Entry Level [ ALCALA BETTY Left
& (T3] Currert Level [0 Apache Shianna Left
& (T Subject Area L] Pomeon Farn Left
& (0] Assessment Status [] Turner Dean Left

an illie &

W Mill Left

H [T Heywvord

Primary Program

Click the ¥ in front of the Primary Program folder.

=l [T Primary Program
[ Adult Ed(30)
(O Adult Ed-Barsic(13)
[ Achult Ed-Digplomai1)
(£ Adutt E-ESL(1D)
[ Awult Ed-Exit Exam Cnly
[ Adutt Ed-GED(16)
[C] Corrections(3)
[ Unassignedi2)

If a student has been assigned to a primary progtemumber of students will display
in separate folders by program. Students who have not been assigned a primary program will
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display in the Unassigned folder. To display a list of students in a particular program, click the
folder.

To assign a student to a primary program, click “Edit this Section” at the student key info screen.

Select a program from the drop down list and click Save and Return.

* PRIMARY PROGR A w

Entry Level

Click the ¥ in front of the Entry Level folder.

The entry level folder will display the number of students by educational level at the time of entry .
Students with no entry level will display in the folder “Level Not Defined.”

= 23 Ertry Level
[ Advanced ESL(T)
(03 Beg Lit ABE(TO)
[C] Beginning ABE(135)
[:| High Adult Secondary(157)
[C] High Beginning ESLT)
(0 High Intermediste 5BE(37)
|:| High Intermediate ESLI2)
|:| Lewvel Mat Defined( 20307
[ Low Adult Secondary(242)
|:| Lowy Intermediste ABE[249)

Entry levels are determined by:
» The entry level entered into a student’s record at the time of intake (this cannot be edited

once entered at the intake screen)
» Alevel defining assessment

Current Level

Click the ® in front of the Current Level folder.
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= [T Current Level
O3 Advanced ESL11)
[C] Beo Lit ABE(E)
(O] BegLit ESLISE)
[ Beginning ABE(E1)
|:| Completed Advanced ESLIT2)
|:| Completed High Adult Secondaryi(3)
(£ High Adult Seconckary( 72

The current level folder will display the number of students by current educational level. Current
educational levels are determined by a post-test using a level defining assessment. Students
with no current educational level will display in the folder “Level Not Defined.”

(For more information on educational levels, go to the NRS website at www.nrsweb.org)

Subject Area

Click the # in front of the Subject Area folder.

= [23 Subject Area
£ A1)
[ Language(10)
(O] Listeningrs)
[T Literacy(2)
[ Math(T)
[C] Mo Yalue Erterec(33)
[T Crall1)
(3 Read(13)

The subject area folder will display the number of students by assessment subject area.
Students with no subject area defined will display in the folder “No Value Entered.”

To assign a student’s assessment subject area, click “Edit this Section” at the student key info
screen.

Select a subject area from the drop down list and click Save and Return.

Azzess Subject Area Language w

Assessment Status

Click the # in front of the Assessment Status folder.
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=[] Assessment Status
|:| Azzezzed 2+ thiz FYI(145)
|:| Merver Aszessed thiz FY(548)
O] A==essed once this FY(465)

The assessment status folder will display the number of students by assessment status:

* Never Assessed this FY
* Assessed Once this FY
* Assessed 2+ this FY

Assessment status is determined by level defining assessments. Students who have not been
given a pre- or post- assessment will display in the folder “Never Assessed this FY.”

Keyword/Keyword 2

Click the ¥ in front of the Keyword or Keyword 2 folder.

=l ([ Keyword

|:| Basic Skillz-Day (Allenif1)
|:| Gadzden Learning Center(2)
[ GED Fast Track (Bell)(1)

(03 GED-1748 (Bellir3)

(T3 GED-Might (Poston)(2)

[ Mesalandsi1)

[C3 Mo value EnteredSa)

(3 ©ne Stop Buildine) 2)

[ SLPLCT)

(03 SPLCIS)

[ nuili7e)

Keywords are additional fields for users to add student information if an existing field is not
available. The keyword field is a drop down list and can be edited by the user by adding/editing
items on the keyword choice list.

Keyword 2 is a text box. If an agency plans to use Keyword 2, it is recommended that standard
choices be determined first so all data entry personnel are using the same words or phrases.
This allows for easier searching.

If keyword/keyword 2 is blank, students will appear in the folder “Null.”
Keyword can be entered at the new student intake screen. If adding or editing a keyword:
1. Double-click on the student name to display the student record.

2. To enter a keyword, click “Edit this Section” at the key info screen.
3. Select a keyword from the drop down menu.
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Keyword | b alue Entered

To enter a keyword 2:

1. Double-click on the student name to display the student record.
2. Click on the Custom Fields folder.

3. Click the Edit button in the bottom right corner.

4. Enter a keyword 2 in the text box and click Save and Return.

Wersord2

Ethnicity

Click the ¥ in front of the Ethnicity folder.

= [ Ethinicity
[ Asian(s)
[ Black3)
[ Hizpanic(42)
(T Mativels)
[ Pacific lzlander(E)
(O Wahitel15)

Ethnicity is a required field on the student intake screen. If an incorrect ethnicity has been
entered, this can be changed in the student demographic folder.

Correctional

Click the # in front of the Correctional folder.

= (I3 Correctional
[ Mors)
(O] Mo Yalue Ertered(B2)
[ ¥es - Community(2)
[ “es - County(1)
[ Yes - State(3)

Selecting correctional status is optional, but is usually used in correctional education or agencies
that serve students who are incarcerated in a correctional facility.

The option to select correctional is on the student intake page. Select from the drop down list.

Correctional | Mo “alue Entered +
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The correctional option can also be added or edited in the student demographic folder. Click the
Edit button in the lower right corner and select from the drop down list and click Save and Return.

Employment Status

Click the ¥ in front of the Employment Status folder.

= (2] Employment Status
[ Employed-Full27)
(3 Employed-Part(10)
[ Mot looking for swark(13)
[ Retiredis)
[ Unavailable for wark(d)
T3 Unemployedi17)

Employment Status is a required field on the Student Intake screen. To add an employment
status, select from the drop down list.

* EMPLOYMENT STATUS | Mo Yalue Entered  »

Employment status can also be edited from the student demographic screen. Click the “Click to
edit employment status” link. Click Add New at the next screen.

EMPLOYWMENT STATUS Unemployed
CLICK T EDIT EMPLOMYMENT STATILS
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Enrolling New Students from Prospective to Active in Pair, Group or Class

Student Life Cycle (Part )

There are two pathways available for enrolling a student — based upon how your organization works. The choice is up to you.

Pathway #1

Student Scheduled
For Orientation

Student Completes

¥

Orientation

Student Status=Prospective
(Automatically generated)

Pathway #2

New
Student

Optional
Student Status=
To Be Oriented

{Wou choose from list)

QOptional

Student Status=COriented
(Vou choose from list)

Student
Waiting To Be
Matched With
Pair or
enrolled in
Group or Class

Optional
Student Statuz=Waiting
{Automatically generated)

\ i

Pair

Student Status=Prospective
(Automatically generated)
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Class

Pair, Group. and Class
Student Status=Active
(Automatically generated)
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Student Life Cycle (Part 2)

Entering Students from Active Onward

There are three pathways available for moving an active Student onward — based upon how your organization works. The choice is up to you.

Student Status=Left

(Automatically generated when
Siudent's last Pair, Group or Class is
dissolved)

Pathway #2

Student no

longer has

Pair, group or
class

Student Status=Waiting
{ou choose from list)

Student Status=Left

(Automatically generated when
Student's last Pair, Group or Class is
dizsolved)

Pathway #3

Student no

Pair, Group, Class longer has

Student Status=Active pair, group,
{Automatically generated) or class

Student Status=Left Student Status=Completed
(Automatically generated when Program Student Status=Waiting
Student's last Pair, Group or Class is [ABE ONLY) {%ou chooss from list)
diszoived) {You chooss from list)
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Student Status=~Active
{Automatically generated)
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Class File
New Class Record

To create a new class record, go to the Class tab, click New on the toolbar, then click “Add
Class.” You will get the blank add Class form, which you can fill out based on the pre-generated
fields. Click “Save & Return” when you have completed the desired fields, and the record will be
saved. You can also click “Save & New” to save and get a new blank intake form, or “Save & Go”
to go into the class record at a pre-selected folder, such as Staff, or Attendance. You can locate
the record and edit or add additional information from the available folders, which are discussed
below.

Mew View Find Selection
Add class

Duplicate classes

Add new Class

You will fill out the following fields, some of which are required data, as indicated by a red asterisk
on the intake form:

*Class Start Date: (required) The date the class will begin, populated by a drop-down calendar
or by typing in the date in a mm/dd/yyyy format. We recommend having classes run from the
beginning to the end of the fiscal year, if feasible.

