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[bookmark: _Chapter_1:__Introduction_to_GALIS]Chapter 1:  Introduction to GALIS
[bookmark: _Purpose_of_the_User_Manual]
1.1 Purpose of the User Manual

This User Manual has been designed to provide training information on the functionalities and features of the Georgia Adult Learners Information System, better known as GALIS.  GALIS is a web-enabled management information system (MIS) developed to meet the individual needs of Georgia’s adult education program, while meeting the guidelines of the National Reporting System (NRS). 

The information contained in this manual will be valuable to both the Office of Adult Education (OAE) administrators and the SDA/CBO (Service Delivery Areas/Community-based Organization) users.  After reviewing this document the users should be able to:

· Successfully login to the GALIS application
· Navigate the main screens and tabs
· Review student, class, attendance, staff, site, and report forms and sub-forms
· Add new and modify existing data 
· Perform a rollover of data from one Fiscal Year to the next or within the same FY
· View/save/export/print/email reports
· Import Scanned TABE Test Scores

[bookmark: _Using_this_guide]1.2 Using this guide

Items in Bold Print denote menu items or links to pages.
Sentences in Blue Font indicate a rule to adhere to when entering data.
Careful focus should also be given to words in Italics.
Red phrases generally indicate messages from GALIS needing attention.

Note:  All screen shots used in this manual contain fictional data.  
[bookmark: _System_Requirements]1.3 System Requirements

Operating System: Windows 2000 or better
Browser: Internet Explorer 5.0 or better
Monitor Resolution: 1024 x 768 or higher 
Internet connection:  High speed DSL, cable modem or LAN

Note: To ensure the same student record appears as the user moves from screen to screen, please set the following option in Internet Explorer:
 1.  Open Internet Explorer
2.  Click on Tools, then Internet Options, then Settings.
3.  Make sure that "Check for new versions of stored pages" is set to "Every visit to the page".
4.  Click Ok on the Settings page, and then again on the Internet Options page.

[image: Internet setting Standard e-mail view]
[bookmark: _User_Roles_and_Permissions]1.4 User Roles and Permissions

The GALIS application provides users with access to data and functionalities based on their user role.  SDA/CBO users are restricted to inputting, viewing, and printing data for their respective organization only, while OAE and the Data Center’s staff may view and print information for all SDA/CBOs.  
[bookmark: _GALIS_Login]1.5 GALIS Login

A GALIS account provides a user with one user name and password in which to gain access to GALIS.   In order to use GALIS, users must log in through the GALIS portal with their USER ID and password, which will identify their user role and permissions.  Passwords will expire every 90 days.

To obtain a password, your Program Director (or their designee) should send an email to datacenter@tcsg.edu with the Subject line “New User”.  The body should contain the first and last name, site, and role of the new user.  

To login to the GALIS application: 

1. In the browser window, enter the URL for GALIS: https://galis.tcsg.edu/OAL_PORTAL/DesktopDefault.aspx 
2. Click Enter key.  You will be taken to the GALIS Logon page (Fig 1.1) 
3. Enter your user ID and password, and click the Logon Portal button.  
4. The user’s account name and password must exist in the Data Center’s database for them to be able to successfully log into the GALIS web site.  If login was unsuccessful, an error message will be displayed indicating that the account name and password don’t match. 
5. The user is required to change their password the first time he/she logs in.
6. A successful login will take the user to the GALIS Main Page (Fig 2.1) 

When a password is close to expiring, a message “Password expires
within X days” will appear.  The password may be changed by clicking on the Change GALIS Password link above the Logon Portal button.  

[image: GALIS LOGIN]

Fig 1.1   The GALIS Production Login Screen
[bookmark: _Navigation_Tips]1.6 Navigation Tips

It is the intention of GALIS to be user-friendly and easily navigated for purposes of entering data related to Adult Learning.  

Users may navigate the pages of GALIS by pointing and clicking with their computer’s mouse.  The mouse may be used also to click from cell to cell to enter information, scroll through pages, and select items from drop-down menus.  

A user may choose to use the keyboard’s TAB key to move from cell to cell and use up/down arrows in drop-down boxes to select different options.  

Checkboxes can be selected with the space bar; using the space bar again un-checks the box.

Items on a menu that link to other pages will be underlined when the mouse pointer rolls over them.  Clicking on these menu items will take you to the destination pages, or will sort the items in the table by the category selected.  

