AEP

Data Submission Guidelines for Quarter 1 — July 1, 2018 — September 30, 2018
e Due October 31, 2018 — Program Year: 2018-19




Due Dates

Each quarter’s data is submifted from July 1 to the
end of quarter

» October 31 (First Quarter — September 30)
» First Quarter Data, TOPSpro® Enterprise Due

» First Quarter —AEP Data Integrity Report (e-mail, fax, or mail hard copy to CASAS)
aebg@casas.org



mailto:aebg@casas.org

Preparing your TOPSpro (TE) Data

» Fach Agency needs to enter every student enrolled in, or received
services from, an AEP-funded program. Each student needs:

» An Entry Record
» A Pre-Test (ESL, ABE and ASE)
» A Post-test (if enough class hours) (ESL, ABE and ASE)

» An Update Record (if student has left the program or if learning
outcomes have been made)

» Aftendance hours




Students enrolled in one of the 7
AEP Program Areas

Entry Record

» Student Naome and Address
®» Demographics

» | abor Force Status

» Barriers to Employment

» Date of Enfry into Class and
Programs

Special Programes, if any

Students who received services
but did not enroll in a class

» Student Naome and Address
» Demographics

» | abor Force Status

» Barriers to Employment

» Dafe Services Received

» Services Received (Update
Record side)

(8) SERVICES
RECEIVED

(Mark all that apply
or leave blank)

Supportive
Training
Transition




Pre- and Post tests

» Pre and Post-tests are required for all ABE, ASE and ESL
programs.

®» Assessments approved by the NRS for AEP
» CASAS

» Other approved tests can be found on the AEP website




Update Record

» Date of Update (there can be more than one in a year)
» Class ID
» |nsfructional Program

» Services received (whether enrolled in classes or not)
» | carner Results

» Update Record must be completed if student has left
your program.




Attendance Hours

ASAP -

Schoolhouse

WY

osludialug 0idSdOl

» |nclude all attendance hours
from July 1 to September 30

» |f using a 3@ party aftendance
system,

» cxport your files from your
atffendance system as csv
files

» save the files onto your
desktop

» in TE, use the Import Wizard
under Tools to move your
data.



Improved Literacy Skills — HS Diploma

»Progress towards Diploma (New) -

» Parficipants who improved from ASE low to ASE high on the NRS-
approved assessment— or, who completed enough high school credits to
advance from ASE Low (9™/10t grade) to ASE High (111/12h grade)
levels.

» Instructional Program = HS Diploma

» Instructional Level = ASE Low or ASE High — either through pretest or self-
report (Entry Record field 18)

« |f ASE Low - learner achieves outcome by marking self-report ASE High, or
earn HS diploma

« |f ASE High —learner achieves outcome by marking earn HS diploma



Importing Data from a 3@ party system.

» Export files from your data system in a csv format.

» |n TE, go to Tools > Third Party Import Wizard and follow the directions for the
“WIOA Import Formats.”

®» Remember, imporfing any records can create new records in TOPSpro
Enterprise as well as update existing records.

E View Organization Records Reports RUIEE Help

Scanning Wizard

3rd Party Import Wizard

Class Replication Wizard

Proxy Wizard

TE to TE Import/Export Wizard
California Core Performance Wizard
Additional Assessments Import Wizard

Scheduler

Create desktop shortcut




Not using an attfendance systeme

» You can add attendance hours directly into TE
» Use the “Add Update Record” button

Student in Program Year Information

Site: 01 - RHAS: North Campus Program Year: 7/1/2018 - 6/30/2019

Student: 023945893 / Trayla B Ford Female Birth Date: 3/16/1989

Add Entry/Update Record

Entry/Update Record Information

& Barriers to Employment

Site: 07 - Central Library
Student: 023945893 / Trayla B Ford Birth Date: 3/16/1987

Employment Barriers: N/A

2 Current Workforce Services

2 Record Date

Training Services Received In Program: N/A

Vocational Rehabilitation Services Received In Program: N/A
2 Education & Goals

Transition Services Received In Program: MN/A )

Instructional Levels: | [ | ESL
Supportive Services Received In Program: MN/A ] ABE/ASE
2 Previous Workforce Services Goals: ® N/A [ Primary [ Retain Job () Primary  [] US. Citizenship