Class End Date: The date the class will end, populated by a drop-down calendar or by typing in
the date in a mm/dd/yyyy format. We recommend having classes run from the beginning to the
end of the fiscal year, if feasible.

Course Number: A type-in alpha-numeric field where you can enter a course number for the
class.

*Title: (required) A type-in text field where you can enter a title for the class. We recommend
adding the term or quarter to classes that run regularly, to avoid confusion from one time period
to the next.

*Program: {required) The Primary Program under whose umbrella this class falls, populated by a
non-user-modifiable choice list. Enrollment into classes within a specific program populate the
student history folders.

Dept: Populated by a user-modifiable drop-down menu, available as choice list item
“Department.”

Term: Populated by a user-modifiable drop-down menu, available as choice list item “Term.”
Days: Populated by a user-modifiable drop-down menu, available as choice list item “Days.”
Times: Populated by a user-modifiable drop-down menu, available as choice list item “Times.”
Bldg/Room: Populated by a user-modifiable drop-down menu, available as choice list item
“BuildingRoom.”

*Max Enroll: (required) A type-in numeric field to indicate the maximum number of students who
can be enrolled in the class. Any student enrolled after the maximum allowed has been reached
will come in with an enrolled status of “Waiting” and will not be able to have attendance assigned
to them. Students are not automatically updated from “Waiting” if an enrollment becomes
available, but must be manually updated to “Enrolled.” The Maximum Enrollment number cannot
exceed 300 students. For organizations with slower internet connections, we recommend
keeping the number of enrolled students between 50-100, as greater numbers may cause lag in
your system response time.

*Status: (required) Populated by a user-modifiable (not recommended) drop-down menu,
available as choice list item “ClassStatus.” Status for classes can be:

» Prospective (class is not yet officially scheduled and students cannot be enrolled)

» Active (class is in session and students can be enrolled)

e Scheduled (class is scheduled but has not officially begun and students cannot be enrolled)
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» Completed (class is completed and all students have a status other than enrolled —
completed status can be manually changed)

Note that classes must be Active before students can be enrolled.

Keyword: Populated by a user-modifiable drop-down menu, available as choice list item

“ClassKeyword.”

Level: Populated by a user-modifiable drop-down menu, available as choice list item

“InstructionalLevel.”

Quick Add: Class Help 7
Fields marked with an asterisk*™are reguired for NRS reporting.
* CLASS START DATE [4/15/2008 v|
Class End Date [00/00/0000 |

Course Numberl |

*TILE | |

* PROGRAM | No Value Entered b
Dept | Mo Value Entered »
Term [ Mo Value Entered
Days | Mo Value Entered |+
Times [ Mo Value Entered v
Eldg/Room | Mo Value Entered %
* MAX ENROLL
* STATUS | Mo Value Entered +
Keyword | No Value Entered hd

Level | Mo Value Entered bl

Add new class window

Duplicating Classes

You can duplicate classes from one fiscal year to the next rather than creating classes from
scratch each year. You can also carry over students in a duplicated class, as long as they are
enrolled in the class at the time of duplication. Any class status other than Enrolled will not carry
over.

To duplicate a class, select the class you intend to duplicate. Remember that you can duplicate
more than one class at a time, but you MUST REMEMBER to select the class(es) using the
checkboxes or selection tool, or you will receive an error message.
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User

Student

Class

3 Al Classes
= 3] Status
[ Active(19)
] Completed(12)
(3 Prospective(1)
& (3] Term
3] Level
& (3] Program
7] Heyword
i (3] Departmert

Class list

[Title

19 Records Selected

V: Begins with

Total 32 Records

m

K

Turn OFF paging |44 4 P

] Term CourseMumber ClassSectionTitle Status Keyword
2006-2007 GED Math & Scier Active Mo Yalue Entered
2006-2007 GED Reading, Wri Active Mo Value Entered
2006-2007 PreGED Read., W Active Mo Value Entered
2006-2007 Reading Active Mo WYalue Entered
2006-2007 Reading Active Mo Value Entered
2006-2007 GED Read., Writ., Active Mo Value Entered
2006-2007 Computer Active Mo Walue Entered
[ =zoog-2007 10607 PreGED Math & Si Active Mo Value Entered
[] zoos Fall 20607 PreGED Math & 51 Active Mo Value Entered
[ =006 Fall 30607 GED Soc 5t, Reac Active Mo Value Entered
[] zoos Fall 40607 PreGED Soc St, R Active Mo Value Entered
[ =006 Fall 50607 Reading Active Mo Value Entered
[l Mo value Entered Math Active Mo Value Entered
[ Mo ‘alue Entered EDP Math Active Mo Value Entered
[] Mo value Entered Reading Active Mo Value Entered
[ Mo ‘alue Entered GED Math Active Mo Value Entered
[l Mo value Entered Special Reading  Active Mo Value Entered

In this example, we have used the checkboxes to select just the 2006-2007 classes from all
Active classes but have not yet subset the selection.

After using the checkboxes to select the classes you wish to duplicate, go to Selection>Subset.

all
Subset
omit
Save
Load

Print

Class list Mew Wiew Find Selection
Title v | Begins with  |v QK
19 Records Selected  Total 32 Records Turn OFF pacing M4 4 Fage |1 of 1
Term CourseMumber ClassSectionTitle Status Keyword AssignedStaffMarn

2006-2007 GED Math & Scier Active Mo Value Entered McDonald, Anne
2006-2007 GED Reading, Wri Active Mo Value Entered McLaughling Maure
2006-2007 PreGED Read., W Active Mo Value Entered McLaughling Maure
2006-2007 Reading Active Mo Value Entered Bennett, Patricia
2006-2007 Reading Active Mo Value Entered Bosler, Rosemaric
Z006-2007 GED Read., Writ,, Active Mo Yalue Entered McLaughling Maure
Z2006-2007 Computer Active Mo Value Entered Bell, Stanley
Z006-2007 10607 PreGED Math & Si Active Mo Yalue Entered Garvin, Kris
2006 Fall 20607 PreGED Math & S Active Mo Value Entered
2006 Fall 30607 GED Soc 5t, Reac Active Mo Yalue Entered

Selection>Subset will reduce the selection to just those classes you checked, as shown below.
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User

Student

Class

] Al Classes

= 3] Status
O3 Active(13)
T3 Completed(12)
[C3 Prospective(1)

H 2] Term

H [T Level

H [2] Program

# [0 Keyword

# 2] Department

Class list

Title

7 Records Selected
Term
2006-2007
2006-2007
2006-2007
2006-2007
2006-2007
2006-2007
2006-2007

K EEEEEE[C

+ | Begins with

Total 32 Recaords

CourseMurmber

b

ClassSectionTitle
GED Math & Scier Active
GED Reading, Wri Active
PreGED Read., W Active

Reading Active
Reading Active
GED Read., Wirit., Active
Computer Active

Status

b

QKR

Turn OFF paging |

Keywd
MNo Value H

(mil

Mo Value
Mo Value |
Mo Value |
Mo Value |
Mo Yalue H

=

Mo Yalue

Next, go to New>Duplicate Classes. After confirming that you wish to duplicate the classes, you
will get a Duplicate Class Setup data window to enter in the Status, Term, and Start and End

Dates for your class(es), as shown below.

Title

7 Records Selected

¥ | Begins with ¥

Total 32 Records

QR

W

Turn OFF padging M4 4 Page |1 of 1

@] Duplicate Classes - Microsoft Internet Explorer

“Staffiamr

g@ , Bnne

Duplicate Classes Setup

.. In TERM/SEMESTER:

... with the following BEGIN DATE:

Duplicate classes will be created with STATUS:

... and END DATE:

Cancel ]

[ oo |

Active v
2007-2008 ¥
TH,2007 ~
54302008 W

in, Maurte
in, Maur
P atricia

nsemarie
in, Maure

ley

Complete the information and hit GO! You will now be taken to the confirmation screen. You will
receive one confirmation screen for each class you had in your selection. If you do not want to
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duplicate a class, you can hit Cancel and you will see a window indicating that the course was not
duplicated.

On the confirmation screen, you have the option to enroll students from the initial class. If you do
not check that box, the students will not be brought over.

@ Confirm - Microsoft Internet Explorer g@

Confirm

[1] Duplicate

ED Math & Science
2006-20077

|:| Enrall all student=s from this class with registration date
B/14/2006 w

[ Cancel ] [ Ok

Although enrolled students can be brought over, staff members are never carried over and will
have to be assigned to the duplicated class.

Class Tab Class Record
To display a class record for viewing or editing, click the Class tab. (By default, when you open a
LACES database the number of classes that display after clicking the Class tab will be the

number of active classes).

Double-click the class to be viewed or edited. There are 8 folders associated with a class record.