Items in Red on a screen require special attention by the user, such as the fiscal year and error messages.

Items with a red asterisk (‘*’) are required fields and must be entered before the user is allowed to save data.

Across the top right of the screen is a list of links for Help, and Tech Support.  After logging in a “Welcome User-SDA/CBO” message is displayed in front of these links (Fig 2.1).  Before making any changes in GALIS, make sure the correct name and SDA/CBO are displayed. 

Menu items from the Main menu (Main, Students, Classes, etc.) are referred to as Sections.  Menu items within a section (i.e. Manage Sites, Add New Site, etc.) are referred to as Tabs (Fig 1.2).

[image: Section Tab Standard e-mail view]
Fig 1.2 Sections and Tabs

When navigating GALIS, be aware that the Current Fiscal Year Screens are Green.  Past and future Fiscal Year screens are in Gray.

When performing searches, a ‘wildcard’ search may be performed by selecting a box next to any field, leaving the text box for the field blank, and clicking Search.  This will return a list of all data for a category (staff, site, class, etc.) for the fiscal year for the SDA/CBO.

Also, a search can be performed using only the first letter or letters in any search field.  For example, to search by last names beginning with ‘M’, simply check the box for Last Name, click in the Last Name field type M and click Search.
[bookmark: _Quick_Launch]1.7 Quick Launch/Last Update

On the left side of the GALIS login and main screen is a Quick Launch menu from which to navigate to other web sites of interest (Fig 1.1).  Along with the websites, a calendar of GALIS-related events is available by clicking the Calendar link.  The user may scroll through the months and years of the calendar to see past or upcoming events.  Please check the calendar often for updates and additions (Fig 1.3).


[image: ]
Fig 1.3  The GALIS Calendar of Events


The GALIS Training Site is available from the Quick Launch toolbar (Fig 1.1).  The training site is a fully functional version of GALIS for training purposes ONLY.  Any data entered into the training site will not affect the production version of GALIS.  Each page of the GALIS Training site is denoted by Training Site at the top of each screen. Passwords for the GALIS Production site and the GALIS Training site will normally be the same.  Periodically, actual data from the production site is copied over to the training site and students’ middle names are set to “Test”.   This provides real data to use for training and testing purposes.

A log of updates sent out about new or changed features in GALIS is kept by the Data Center.  Above the Quick Launch menu is the most recent update. Click the link next to Last Update to read the details as well as to view the entire log of updates (Fig 2.2).


[image: galis uPDATE pAGE]
Fig 1.4 The GALIS Update Page

[bookmark: _Chapter_2:__Main]Chapter 2:  Main
[bookmark: _Fiscal_Year]2.1 Fiscal Year

IMPORTANT:  After logging in, there is a drop down menu to select the fiscal year that you wish to work in.  Select the year for the Fiscal Year before making any changes in GALIS (Fig 2.1).  
It is also important to remember that when navigating GALIS, be aware that the Current Fiscal Year Screens are Green.  Past and future Fiscal Year screens are in Gray.
2.2 Local Program

Once the Fiscal Year has been selected the drop down box will allow you to select the program (SDA) that is valid for that year. 

Administratively merging colleges:

Merging colleges will have the ability to view historical data by selecting the old SDA. The drop down will display only valid programs for the year selected. 

[image: ]




[bookmark: _Main_Menu]2.3 Main Menu

Notice the menu with the tabs for Main, Students, Classes, Attendance, Staff, Prof Dev, Sites, Import Data and Reporting.  This is the GALIS main menu from which you will work (Fig 2.1).  
[image: galis main 2]

Fig 2.1 The GALIS Main Page

When navigating GALIS, be aware that a main menu tab or a section in GREEN is the current active page and menu item.  In (Fig 2.1), on the Main menu, the item Main is in green to show that the user is working on the Main screen.  The other menu items are in black. GALIS will also display on each page the year and local program the user is working in.
2.4 GALIS Dashboard

On the Main page of GALIS, dashboards provide graphical, real-time representations of student data of the local SDA. The State and Local Report can be viewed from the Main page.  (Fig 2.2).  
[bookmark: _GALIS_Updates]

[image: Dash board and Report Card Standard e-mail view]




Fig. 2.2 Dashboard and Scorecard on GALIS Main Page

 
Chapter 3:  Sites
[bookmark: _Add_New_Site]3.1 Add New Site

As a general rule, when starting fresh for a fiscal year, the Sites for each SDA/CBO should be built first.  