. . . . () Primary ("] Improve basic skills [ Primary [ ] Get a better job () Primary [ Military
Transition Services Previously Received: N/A [ Primary [ | Improve Englishskills ~ ["] Primary [ | Enter college or training [ Primary [ | Personal Goal
Supportive Services Needs Assessment: N/A () Primary [ H.S. Dipl/HSE [ Primary [ Work-based project () Primary (] None
() Primary () GetaJob ) Primary [ Family Goal () Primary  ["] Other Attainable Goal

2 Class Activity

Class: lNo selection v

Attendance: ] Student Update (Cumulated) Hours: Minutes: f Total hours since July 1

O Student Update Hours: Minutes: [— Hours since last update

Ll = 1




Or take Dally Attendance in TE

Class Instance Information

Class Description: 1 - ABE Low Intermediate Agency/Site: 4908 / 01 - RHAS: Nortt|

Program Year: 7/1/2018 - 6/30/2019 Class Notes:
Class Start Date: 7/1/2018 Class End Date: 6/30/2019

WTUs Available:

2| # Attendance

Attendance Source: |Daily Attendance -

Week: (@ 10/22/2018 - 10/28/2018 &)

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
10/22/2018  10/23/2018  10/24/2018 10/25/2018 10/26/2018 10/27/2018 10/28/2018
(v v O O O O ]

60 60 |E |0 60 60 60 60

005208216 / Rick Williams MM n MM n
023945893 / Trayla B Ford MM B MM B
090983439 / Krissy Barthelomew MM B MM n
095898383 / Matt R O'Happenstance u n
098509389 / Robin A Aljmaner MM MM B
298349872 / Autumn River MM n MM n
308303438 / Rick L Ankiel MM a MM n
340993385 / Dustin P Andrews MM MM B




Checking the Quality & Completeness
of your Data

= Run the AEP Data Integrity Report (DIR)

» |n TOPSPro Enterprise, go to Reports > State Reports> California> AEP Data
Integrity

Tools Scoring Help

CASAS eTests
Demographics
Program OQutcomes
Test Results

Consumer Reports
Data Management

State Reports l California i
Federal Reports

AEP Consortium Manager Reports

AEP Tables
Report Locator Wizard... AEP Barriers To Employment
Reports Manager AEP Data Integrity
Dashboard Sources Payment Points
i Student Gains
Ad Hoc Reporting | EL Civics Additional Assessment Detail

EL Civics Additional Assessment Summary
Payment Points Data Integrity

Archived Reports




DIR, cont.

In the report set-up window, under Common Filters, the Program Year is automatically
marked as the Current Program Year.

Your AEP programs are marked by default (automatically) and click Generate.

AEP Data Integrity:1 B3

4908 - Rolling Hills Adult School (RHAS)| ¥ | (R g i el (e (Load Saved Paramsters)| ¥ | [RilRIEInC gl | (Default Ml Edit Schema & [l Design Mode

@ Session Name

Session Name |AEP Data Integrity on October 17, 2018 at 08:46:26 by administrator1@rhas.org

Session Comments

a0jebiney dnjes podoy

& Common Filter

Program Years | (®) Current Program Year () 7/1/2018 - 6/30/2019 () 7/1/2017 - 6/30/2018 (O 7/1/2016 - 6/30/2017 (O 7/1/2015 - 6/30/2016 (O 7/1/2014 - 6/30/2015 (O 7/1/2013 - 6/30/2014 (O 7/1/2012 - 6/30/2013 (O 7/1/2011 - 6/30/2012 () 7/1/2010 - 6/30/2011

Programs: O N/A ¥ High School Diploma [ Adults w/Disabilities vl Pre-Apprenticeship
[+] Basic Skills (ABE) [v] HSE [v] Adults supporting K12 student success
[V ESL/ELL [¥] Career and Technical Education (CTE) [ other Program
‘f_' Citizenship [] Workforce Readiness [roce

& Date Ranges

Activity date: |N,-’A ~| from: | IE” to: | E|

m View Organization Records Reports Tools Help User: Administrator 01 Version: 3.0 build 42 ‘1| (=] E‘ |@ (%]




Summary Information

Summary Information

Students who Students in the Services Section
received services

but did not enroll
in a class. Marked Literacy Gains Outcome but did not have AEP program

Marked HSD/HSE Outcome but did not have AEP Program
Marked Post-Secondary Outcome for AEP but did not have AEP Program
Marked Employment Outcome but did not have AEP Program

Total Students
enrolled or have
received Services

Students not enrolled in the 7 AEP programs

Marked Wages Outcome but did not have AEP Program

o ol ol ol o | o]k

Marked Transition Outcome but did not have AEP Program

Students enrolled in the 7 AEP programs 1314

Students Concurrently Enrolled in High School,
Students eligible for Data Integrity

1309

Students who

achieved Enroll these students in an

outcomes but are
not enrolled in an
AEP program

AEP program in order to
claim the outcomel!