Class
[ Key Info
O3 Attendance
[ Fimal Grades
[ Directary

[T Staff

(O] Staff Hours
[ Logistics
O3 Comments

Class Key Info
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[ Key Info

o L

The Key Info screen displays by default after double-clicking a class. The Key Info screen
displays:

* = required field when entering information for a new class at the Quick: Add class screen

* Class Section ID

e Term

e Course Number
o« *Title

* Dept

» *Class Start Date
* Class End Date
e *Program

 Level
 Keyword

* Bldg/Room
 Days

e Times

e * Status

e Enrolled

e *Maximum
»  Waiting

» Complete

The Key Info screen also displays a list of students enrolled in the class. From here, students
may be enrolled, deleted, completed, or have hours added.

Enrollment [ Enraoll Student(s) ] [ Delete ] | Complete Student(s) from Class | [ Add Hours
Last Mame First Marne Enroll Status  Hrs Earned Student Start Date Student End Date
Austin Marla Left 1] 07/03/2006 12/13/2006
Rotten Robbie Enrolled i 01/24/2007 0&/30/2007

Tip: Clicking on the column headings will sort the records. For example, clicking on Last Name
will sort by A-Z. Clicking again will sort Z-A. Clicking on Student Start Date will sort from oldest
date. Clicking again will sort from most recent date.

At the bottom of the screen are additional buttons:
Back to List — goes back to the class list

Delete — delete a class (classes can be deleted only after all information associated with the
class has been removed)

Add New Class — goes to the Quick: Add class screen
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[ Delete ] [ Add nesvy clazs

Tip: After opening a class record and any of the corresponding folders, you can click the arrows
at the top right of the screen to move through the records viewing the same folder.

Hd 4= 10f63 = M

Enroll Student(s)
To enroll a student into a class from the class record:

1. Click the Enroll Student(s) button.
2. At the next window, enter the student enroll date, then click Select Student(s).

23 LACES - Microsoft Internet Explorer

Enroll New Students Help 7
Class Title: ABE

Step 1: |Enter Enroliment Date

Select Students to Enroll:

Step 2: Select Studertrs)

Step 3: [ Save & Return When Finished ]

Cancel

3. Place a check in front of the student or students to be enrolled in the class. You may enroll
more than one student at a time.
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‘23 LACES Data Chooser - Microsoft Internet Explorer

O3 AN Students Select from Student list
= Ci Statis Uze checkbox(es) to make selection, and then click
& [ Primary Pragram |Laat Mame w | Begins with Vr
4 (O3 Entry Level 75 Records Selected  Total 75 Recar
H (O3 Currert Level ] LastMarne Firsth
£ Subject Area
&3 sub) Abeyta Mark
T3 Assesament Status i :
alrermillo jello
23 Keyward
[] ALCALA PETTY
H Wesysvard2 .
& Key [] Apache Shianna
H Ethnicit
& ¥ apple Mac
23 Correctional i
Austin Marlo
o Emelosanant Shabiy

4. Click Use Selected at the bottom right of the screen.

Use Selected ==

5. At the next screen click Save and Return When Finished.

2 LACES - Microsoft Internet Explorer |Z| |E| [zl

Enroll New Students Help P
Class Title: ABE

Step 1: Enter Enrollment Date | 2/5/2008 w

Austin, Marlao
Select Students to Enroll:;| #P=vta, Hark

Step 2: Apple, Mac
Select Student :
[_Seleot Stuert(s) | Liremillo, jello
Step 3: [ Save & Return ¥when Finished ]

The selected students are now enrolled in the class.

Delete
111
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Students may be deleted from a class after all attendance hours have been deleted. (Click the
Attendance folder to remove hours).

1. Select the student and click Delete.
2. At the popup window, click Yes.

) GridDelete - Microsoft Internet Explorer

Delete Record Help P

Are you sure you would like to delete this
record?

If all hours have been removed, the student will delete. The following message will appear if the
student still has hours recorded.

=

‘2 GridDelete - Microsoft Internet Explorer = | E|r>__<|

Delete Reacord Help 7

Are you sure you would like to delete this
record?

Could not complete the desired action. Current context, data, or
requirements prevent this.,

'Please Delete hours associated to this Class first.

Complete Students from Class
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1. Click the button:

Complete Student(s) from Class

One student, multiple students, or all students may be completed from the class. After clicking
the Complete Student(s) from Class button, the following screen will appear.

@ CloseClass - Microsoft Internet Explorer,

Complete this class Help P
Change Date for all
2/2152008 w
Last First Quality Grade
update [1|end pate Name Name Status Units Final Grade Points Points
212172008 SMITH PAUL Completed Class ] ] ]
| 2f21/2008 | Turner Dean | Completed Class w 0 o 0

All students who are currently enrolled in the class will display in the list.
If you are completing multiple students from the class, make sure the date is correct. Adding a
date in the Change Date for All field will populate the end date for each student.

NOTE: The end date field can be edited by student.

Place a check in the Update checkbox for all students to be completed. If only one student is
being completed, place a check in front of that student only.

The status will automatically be set to Completed Class.
Optional fields:

e Units

Final Grade

Quiality Points
Grade Points

2. Click Save and Return when finished.

You can also change the status of an individual student rather than completing multiple students
at once.

To change the status of an individual student enrolled in a class, go to the Class tab and select
the Class. Open the record by double-clicking the class nhame. The record will open in the “Key
Info” folder for the class. From that screen, you should see the list of students in that class.
Double-click the name of any student whose status you want to change. You will get a pop-up
window to Edit Class Student record for that student. Use the available drop-down menus in the
field to indicate that a student is Left, Completed, On-Hold, or other available statuses. Bear in
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mind that you cannot put an End Date that is in the future; it must be today’s date or earlier, and it
must be within the class Start and End date. A class enroliment status of “Left” or “Completed”
will change the student’s Overall Status to Left, if that is the only class that the student was
enrolled in. If a student was enrolled in multiple classes, changing the class enrollment status for
just one class will not change the student’s Overall Status. A class enrollment status of “Waiting”
will update the Overall Status to “Waiting”. A class enrollment status of “On-Hold” will not change

the student’s Overall Status.

Edit Group Student { Record ID = 321)

Fields marked with an asterisk*are reguired for NRS reporting.

Status | Enrolled

On-hold
Waitin

Start Date

End Date
Completed Class
Incomplete
Stopout

Left

Mever attended
Dropout
Dismissed
Reqgistered
Transferred
Mever Started
Graduated

Help 7

Different statuses available to edit a student class record.

Add Hours
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1. Click the button:

Add Hours

The following screen will appear.

<} Add Attendance - Microsoft Internet Explorer

Add attendance or hours

Far Class: Math class
heeting an:

Today's Date: Thursday, February 21, 2005
Last Date hours entered: Monday, August 28, 2006
Erter

O Today's Attendance
O resterday's Attendance

(& anaother day's attendance
Diate:
22172008 ~

Hours on Day Specified: |0

Type of Hours: | Instruction v

If you are adding hours for all students for a specific date, click one of the buttons for:

» Today's attendance — will display the current date
» Yesterday’s attendance — will display the previous day’s date
* Another day’s attendance — enter a new date

Hours on Day Specified: enter the number of hours that each student attended.
Type of Hours: Select the type of hours from the drop down list.
3. Click Continue.

NOTE: This screen can be bypassed if you are entering different hours on different dates for
each student. Click Continue to bypass and go to the next screen.

4. On the Add Attendance or hours, be sure to click the Log Hours and Attend checkboxes. If

you are entering hours for specific students, remove the check in the Log Hours box and Attend
box. Place a check in front of the students who will have hours recorded.
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2l Add Attendance - Microsoft Internet Explorer

Add attendance or hours

Rerninders:

-- Tao log hours you must click the Log Hours checkboxes,
-- Please dick the SavefReturn button only OMCE to avoid duplicate entries,

Log . Attend
Last First
Hours Date Name Name Type Hours Late Absent Excuse
21192008 |SMITH  PauL Instructio 20 | of] |
2/21/2008  |Turner  Dean Instructio 3| [ | D| | |

Please click only ONCE to avoid duplicate entries

5. Click Save and Return.

NOTE: Clicking Save and Return multiple times will create multiple hours records. ONLY click
once.

Hours must be entered for attendance between the class AND student start and end dates. For
example, if a class began on 1/1/2007 and ended on 12/31/2007, you cannot enter hours for

students on 2/1/2008. Additionally, if a student enrolled in the class on 4/1/2007, you cannot
enter hours for that student for 3/30/2007.

If hours cannot be entered for a student, a message will display in the Add Attendance or Hours
window after clicking Save and Return.

The error(s) will be displayed in blue. Most errors involve an incorrect date.