From the Main Menu, click on the Sites tab.  Be sure the correct Fiscal Year and Local Program appears in Red on the left of the screen above the menu tabs (Fig 3.1).  
Click the Add New Site section to begin.
[image: ]
Fig 3.1 Adding a New Site

Enter the Site Name and Address information for the new site.  Enter the Zip Code and click the Auto Fill button to automatically fill in the City, County, and State information. If incorrect information appears for the City or County, the user should select the correct information from the drop down list for each field (this is important for accurate reporting by County, which is based on a site’s location).  Cities, counties, and zip codes are pulled from data provided by the U.S. Postal Service. The Zip Code must be a Georgia Zip Code for the Site (students and staff may have an out of state zip code).

Select whether the site will be an Active site or an Inactive site.  If a site is Inactive, the site will not show up on the list of sites that a class may be added to.
Any of this information can be changed later on by editing the site.  Phone and Fax information is optional.

Click the Save button to store the new site information to GALIS.  A green Data Saved message will appear.  Otherwise, correct any errors that appear in Red messages.
[bookmark: _Manage/Edit_Sites]3.2 Manage/Edit Sites

Any sites currently assigned to the SDA/CBO will be listed on the Manage Sites section for the Fiscal Year selected (Fig 3.2).  From the column titled Status, each site will be specified as Active (A) or Inactive (I).
 [image: ]
Fig 3.2   Sites Available to an SDA/CBO by Fiscal Year

To edit a site, click the Edit link to go to the Edit Site section (Fig 3.2).  Any site information (name, address, etc.) may be changed from this page.  A site’s status may be changed to Active or Inactive.  If there are no classes assigned to a site, a Delete button will appear next to the Save button.  This will delete the site (Fig 3.3). 

Click the Save button to store the new site information to GALIS.  A green Data Saved message will appear.  Otherwise, correct any errors that appear in Red messages.

Upon returning to the Manage Sites section, click the Refresh button at the bottom of the list of sites to see the newest site information available (Fig 3.2).

[image: ]
Fig 3.3 Editing a Site

[bookmark: _Rollover_Sites]3.3 Rollover Sites

The Site Rollover feature in GALIS provides the user the ability to effectively copy site information from one fiscal year into a new fiscal year. The user may edit the data that has been rolled (copied) to the new fiscal year without changing the data for the previous fiscal year. 

 [image: ]

Fig 3.4 Rolling Over A Site 

IMPORTANT:  Note the Fiscal Year and Local SDA in Red above the tabs.  The user must be working in the Fiscal Year that the site information will be copied TO. Fiscal Year and Local Program are automatically selected and grayed out . They are both required fields. The Site Name and County search criteria are optional.  (Fig 3.4).

A search has to be conducted for previous FY sites to rollover.  The search can be by site name, county, or fiscal year, but at least one of those criteria has to be selected. 

Only Sites that have NOT been rolled over will appear in the search results.  

Once the search results are returned, select the site(s) to be rolled by clicking in the Rollover box.  Click Clear Selections to remove any checkmarks in the Rollover box.  Clicking Select All will select every site listed.  Once all desired sites are selected, click Rollover Selected Sites (Fig 3.5).

A green Success message will appear next to each site that is successfully rolled           (Fig 3.5).  A successful rollover means that data for the selected sites will appear in both the fiscal year that the data was pulled from AND the fiscal year the data was rolled to.

[image: ]
Fig. 3.5 Rolling the 2009 selected sites to 2010


The new site(s) may then be viewed or edited under the Manage Sites section for the new fiscal year (a Refresh may be needed).

If an Inactive Site is rolled over, the status will be automatically changed to Active for the new Fiscal Year information.
           	      
 Administratively merging colleges:

Records can be rolled over from the previous year from the technical college to the new administratively merged college.  See fig. below
[image: ]
   Rolling the 2009 selected sites to 2010
[bookmark: _Chapter_4:__Staff]Chapter 4:  Staff
[bookmark: _Add_New_Staff]4.1 Add New Staff

Staff members should be created in GALIS to reflect the current staffing for each SDA/CBO.  Once staff members are created, they may be assigned to their respective classes.  It is important to create entries for all staff in GALIS.