AEP Data Integrity e -

Agency: 4908 - Rolling Hills Adult School [RHAS) Program Year: 2018-201%

Summary Informatian

Students in the Services Section 1318
Studants not enralled in the 7 AEP programs
Marked Literacy Gains Dutcome but did not have AEP program

a
[l
Mariked HED/HEE Outcome but did not have AEP Frogram a
Marked Past-Secondary Gutcome for AEP but did not have AEP Program a|
Warked Employment Dutcame but did not have AEP Program a|
Mariked Wages Outcome but did mat have AEF Program a
Masked Transition Qutcome but did nct have AEP Program a

Students enrolled inthe 7 AEF programs 1314
Students Concurrently Enralled in High Schaol/K12 5
Students eligible for Data Integrity 1303
Ite=rm Description Item Count Item Percent
— 01 Missing Birthdate or outside 16-110 1 013%
02  Lessthan 12 Hours of Instruction 578 4416%
02a Zero or Empty Hours of instruction 143 14.74 %
. 0Zb Total hows between 1-11 howrs 385 Héi%
e [tems 1 -9 are required elements S ke e -
Y4 D3a Na Highest Year of School E1g 27T5%
03k Na Highest Dey Earmed 10 0.76%
O O O _< 04 NaGender 4 0.a1%
that if missing, could affect your : hiio ;
4 06 Total Reported Labor Force Status 1212 ar59%
DGa Total ‘Employed’ 447 3415%
DGk Total “Employed with notice” 10 0.76%
OU COI ' Ies. 06c Total ‘Unemployed” 583 4454%
DG6d Total ‘Nat in Labor Farce’ 172 1314 %
D6e _Total missing Labar Force Status 97 T41%
. 0&  NoPretest 233 17.80%
09  NoPost-Test BEE 6555 %
Items 10-25b reflect totals in your L | &&=
09k Na Post-Test and pretest below ASE High 222 62.80%

10a_Learners with a pre-/past-test pair 451 1445 %

database, including items that e = o

11b Achieved Educational Functional Level Gain with High School credits eamed

11c Achieved Educational Functicnal Level Gain with Post-Secondary Outcomie

may be missing key information. —

12k Passed HSE but instructional program nat HSE

13a Earned HS diploma

13b Earned HS digloma but instructional program nat HS diploma

Right-click on the item number to e e e

o
o
9
o
12c Passed HSE but Highest Degree Earned is HSE or higher o 0.00%
a
o
o
o
o

16 Learners enrclled in Integrated Education and Training {ET}

get to the student records to add i =

18 Learners with at least one Barrier to Employment S8z HAE%
192 Learners with Multiple Barriers to Emgloyment 257

. . .
or edit information e
. 20 Learners Co-enrolled in WA Tithes |, lll, or IV 12 0.92 %

21 Leamners with a pretest in the conservative esimate range 73 SEER
22a Learners with a pre-/past-test pair but less than 40 hours of instruction 173 13.22%
S 22b Learners without a pre-/past-test pair but more than 40 hours of instruction 136 10.39%

TOPSpro Enterprizs 3.0 build 42 © 2018 by CA54S Al rights recerved Prepared by: Administraror 01




What's nexte

M your agency's data is in TOPSPro Enterprise Online

M You've added any missing data or corrected items in your data based on your
AEP DIR report.

Now, generate a new AEP DIR for the 2018-19 Program Year.
M Export it as a pdf.

M Attach it to an email and send to aebg@casas.org and your designated consortium
data manager. Email has not changed yet, we will announce when it does.

That's If!



mailto:aebg@casas.org

For more informartion

For fechnical assistance:
» call CASAS at 1-800-255-1036, Option 2

» cmail at techsupport@casas.org

Thank you for attending!



mailto:techsupport@casas.org