<3 Add Attendance - Microsoft Internet Explorer

Add attendance or hours Help P
Rerninders:
-- Ta log hours you must click the Log Hours checkboxes,
-- Please click the Save&Return button only OMCE to avoid duplicate entries.
Leg Last First ke
Hours Date MName Name Type Hours Late Absent Excuse
2A9/2008 |SMITH  PauL Instruction | 20| o] |
2212008 |Turner  Dean Instruction | 3| F | Dl | |
Save & Return
Please click only ONCE to avoid duplicate entries
MOTE: LACES has detected an error, After fixing the following, UN-CHECK all cther students before clicking Save.
Line 1 SMITHPALL; *Date of Attendance needs to be during or after Student's Class Start Date
Line 2 Turner Dean: *0Date of Attendance needs to be during or after Student's Class Start Date

Class Attendance
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—

O3 Attendance

The Attendance folder displays all student attendance hours.

All or Recent Attendance can be displayed. Recent Attendance is all hours within the last 90
days. All Attendance is all hours for the history of that class. Recent Attendance is the default
setting. To display All Attendance, click the All Attendance button.

Recent Attendance

Add Mew ] [Delete] [ All Attendance ]

Recent Attendance

All Attendance

all Attendance | Add Mew ] [ Delete ] [ Fecent Attendance ]

Class hours can be added in the Attendance folder by clicking Add New.

To delete hours, select the hours record and click Delete. The following window will display.

=

) GridDelete - Microsoft Internet Explorer

Delete Record Help P

Are you sure you would like to delete this
record?

Click Yes to delete the selected hours.

Class Final Grades

| [ Final Grades

The Final Grades folder displays all students. If a student has completed the class and final
grades, points, and credit was entered for the student, the information will be displayed. Students
who are still enrolled in the class will not display any information.
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Class Final Grades and Credits [ Gomplete Student(s) from Class ]

Last Name First Marne Final Grade Grade Points QualityPoints Earned Credi Possible Crec
Austin Marlo ] 0 1] ]
Rotten Robbie

Students can be completed from the class from the final grade folder.

Class Directory

[ Directary

i 2% 1

The directory folder displays contact information for each student. If student contact information
has not been entered, the fields will be blank. Contact info can be entered in the Key Info screen
of the Student record.

Directory
Last Name First Narne Address 1 Address 2 City State Zip Phone at Address
Austin Marlo Mo Valu
Rotten Robhie PO Box 213 YATAHE MM §7375 5057223412
Class Staff
|'__"| Staff

The Staff folder displays the staff assigned to a class. There is only one primary staff, but
additional staff can be entered.

In the following example, Maricruz is the primary staff. Primary is indicated by True in the
Primary field.

staff | Assign Staf Dielete

Assigned Start End Status Last Harma First Harme Primary Title Teaching Assignment  Scopa of Assigniment
OBA4F2006  OTA0HI006  O6/IOZONT  Active Balunis Lisa Falsi
02/2L/2007 07/03/2006 O6/3I0, 2007 Ackive Aguilar Maricruz

To assign a staff member, click the Assign Staff button. The following screen will appear.
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-
23 LACES - Microsoft Internet Exploren,

Assign Staff
Class Title: Open Lab

Step 1: Enter Assignment Date| 8/14/2006 v

Select Staff to Assign:

Step

Step 3: Save & Return Ywhen Finished

Cancel

Enter a date, and click Select Staff to select a staff member.
NOTE: Only staff with the overall status of Active can be assigned to a class.
After selecting the staff member, click Save and Return When Finished.

To add additional information to the assigned staff, double-click the staff record. The following
screen will appear.

2} Edit Staff Record ID = 4083 - Microsoft Internet Explorer

Edit Staff { Record ID = 4083)

Fields marked with an asterisk*are required for MRS reporting.

Assignment Date |8414/2006 “
Start Date 74372006 -
End Date |B4A30/2007 v

Status | Active ¥ I

Last Mame Balonis
First Narne Lisa

Primary Assignment [

Title

Teaching
Assignment

Scope of
Assignment

Enter the additional information and click Save and Return.
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NOTE: The status for staff member should be set to active.
To delete a staff person:

1. First delete all staff hours from the Staff Hours folder.

2. Change the staff status from active to inactive.

3. Select the staff person and click Delete.

4. The following window will appear. Click “Yes” to delete the staff member.

=

A GridDelete - Microsoft Internet Explorer

Delete Record Help 7

Are you sure you would like to delete this
record?

If the staff member is the primary, the following message will appear:

=

) GridDelete - Microsoft Internet Explorer

Delete Record Help P

Are you sure you would like to delete this
record?

Could not complete the desired action. Current context, data, or
requirements prevent this.

‘Can not delete primary staff.

5. Close the window to return to the staff list. Double-click the staff record to be deleted.
6. Uncheck the primary assignment box and click Save and Return.
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Primary

Assignment

If the staff member has hours entered, the following message will appear:

=

2 GridDelete - Microsoft Internet Explorer

Delete Reacord Help 7

Are you sure you would like to delete this
record?

Could not complete the desired action. Current context, data, or
requirements prevent this.,

'There are hours associated with this staff assignment.

Go to the Staff Hours folder and delete all hours.

Go back to the Staff folder and delete the staff member.

Class Staff Hours

I [ Staff Hours I

Hours for staff can be entered in the Staff Hours folder. Click Add New to add hours.

To delete hours, select the staff hours record and click Delete.

Class Logistics

[ Logistics

The Logistics folder will display all pertinent information regarding the class, if the information has
been entered in the class record.
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Class Logistics

CLASSSECTIOMID-355

Term Mo Walue Entered Program Adult Ed Status Active
Course Mumber Level Mo WYalue Entered Enrolled 1

Title Cpen Lab keyward Mo Walue Entered Wisiting

Dept Complete

Edit this section

Logistics
Class Start Date 7/3/2006 Minimum Students
Class End Date 643072007 Mazximum Students 500
Days MTuWwThF
Timez Mo Walue Entered Wariable Credit
Credits

Weeks of Class Maximum Credits

Hourz per Week
Hours per Term Instructional Ares
Clazs Meets Requirement
Organization Language of Instructian
Location of Instruction
Location Type Cost

BldaRoom TotalPay

Class Comments

O3 Comments

Additional information about the class can be entered in the Comments folders.

To add a Comment, click Add New.

Comments | Add New | | Delete |

The following screen will appear:
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M LACES - Microsoft Internet Explorer |:||E|E|
L

Add Comments Help ‘P

Fields marked with an asterisk*are required for NRS reporting.

Date |2/21/2008 v

Type | Mo %alue Entered V|

Cornrnent

[Save & Return] [ Save & Mew

| |

Add the date and select comment type from the drop down list.

The comment field is a drop down list and can be edited by the user by adding/editing items on
the “ClassSectionCommentType” choice list.

Enter comments in the text box. Click Save and Return when finished, or Save and New to save
the comment and reopen the window to create another comment.

To delete a comment, select and click Delete.
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Class Tab

The Class Tab in LACES displays 7 folders.

Class

3 &l Claszes
T3 Status
T3 Term
H [T Level
[ Program
[T Keyword
= 23 Departmert

Each folder (with the exception of All Classes) can be expanded by clicking the ¥ symbol in
front. The folders will display the number of classes that have additional information entered
within the class record that causes them to count in the folder. To display a list of classes with a
particular set of information, click on the corresponding folder.

All Classes

By default, when you open a LACES database the number of classes that display after clicking
the Class tab will be the number of active classes.

Clicking All Classes will display every class record in the database.

Class
O3 &N Claszes

Status

Click the 2 in front of the Status folder.

=[O Status
(O Active(69)
(0] Completecd1)
[ Prospectivels)
(£ Scheduled(3)

Status is a required field when entering information for a new class at the Quick: Add Class
screen. Class status can be:

» Prospective (class is not yet officially scheduled and students cannot be enrolled)

» Active (class is in session and students can be enrolled)

» Scheduled (class is scheduled but has not officially begun and students cannot be enrolled)

» Completed (class is completed and all students have a status other than enrolled —
completed status can be manually changed)
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Term

Click the 2 in front of the Term folder.

= T3 Term

[ 2005-200601)

(T 20086 Fall(z)

(0 2008-2007(1)

(T 2007 Spr(T)

(3 2007 Sumi1)

(3 2007 Wini1)

(O] Mo value EnteredE0)

Term is an optional field when entering information for a new class at the Quick: Add class
screen. Term is used to identify the term when a class is offered

Term | Mo Walue Entered w

The class term can also be added or edited. To add or change the term, click “Edit this Section”
at the class key info screen.

If term has not been entered, the class will appear in the folder “No Value Entered.”

The term field is a drop down list and can be edited by the user by adding/editing items on the
term choice list.

Level

Click the 2 in front of the Level folder.

= 23 Level
|:| Accepted az a high =chool equivalent(1)
(O Basic(14)
|:| Englizh Language Learner (ELLI2)

] Generalid)
[ Mo Yalue Erteredi5a)

Level is an optional field when entering information for a new class at the Quick: Add class
screen. Level is used to indicate the complexity level of a class.