To add a new staff member, first select the correct fiscal year from the GALIS main page (Fig 2.1).  Next choose Staff from the main menu then click the Add New Staff section (Fig 4.1).  Enter General Information for the new staff member.  

In the Employment Information section, choose a position most appropriate for the staff member.  The positions to choose from are:
Program Director
Admin Support
Instructor
Instructors Aide
Counselor

Select the Primary Assignment from the list, if applicable.  The Primary Assignment is only required for an instructor, instructor’s aide, or counselor.  This is the primary teaching area for these staff members.
[image: ]
Fig 4.1a   Staff Primary Assignment

Next, choose Position Type (Full Time, Part Time, Volunteer), Start Date, Status, and Highest Degree earned.  If Status is ‘Inactive’, then classes will not be able to be assigned to the staff member.

The staff member’s Experience and Primary Field of Study is required. If the staff member is not an instructor then select ‘Other’ as the primary field of study.

Certification is a required field. The user should select all certifications that apply.



Employee Contact and Emergency Contact information is optional.  When finished, click Save to save the New Staff information.  A green ‘Data Saved’ message will appear if all required data is filled in.  Otherwise correct the items with messages marked in red.


[image: add new staff]
Fig 4.1 Adding New Staff
[bookmark: _Staff_Search]4.2 Staff Search/Edit

GALIS provides a feature to search and edit Staff information.  To search for staff previously entered into GALIS, click on the Staff Search section from the Staff tab.  GALIS provides the most recently updated staff records (up to 15). To see other records, select the checkbox next to the criteria to be searched, enter search criteria and click the 'Search' button (Fig 4.2).  Once the staff record appears in the list, the information may be edited by clicking the Edit link.  From the edit page, staff may be edited and saved OR Deleted by clicking the Delete link. 

Staff may only be deleted IF they are not assigned to classes.

[image: ]
Fig 4.2   Staff Search Function, by Last Name, using the ‘wildcard’ search
[bookmark: _Rollover_Staff]4.3 Rollover Staff

Like Site Rollover, the Staff Rollover feature in GALIS provides the user the ability to effectively copy staff information from one fiscal year into a new fiscal year.  The user may edit the data that has been rolled (copied) to the new fiscal year without changing the data for the current fiscal year.   

IMPORTANT:  Note the Fiscal Year and Local Program in Red above the tabs.  The user must be working in the Fiscal Year that the site information will be copied TO . Fiscal Year and Local Program are required fields. (Fig 4.3).

A search must be performed to list staff available to be rolled.
Only Staff data that has NOT been rolled over will appear in the search results.  

Once the search results are returned, select the staff member(s) to be rolled by clicking in the Rollover box.  Click Clear Selections to remove any checkmarks in the Rollover box.  Clicking Select All will select every staff member listed.  Once all desired staff are selected, click Rollover Selected Staff (Fig 4.3).

[image: ]
Fig 4.3 Rollover Selected Staff

A green Success message will appear next to staff data that is successfully rolled           (Fig 4.4).  A successful rollover means that data for the selected staff will appear in both the fiscal year that the data was pulled from AND the fiscal year the data was rolled to.
The experience of the staff member will not rollover. The user must update this field each fiscal year.

[image: ]
Fig 4.4 Successful Rollover

The new staff may then be viewed or edited under the Staff Search section for the new fiscal year.

If an Inactive Staff member is rolled over, the status will be automatically changed to Active for the new Fiscal Year information.
[bookmark: _Staff_Positions]           	      
 Administratively merging colleges:

Staff can be rolled over from the previous year from the technical college to the new administratively merged college. See Fig. 4.5

[image: ]
Fig. 4.5 Successful Rollover from an administratively merged college

4.4 Staff Positions

The Staff Positions tab is used for entering data for the NRS Table 7 report: Adult Education Personnel by Function and Job Status (Fig 4.5).  The instructions are provided on the Staff Positions page as follows:

Enter by county the number of full time and part time PERSONNEL  paid for out of Federal, State, and/or Local education funds, as well as volunteers who are not paid but served in the program.  

If an employee is utilized by more than one county, enter the county where the employee’s desk is (for example, where is the SDA Director's main office), or where the person spends the most time (for example, a teaching position with the majority of classes in one county).