Level | Mo “alue Entered w

The class level can also be added or edited. To add or change the term, click “Edit this Section”
at the class key info screen.
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The level field is a drop down list and can be edited by the user by adding/editing items on the
level choice list.

Program

Click the ¥ in front of the Program folder.

= [Z3 Program
(0 Adult E(37)
[ Adutt Ed-Basic(3)
[ Achult Ed-Diplamal1)
(3 Adutt Ed-ESL(23)
(T Adult Ed-GED(3)
[ Adutt Ed-Cther(2)
[ Adutt Literacy(3)
[ Family Literacy(1)

Program is a required field when entering information for a new class at the Quick: Add class
screen. Program is used to identify which program the class is intended for.

*PROGRAM | Unassigned e

Keyword

=[] Keyword
[ Class Keyweord 108)
|:| Englizh as a Second Language(3)
[ Mo Yalue Enteredifid)

Click the # in front of the Keyword folder.

Keyword is an additional field for users to add class information if an existing field is not available.
The keyword field is a drop down list and can be edited by the user by adding items to the
classkeyword choice list.

If keyword is blank, classes will appear in the folder “No Value Entered.”

Keyword can be entered at the Quick: Add class screen. If adding or editing a keyword:

1. Double-click on the class name to display the class record.

2. To enter a keyword, click “Edit this Section” at the key info screen.
3. Select a keyword from the drop down menu.

Keyword | 1o value Entered w
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Department

Click the ¥ in front of the Department folder.

= [Z3 Cepartment
(£ nuillg2s)
(O] ABE(E)
(O ESLi4)
[C3 GEC Prepis)
[C] Mo Yalue Erterecd(35)
[ Social Studies(1)

Department is an optional field when entering information for a new class at the Quick: Add class
screen. Department is used to indicate the class department area, such as Math, Social Studies,

History, etc.

Dept | Mo Walue Entered

The department can also be added or edited. To add or change the department, click “Edit this
Section” at the class key info screen.

The department field is a drop down list and can be edited by the user by adding/editing items on

the department choice list.
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Staff File
New Staff Record

Go to the Staff tab, click New on the toolbar, then click “Add Staff Member.” You will get the Staff
Intake form, which you can fill out based on the pre-generated fields. Click “Save & Return” when
you have completed the desired fields, and the record will be saved. You can also click “Save &
New” to save and get a new blank intake form, or “Save & Go” to go into the staff record at a pre-
selected folder, such as Class Assignments, or Demographics. You can locate the record and
edit or add additional information from the available folders, which are discussed below.

Mew View Find Selection
add Staff Member I

Staff Intake option on the New menu

You will fill out the following fields, some of which are required data, as indicated by a red asterisk
on the intake form:

Title/Prefix: Mr., Mrs., Dr., etc., populated via a user-modifiable drop-down menu, available
under choice list “Prefix.”

*Last Name (required): Staff member Last Name

*First Name (required): Staff member First Name

Middle Name : Staff member Middle Name

Suffix : A user-modifiable drop-down menu to designate if a staff member is a Junior, Senior, IlI,
IV, etc.

Addressl: Staff member address

Address2: Additional staff member address information, if needed

Zip: Postal zip code.

City: Staff member City of residence.

County: Staff member County (or Parish, in Louisiana) of residence.

State: Staff member State of residence.

Mail Preference: A field for indicating the staff member’s preference for how they receive
communications from your agency, if at all.

Home Phone: The home telephone number for the staff member, if applicable.

Work Phone: The work telephone number for the staff member, if applicable.

Fax: The facsimile telephone number for the staff member, if applicable.

Pager: The pager telephone number for the staff member, if applicable.

Other Phone: A numeric field for designating other contact phone numbers for the staff member,
such as emergency contact.

Other Phone Type: A drop-down text-based field for designating the type of phone number used
in the “Other Phone” field.

E-Mail: Staff member’s electronic mailing address.

SSN: Social security number, if collected.

Birthdate: Populated by a calendar or type-in date field using a mm/dd/yyyy format.

Gender: Populated via a user-modifiable drop-down menu, available as choice list item “Gender.”
Ethnicity: Populated via a non-user-modifiable drop-down menu.

Title of Position: A type-in text field to indicate the title of the staff member’s position.
*Classification: Required Field. Staff should be assigned a job classification at intake, by
choosing from the user-modifiable (not recommended) drop-down choice list menu for
Classification on the intake form. The choice list can be modified in the Choice List heading
“JobClassification,” however we do not recommend modifying this choice list if you report to the
NRS, as changes made may adversely affect Table 7. Please note that although Clerical/Support
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and Other are shown as available classifications, these are not recognized classifications
according to the NRS, and staff members classified as such will not populate to Table 7.

" CLASSIFICATION || geal Teacher b

* EMPLOYMENT sTATUS |No Value Entered
Local Aide/Paraprofessional

* FULLTIME PQSMON |Local Counselor
Local Teacher
Local Administrator
Local Ancilliary Services
Local Tutor
Start Date |Local Supernvisor
State Administrator
| evel of Education Completed | State Ancilliary Services
State Supervisor
Prior Related Exp-Years Clerical/Support

Other

Prior Teaching Exp-Years 7
Staff Classification menu

FTE-Percent

Hire Date

*Employment: Required Field. Staff should be assigned an employment status at intake, by
choosing from the modifiable drop-down choice list menu for Employment on the intake form.
The choice list can be modified in the Choice List heading “StaffEmploymentStatus.” Volunteers
can be listed as staff members, and will populate to the NRS Table 7, column D, as unpaid
volunteers.

* EMPLOYMENT STATUS Regular Staff w

* FULLTIME Posmion (Mo Value Entered
FTE-Percent |Contractor
Volunteer
Hire Date |vrolunteer tutor

Staff Employment Status

*Fulltime Position: Required Field. Staff should be assigned a full- or part-time status at intake.
Fulltime status is represented by clicking the checkbox in the Fulltime Position box; if the box is
not checked, the staff member is designated as Part-time.

* FULLTIME POSITION

Staff Fulltime Position checkbox: Check the box for fulltime; leave blank for part-time.

Hire Date: Date of Hire, populated via a drop-down calendar or by typing in the date in a
mm/dd/yyyy format

Start Date: Start Date, populated via a drop-down calendar or by typing in the date in a
mm/dd/yyyy format.

Level of Education Completed: Populated by a user-modifiable choice list menu. The drop-
down menu is modifiable in the Choice List under “HighestLevelofEducationCompleted.”

Prior Related Exp-Years: A numeric type-in field for indicating prior related experience in years.
Please note that this field does not accept decimal points.

Prior Teaching Exp- Years: A numeric type-in field for indicating prior teaching experience in
years. Please note that this field does not accept decimal points.

*Status : (required) Staff Overall Status, updated manually. Staff differ from students and tutors in
that assigning a staff member as active or inactive within a class does not automatically update
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their Overall Status. Instead, the status should be input as Active at intake, and updated
manually based on changes, such as leaving.

Program: The primary Program to which the staff member is assigned.

Department: Populated by selecting from a user-modifiable drop-down choice list, called
“StaffDepartment.”

Keyword: The Keyword option is available to provide a field that can be modified for any use you
wish. Keyword can be searched on and sorted by, and the drop-down choice list for Keywords is
completely modifiable at the local level, by using the choice list “StaffKeyword.”

New Staff Member Help ‘¥
Fields marked with an asterisk*are required for NRS reporting.
Title/Prefix | Sir v Ewail
rLasThame
“PRSTNAME[ ] ssn[ ]
Middle Name l:l Birthdate
Suffix | MIA » Gender No Value Entered B

Ethnicity | No Value Entered

Address1 l:l Title of Position l:l
Agdress2[ ] * CLASSIFICATION  No Value Entered v
g * EMPLOYMENT No Value Enterad v
aw ] * FULLTIME POSTION []
State | No Value Entered v Hire Date
Mail Preference | No Value Entered v Start Date
Level of Education Completed | No Value Entered i
Home Phone l:l Prior Related Exp-Years l:l
Work Phone l:l Frior Teaching Exp-Years l:l
Mebile Phone l:l
Fax l:l *STATUS | No Value Entered v
Pagerl:l Pregram | Mo Value Entered v
Cther Phone l:l Department | No Value Entered v
Other Phone Type | No Value Entered v Keyword | No Value Entered v

Add New Staff Member window

Staff Key Info

Staff Key Info is actually comprised of two parts. There is the Staff Key Info box, which is
available from every section of the staff record:

Staff Key Information

PERSONID-52458

* LAST NAME CENCI * STATUS Active Program Adult Ed
* FIRST NAME Stacy Title Keyword Academy/WW/BF
Widdle Name Department GED Prep Edit this section

Staff Key Info box
And there is the Staff Key Info record, which is available only by clicking the “Key Info” folder in

the Staff record. Both sections of the Key Info folder are primarily populated from fields filled out
on the Staff Intake screen.
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Staff Key Information

PERSONID-52488

LAST NAME CENCI
* FIRST NAME Stacy
Widdle Name

Address1
Address?
Zip 80914
City COLORADGC SPRINGS
State CO

Mail Preference No Value Entered

Home Phone 719-559-3653
Work Phone 719-564-6191 Ext

Mobile Phone 719-560-7584
Fax 719-561-4529 Ext

Pager 719-561-9942
Other Phone 719-563-5366 Ext
Other Phone Type No Value Entered

* STATUS Active
Title
Department GED Prep

W « Tof1d

Program Adult Ed
Keyword Academy/WW/BF
Edit this section

E-Mail
SSN 2-41-2168
* CLASSIFICATION Clerical/Support
* EMPLOYMENT STATUS Regular Staff
* FULLTIME POSITION False
FTE-Percent 0
Hire Date 9/11/2006
Start Date 9/11/2006
Level of Education Completed No Value Entered
Prior Related Exp-Years 0
Prior Teaching Exp-Years 0

Staff Key Info record

The Staff Key Info box can be edited from any folder in the Staff record by clicking on the “Edit
this Section” link. The Key Info box contains the following fields that are visible when viewing the
screen, and additional fields (listed below) that are only viewable from the “edit” section of the
screen. All of these fields will be populated from the intake screen, and can be edited or added
later if not done at intake, via the Key Info box.

Visible Fields:
*Last Name
*First Name
Middle Name
*Status

Title
Department
Program
Keyword

PERSONID-52498
Fields marked with an asterisk™are reguired for reporting.
THeref | Mo Value Entered v

* LAST NAME |~ENC|

Suffic | pya w

T STATUS | Active v
Department | GED Prep v
Frogram | Aduylt Ed v

Keywiord | s cademyVWWIBF | v

Staff Key Info box edit screen with additional fields

Visible only From Edit Screen fields:
Suffix
Additional Title Field

Explanations for these fields are as follows:

*Last Name (required): Staff Last Name
*First Name (required): Staff First Name

Middle Name : Staff Middle Name

CONFIDENTIAL AND PROPRIETARY. © 2011 LiteracyProyStems, Inc. All rights reserved.

Revised 11/10/2011

131



*Status : (required) Staff Overall Status, updated manually. Staff differs from students and tutors
in that assigning a staff member as active or inactive within a class does not automatically update
their Overall Status. Instead, the status should be input as Active at intake, and updated
manually based on changes, such as leaving.

Title: Title/Prefix menu for indicating Mr., Mrs., Dr., etc.

Department: Populated by selecting from a user-modifiable drop-down choice list, called
“StaffDepartment.”

Program : The primary Program to which the staff member is assigned.

Keyword : The Keyword option is available to provide a field that can be modified for any use you
wish. Keyword can be searched on and sorted by, and the drop-down choice list for Keywords is
completely modifiable at the local level, by using the choice list “StaffKeyword.”

The Staff Key Info record contains the following fields, all of which are viewable both from the
view screen and the edit screen: (Please note that all of these fields will be populated if they were
filled out on the intake screen, but only if it is filled out on the intake screen. If left blank at intake,
you must go to the Key Info section after Intake and edit the screen to add the information if
desired.)

Addressl: Staff address

Address2: Additional staff address information, if needed

Zip: Postal zip code

City: Staff City of residence

State: Staff State of residence

Mail Preference: A field for indicating the staff preference for how they receive communications
from your agency, if at all.

Home Phone: The home telephone number for the staff member, if applicable

Work Phone: The work telephone number for the staff member, if applicable

Mobile Phone: The cellular telephone number for the staff member, if applicable

Fax: The facsimile telephone number for the staff member, if applicable

Pager: The pager telephone number for the staff member, if applicable.

Other Phone: A numeric field for designating other contact phone numbers for the staff member,
such as emergency contact.

Other Phone Type: A drop-down text-based field for designating the type of phone number used
in the “Other Phone” field.

E-Mail: Staff member’s electronic mailing address, if applicable

SSN: Social security number, if collected.

*Classification: Staff should be assigned a job classification at intake, by choosing from the
user-modifiable (not recommended) drop-down choice list menu for Classification on the intake
form. The choice list can be modified in the Choice List heading “JobClassification,” however we
do not recommend modifying this choice list if you report to the NRS, as changes made may
adversely affect Table 7. Classification is a required field; however, staff members who migrated
over from LiteracyPro may display as “Null” or “No Value Entered.” Any staff member with a null
value classification field should be corrected, as an incorrect status or classification may prevent
the staff member from correctly populating the NRS tables (if applicable).

Please note that although Clerical/Support and Other are shown as available classifications,
these are not recognized classifications according to the NRS, and staff members classified as
such will not populate to Table 7.
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" CLASSIFICATION || geal Teacher b

* EMPLOYMENT sTaTUS (Mo Value Entered
Local Aide/Paraprofessional
* FULLTIME POSMON |Laocal Counselor
Local Teacher
Local Administrator
Local Ancilliary Services
Local Tutor
Start Date |LOCal Supervisor
State Administrator
| evel of Education Completed | State Ancilliary Services
State Supenvisor
Prior Related Exp-vears Clerical/Support

Other

Prior Teaching Exp-Years o
Staff Classification menu

FTE-Percent

Hire Date

*Employment Status:

Staff should be assigned an employment status at intake, by choosing from the modifiable drop-
down choice list menu for Employment on the intake form. The choice list can be modified in the
Choice List heading “StaffEmploymentStatus.” Employment is a required field; however, staff
members who migrated over from LiteracyPro may display as “Null” or “No Value Entered.” Any
staff member with a null value employment status should be corrected, as an incorrect status or
classification may prevent the staff member from correctly populating the NRS tables (if
applicable).

Volunteers can be listed as staff members, and will populate to the NRS Table 7, column D, as
unpaid volunteers.

* EMPLOYMENT STATUS Regular Staff .

* FULLTIME Posmion (Mo Value Entered
FTE-Percent |Contractor
Volunteer
Hire Date |v/glunteer tutor

Staff Employment Status

*Fulltime Position: Staff should be assigned a full- or part-time status at intake. Fulltime status
is represented by clicking the checkbox in the Fulltime Position box; if the box is not checked, the
staff member is designated as Part-time. Fulltime Position is a required field; however, staff
members who migrated over from LiteracyPro may display as “Null” or “No Value Entered.” Any
staff member with a null value fulltime status field should be corrected, as an incorrect status or
classification may prevent the staff member from correctly populating the NRS tables (if
applicable).

* FULLTIME POSITION

Staff Fulltime Position checkbox: Check the box for fulltime; leave blank for part-time.

FTE-Percent: A type-in field to indicate the percentage of Full Time Employment

Hire Date: Date of Hire, populated via a drop-down calendar or by typing in the date in a
mm/dd/yyyy format.

Start Date: Start Date, populated via a drop-down calendar or by typing in the date in a
mm/dd/yyyy format.

Level of Education Completed: Populated by a user-modifiable choice list menu. The drop-
down menu is maodifiable in the Choice List under “HighestLevelofEducationCompleted.”
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Prior Related Exp-Years: A numeric type-in field for indicating prior related experience in years.
Please note that this field does not accept decimal points.

Prior Teaching Exp- Years: A numeric type-in field for indicating prior teaching experience in
years. Please note that this field does not accept decimal points.

Staff Class Assignments

The Staff: Class Assignments folder allows you to track any class assignments for the staff
member, and assign new class assignments. You can access this folder by going into the staff
record and clicking the Class Assignments folder. You will be taken into the Class section, where
you can assign the staff member to existing classes by clicking on the Assign Class button, view
and/or edit their assignment status in existing classes.

Class [ Assign Class ] [ Delete ]
Term Course Number Title Primary Az=zigned Start End Status
2006-2007 ac-1 Academy True 059/11/2006 09/11/2006 06/30/2007 Active
2006-2007 bf-1 Belle Fourche True 09/11/2006 09/11/2006 06/30/2007 Active

Staff: Class folder screen

To assign a staff member to an existing class, click the Assign Class button. You will get a pop-
up window where you can indicate the assignment date and then click the “Select Class(es)”
button.

Assign Classes Help 7
Staff Name: CENCI, Stacy

Step 1: Enter Assignment Date | 2/5/2008 v

Select Classes to Assign:

Step 2
P Select Class(es)
Step 3: | Save &ReturnWhen Finished |

New assignment pop-up window from the Staff: Class folder

After you click the Select Class(es) button, you will see the LACES Data Chooser, which allows
you to select any classes to which you want to assign the staff member, either by clicking the
checkboxes in front of those classes and clicking the “Use Selected” button, or by double-clicking
the class name if you only wish to assign the staff member to one class.
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O] All Claszes Select from Class list

# [T Status Use checkbox(es) to make selection, and then click on "Use Selected” button to continue.

& £ Tem Title ~ | Begins with |+ Q I“\ﬁ

[ Level 30 Records Selected  Total 34 Records

& (3 Program O Term CourseNumber ClassSectionTitle Status Keyword AssignedStaffiam

# 3] Keyword . .
[0 =2007-z008 51201 Science 101 Active Class Keyword 1

# (T3 Department . , .
[] 2008 win Shannon's Super Active No Value Entered
[ No value Entered TEEN Active No Value Entered
[ Wo Vvalue Entersd Debbie's Class  Active No Value Entered
[ Weo value Entersd Josh's Class Active No Value Entered
[ Wo Vvalue Entersd DeShonda's Class Active No Value Entered
[0 2007 Fall Phyllis' ESL Active Mo Value Entered
[0 =007 spr 101 Jackie's Adult Day Active Mo Value Entered

Data chooser for classes

To edit an existing class record, double click on the record in the staff class folder. You will see
the “Edit Class Assignment” window, where you can make changes to the staff class assignment
record, if needed. Bear in mind that if you make changes to the staff start or end date, those
dates must still be within the class start and end date.

Edit Class Assignment { Record ID = 34353)

Fields marked with an asterisk*are required for NRS reporting.
Term 2005-2007
Course Number ac-1
Title Academy

Primary Assignment

Assignment Date |9.|"1 1/2006 v|
Start Date |9_r1 1/2006 v|
End Date |r5.r3n.r2unr v|

Status | Active #

Editing a Class Enrollment record

Staff Hours

The Staff: Hours folder allows you to track any hours worked in classes assigned to the staff
member. You can access this folder by going into the staff member record and clicking the Hours
folder. You will be taken into the Hours section, where you add hours for the staff in their
currently assigned classes by clicking on the Add New button, view and/or edit their hours in
existing classes, or delete hours.
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Staff Hours

PERSOMID-226203

* LAST NAME Staff * STATUS Active
* FIRST NAME Stacey Title Instructor
Hiddle Name Department Math

Hours | Add New | [ Delete |

Term Date Title Type Hrs Present Hrs Absent
No Value Enterec 01/31/2008 Geometry 422 Instruction 8 0
Mo Value Enterec 02/29/2008 Study Skills Instruction 8 0
Mo Value Enterec 03/31/2008 Tutor Training 1/08 Instruction 8 0

Staff: Hours folder

Hours can be added from the class record or the staff record. To add new hours from the staff
record, click “Add New.” This will take you to the Add Attendance screen, which gives you the
opportunity to put in the date for which you are adding hours, the type of hours being added
(Instructional, Travel, Prep, etc.), and the default amount of hours to add.

Upon clicking “Continue,” you will see an attendance window that lists all classes that the staff
member is assigned to on the date for which you are entering hours, the Hours Type, the amount
of hours, and the “Log Hours” and “Attend” checkboxes, as well as additional fields for
late/absence explanations. You MUST click the “Log Hours” checkbox for all the classes for
which you wish to add hours. If you do not check the “Log Hours” box, the hours will not be
logged. The “Attend” checkbox is pre-clicked for the staff member for all assigned, active
classes. If the staff member did not instruct, you can either not check the “Log Hours” box or
uncheck the “Attend” box. Unchecking the “Attend” box will generate an hours record for that
date in the staff member’s record, indicating that they were absent that day. Not checking the

“Log Hours” box creates no hours record, but simply doesn’t log any hours for that staff member
on that date.

When you have modified any information that needed changing from the default hours, and

checked the applicable “Log Hours” boxes for the student, click the “Save & Return” button in the
bottom right-hand corner.

Add Staff Hours Help ‘P
Attend
Log Hours[] pate Title Type Hours
0 4/15/2008 Geometry 422 Instruction v 2
0 4/15/2008 Study Skills Instruction v 2
] 4/15/2008 Tutor Training 1/08 Instruction v 2
Please click only ONCE to avoid duplicate entries
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Add new staff hours window. Note the warning in red.
Staff Workshops
The Staff: Workshops folder contains workshop data populated from the Workshop tab.

Data in the Workshops folder cannot be added to or modified from the folder, but only viewed.
Changes would need to be made in the Workshop record in the Workshop tab.

You can access this folder by going into the staff record and clicking the Workshop folder. You
will be taken into the Workshop section, where you can view the:

Enroll Date
Start Date
End Date
Title

Term

Enroll Status

Staff Workshops Enrollment

PERSONID-226203

* LAST NAME Staff * STATUS Active
* FIRST NAME Stacey Title Instructor
Middle Name Department Math

Staff Workshop Enrollment

Enrcll Date Start Date End Date Title Term Enroll Status

Staff Workshops folder
Staff Demographics

The Staff: Demographics folder allows you to enter and track demographic data for your staff
members. You can access this folder by going into the staff record and clicking the
Demographics folder. You will be taken into the Demographics section, where you can add data
for the staff member by clicking on the Edit button, and/or view, edit, or delete the existing
demographic information.
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Staff Demographics Print Preview g

PERSONID-226203 W + 20f2 + M Re
LAST NAME Staff *STATUS Active Program Adult Ed
* FIRST NAME Stacey Title Instructor Level
Middle Name Department Math Keyword Staff Keyword 1

Edit section Click Here

Gender Female Immigrant False
Ethnicity Hispanic UsCitizen False
Birthdate 3/7/1967 Country of Citizenship United States
Birthdate verification Warital Status Married
Born outside US False Number of Dependents 0

Country of Birth No Value Entered
Registered Voter False

Age 41 (Age is recalculated when birthdate is saved)

The Staff Demographic folder
The Demographics folder contains the following fields:

Gender: Populated via a user-modifiable (not recommended) choice list drop-down menu and
from the Staff Intake Form if filled out.

Ethnicity : Populated via a non-user-modifiable drop-down menu and from the Staff Intake Form if
filled out.

Birthdate : Populated by a calendar or type-in date field, and cross-walked to automatically
update the Age field annually. Populated via the Staff Intake Form.

Birthdate Verification:  Type-in field to indicate that the birthday has been verified, if desired.
Born Outside US: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Country of Birth:  Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “BirthCountry.”

Registered Voter: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Immigrant: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

U.S. Citizen: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

Country of Citizenship:  Populated via a user-modifiable choice list drop-down menu. The drop-
down menu is modifiable in the Choice List under “CountryOfCitizenship.”

Marital Status: Populated via a user-modifiable choice list drop-down menu. The drop-down
menu is modifiable in the Choice List under “MaritalStatus.”

Number of Dependents: Type-in field indicating the number of dependents.

Click Save & Return when finished.

Staff Credentials

The Staff: Credentials folder allows you to enter and track diploma and credential information for
your staff members. You can access this folder by going into the staff record and clicking the
Credentials folder. You will be taken into the Diploma and Credentials section, where you can
add data for the staff member by clicking on the Edit button, and/or view, edit, or delete the
existing demographic information.

13¢
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Staff Diploma and Credential Information Add New ] [ Delete ]

Date Earned Award Date Type Diploma/Credential Description/Mumber
01/31/2008 01/31/2008 Certification Teacher Certification 56928

The Staff Credentials folder

To add diploma and credential information to the staff record, click the Add New button. You will
get a pop-up window where you can indicate the following items:

Expected Award Date: Populated via a drop-down calendar or by typing in the date in a
mm/dd/yyyy format.

Date Earned: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy
format.

Actual Award Date: Populated via a drop-down calendar or by typing in the date in a
mm/dd/yyyy format.

Name of Diploma/Credential: Type-in text field for name of the diploma/credential.
Diploma/Credential Type: Type-in text field for type of the diploma/credential.
Description/Number: Type-in alpha-numeric field for description of the diploma/credential.
Person’s Name Displayed on Diploma/Credential: Type-in text field for name of the staff
member earning the diploma/credential.

Completed Requirements: A checkbox field wherein the box not being checked indicates
False/No, and a checkmark in the box indicates True/Yes.

By Exam Only: A checkbox field wherein the box not being checked indicates False/No, and a
checkmark in the box indicates True/Yes.

When you have completed adding or modifying the record, click Save & Return to return to the
staff folder, or Save & New to save and add another diploma/credential item.

Add Diploma/fCredential Record

Fields marked with an asterisk*are required for NRS reporting.

Expected Award Date | 1/31/2008 V‘
Date Earned | 1/31/2008 v\
Actual Award Date | 1/31/2008 v\

Mame of Diploma/Credential |Tea|:her Certification |

Diploma/Credential Type |Certiﬂcati|:|n |

Descriptiu:uanurnber|55925 |

Perszon's Name Displayed on
Diplama/Credential |S’[EEE‘_|,I Staff |

Completed Requirements

By Exam Only []

[Sﬂ'.fe & F‘.eturn] [ Save & New

Add new diploma/credential window
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Staff History

The Staff History folder allows you to track status history for the staff member. You can access
this folder by going into the staff record and clicking the Staff History folder. You will be taken into
the Staff History section, where you can view existing data, add new information by clicking the
Add New button, and/or edit existing data by double-clicking on the record and editing the fields.

Staff History

PERSOMNID-225203

* LAST NAME Staff * STATUS Active
* FIRST NAME Stacey Title Instructor
Middle Name Department Math

Staff History | Add New | [ Delete |

Start Date End Date Status
07/24/2007 Active

Staff History folder
The Staff History folder is populated automatically based on the status of the staff member.

Additionally, you can add data to the staff history record by clicking the Add New button. You will
get a pop-up window where you can indicate the following items:

Start Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
End Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format
Status: Populated via a user-modifiable drop-down menu, available as choice list item
“StaffStatus.”

When you have completed adding or modifying the record, click Save & Return to return to the
staff folder, or Save & New to save and add another history item.

Add staff History
Fields marked with an asterisk*are required for NRS reporting.
Start Date
End Date
Status w
[Save&Re‘turn] [ Save & New ]

Add New Staff History window
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Staff Work History

The Staff: Work History folder allows you to track the staff member’s employment history over
their time in your program. You can access this folder by going to the Work History folder and
clicking to open it. You will be taken into the Work History section, where you can add new
employment history information by clicking on the Add New button, or view and/or edit existing
work history, as well as delete unneeded or erroneous work history.

Staff Worlk History Add New ] [ Delete ]

Start Date End Date Status Occupation Description Salary
10/01/2007 Employed-Full  File Clerks

Staff: Work History folder screen

To add work history to the record, click the Add New button. You will get a pop-up window where
you can indicate the following items:

Start Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
End Date: Populated via a drop-down calendar or by typing in the date in a mm/dd/yyyy format.
An End Date should be added to the existing record whenever the status of employment
changes.

Status: Populated by a user-modifiable (not recommended for NRS users) choice list menu. The
drop-down menu is modifiable in the Choice List under “EmploymentStatus.”

Occupation: Populated by a user-modifiable choice list menu. The drop-down menu is
modifiable in the Choice List under “Occupation.”

Employer: Type-in field available for recording the staff member’s employer.

Salary: Type-in field available for recording the salary of the staff member.

When you have completed adding or modifying the record, click Save & Return to return to the
staff folder, or Save & New to save and add another work history record.

Add Work History Help “F

Fields marked with an asterisk™are required for NRS reporting.

Mote: Te change the Employment Status, be sure to also add an end ~
date to the previous Work History record after saving this record

Start Date |2_r5f2003 v |

End Date |00/00/0000  +|

Status | Employed-Full v

Occupatien | Insulation Workers

Employer |F'rimate|:h |
Salary [12,500 |
< >

[Sﬁve&Return] [ Save & New

Add New Work History window
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Staff Material

The Staff: Material folder contains material data populated from the Material tab.

Data in the Material folder cannot be added to or modified from the staff folder, but only viewed.
Changes would need to be made in the Material record in the Material tab.

You can access this folder by going into the staff record and clicking the Material folder
be taken into the Material section, where you can view the:

Material Name
Copy Number
Material Type
Status

Start Date
Due Date
Return Date
Amount Due

. You will

Staff Checkout

PERSONID-226203

* LAST NAME Staff
* FIRST NAME Stacey
Widdle Name

Check out

Material Name  Copy Number

Material Type

Status

Start Date Due Date

*STATUS Active

Title Instructor

Department Math

Pro
Kewy

Return Date Amt. Due

Staff Materials folder

Staff Comments

The Staff: Comments folder allows you to track any comments added to the staff record during

their time with your program. You can access this folder by going into the staff record and
clicking the Comments folder. You will be taken into the Comments section, where you can add
comments for the staff member by clicking on the Add New button, view and/or edit the existing

comments, or delete comments.

Staff Comments

PERSONID-226203

Middle Name

Comments

Date Type
02/18/2008 Weekly Report
09/12/2007 Phone

* LAST NAME Staff
* FIRST NAME Stacey

Turned in class hours today.
Stacey is sick and will not be at work today.

Comment

* STATUS Active
Title Instructor
Department Math

The Staff Comments folder screen
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The Comments fields are character limited and will not visibly save more than 3000 characters in
one comment. Please note that spaces (including paragraph and line breaks) are considered
characters, especially if you cut and paste comments from other sources.

Add Comments Help. @
Fields marked with an asterisk*are required for NRS reporting.
Date | 3/31/2008 ~
Type | No Value Entered v
No Value Entered
general comment
Comment

The “Add New” comment window

To add a new comment, click the “Add New” button. Select the appropriate date and type of the
comment. You can indicate the Type of comment, such as phone call, weekly update, general
comment, etc. The Comment Type drop-down menu is modifiable in the Choice List as
“CommentType.” After selecting the Date and Type of comment, type the comment into the
comment window, and click Save & Return if done, or Save & New to add an additional comment.

Staff Tab

The Staff Tab in LACES displays eight folders.

Staff

D All Staff
T3 Current Status
 [Z3 Employment Status
(23 Job Classification
(23 Program
= T3 Department
|23 Fultime
T3 Keyword

Staff tab

Each folder (with the exception of All Staff) can be expanded by clicking the plus ('¥) symbol in
front of the folder. Sub-folders will display the number of staff who meet each criteria
represented, based on information entered within the staff record. To display the list of staff
within a particular folder, click on the corresponding sub-folder.

All Staff

14z
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By default, when you click on the Staff tab, all Staff members will be displayed, regardless of
Overall Status.

Clicking All Staff will display every staff record in the database, allowing you to return to the total
list after using different staff selections.

Current Status
To view the sub-folders in Current Status, click the plus ( #) in front of the folder.

=l [Z3 Current Status
(T3 Active(8)
T3 Left®)
Staff Current Status folder

As staff records are added and staff members are assigned to classes, the current status will
change. You can view the number of staff who have each particular status by looking at the
number in parentheses, to the right of the status folder. To display a staff list of only the people
within that criteria folder, click on the folder.

Please note that the navigational sub-folders display the information for ALL staff members. To
narrow down your selection further, you can use the “Current FY in Selection” option by going to
Find>click Current FY in Selection.

Employment Status
To view the sub-folders in the Employment Status folder, click the plus ( ¥) in front of the folder.

= [Z3 Employment Status
[C3 Contractor{3)
[C] Regular Staff{11)
(C3 Volunteer(1)

Expanded Staff Employment Status folder

Staff should be assigned an employment status at intake, by choosing from the modifiable drop-
down choice list menu for Employment on the intake form. The choice list can be modified in the
Choice List heading “StaffEmploymentStatus.” Employment is a required field; however, staff
members who migrated over from LiteracyPro may display as “Null” or “No Value Entered.” Any
staff member with a null value employment status should be corrected, as an incorrect status or
classification may prevent the staff member from correctly populating the NRS tables (if
applicable).

If all staff members have been assigned an Employment Status, the number of staff members for
each status type will display in the separate sub-folders. To display the list of staff members in a
particular status, click the folder and the staff grid will display those staff members.

To assign an employment status to a Staff member after intake or to modify an existing status
field, click the “Edit” button in the staff key info screen, and choose a status from the provided
drop-down menu, then click Save and Return

Volunteers can be listed as staff members, and will populate to the NRS Table 7, column D, as
unpaid volunteers.
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staff Key Information
PERSONID-8007 [
Figlds marked with an asterisk™are requirsd for reporting
= LAST NAME BANAS * STATUS Left Program Adult Ed
* FRST NANE Teresa Tiie Instructor Keyword Academy/Ww/sF
Middle Name Department GED Prep Edit this section
L —
Zip l:l * CLASSIFICATION [ | nol Taachar v
City l:l * EMPLOYMENT STATUS [ Ragylar Staff =
state oo 3 = FOLLTIVE FOSTTION
Hail Preference [ no Value Entered | FTE-Percent D
' e vate
HomeProne [ ] Start Date
Work Phone l:l Level of Education Completed | Bachelar's Degree v:
Mabile Phone l:l Prior Related Exp-Years D B
Fax I:l Prior Teaching Exp-Years D
Other Phone l:l
Other Prone T¥8€ | Mg Value Entered R

Staff Employment Status field in the Key Info folder

Job Classification
To view the sub-folders in the Job Classification folder, click the plus ( ) in front of the folder.

= [Z3 Job Classification E.’
[Z3 Clerical’Support(1)
[C3 Local Administrator(2)
|:| Local Ancilliary Services(3)
[C3 Local Teacher(9)

Expanded Job Classification folder

Staff should be assigned a job classification at intake, by choosing from the user-modifiable (not
recommended) drop-down choice list menu for Classification on the intake form. The choice list
can be modified i