Each employee should only be counted ONE time.

The function "Total Administrative/Supervisory/Other" should include the organization director and secretary positions, other managerial or admin support positions, and any ancillary positions that support the Adult Education program such as custodians or security guards that are provided for the site where classes are located, if applicable.


[image: ]
Fig 4.5 The Staff Positions worksheet


[bookmark: _Chapter_5:__Classes]

Chapter 5:  Classes
[bookmark: _Add_a_New_Class]5.1 Add a New Class

To add a new class for a particular fiscal year, make sure the appropriate fiscal year is selected from the main page, then click the Classes tab on the Main Menu.  From the Classes page, click the section for Add New Class (Fig 5.1).

To begin, enter a title for the class to be created.  Select the Instructor and Site for the class (see Chapters 3 and 4 for instructions to create sites and staff).  

Select the Program from the list of designated programs.  NRS requires OAE to report students by program.  For example, all students in a class coded with program ‘EL/Civics’ will be reported as ‘EL/Civics’ students.  Students can be enrolled in more than one class, and therefore in more than one program, within a fiscal year.  Once students are enrolled in a class, the program related to that class cannot be changed.  To make a change, email datacenter@tcsg.edu. 

[image: Add a class]
Fig 5.1 Building a New Class. 

Select a Start Date and End date for the class from the calendar provided by clicking on the drop-down box, or simply enter the date directly in cell.  The format for the Date is mm/dd/yyyy and MUST fall within the Fiscal Year.

Select from the drop down menu if the class is Distance Learning (Yes or No).

Select the Subject by clicking on the drop-down box. This field is required.
Finally, select the Days of the Week the class will meet by clicking in the appropriate check boxes.  Select the Start Time and End Time from each drop-down box next to the day the class will meet (these menus contain times from 6:00 am until 11:00 pm). Class times can not be null and must be at least 30 minutes in duration. When finished, click Save to save the New Class information.  A green ‘Data Saved’ message will appear if all required data is filled in.  Otherwise correct the items with messages marked in red.

GALIS automatically assigns a CRN (Course Reference Number), a 5-digit unique identifier, to each class.  The CRN can be used as a search criteria.

[bookmark: _Class_Search]5.2 Class Search/Edit

GALIS provides a Class Search feature to view and edit class information similar to the Search feature explained in Chapter 4: Staff Search. 
To search for classes previously entered into GALIS for an SDA/CBO, click on the Class Search section from the Class tab.  To see class records, enter search criteria and click on the 'Search' button (Fig 5.2).  Once the class record appears in the list, the information may be edited by clicking the Edit link OR Deleted by clicking the Delete link.  Clicking on Delete will give a pop-up message: “Are you sure you want to delete this record?”.

A Class may only be deleted IF there are no students assigned to it (Fig 5.2).

[image: ]
Fig 5.2 The Class Search page
[bookmark: _Rollover_Classes]
5.3 Rollover Classes

Like Staff Rollover, the Class Rollover feature in GALIS provides the user the ability to effectively copy class information from one fiscal year into a new fiscal year.  Classes may also be rolled over within the same Fiscal Year.  The user may edit the data that has been rolled (copied) to the new or current fiscal year without changing the data for the initial class.   

IMPORTANT:  Note the Fiscal Year and Local Program in Red above the tabs.  The user must be working in the Fiscal Year that the site information will be copied TO (Fig 5.3).

A search must be performed to list classes available to be rolled.

Class data may be rolled over more than once and will appear in the search results.  

Once the search results are returned, the instructor, site, room, start/end dates, and title may be edited BEFORE rolling the class over.  This WILL NOT affect the actual class, only the copy of the class.  
The start/end years are changed to reflect dates in the Fiscal Year being copied TO.

Select the classes to be rolled by clicking in the Rollover box.  Once all desired classes are selected, click Rollover Selected Classes.  
As a reminder, click Clear Selections to remove any checkmarks in the Rollover box.  Clicking Select All will select every class listed.  Once all desired classes are selected, click Rollover Selected Classes (Fig 5.3).

[image: ]
Fig 5.3 Rolling a class from 2009 to 2009.

A green Success message will appear next to class data that is successfully rolled           (Fig 5.4).  A successful rollover means that data for the selected classes will appear in both the fiscal year that the data was pulled from AND the fiscal year the data was rolled to.  The new classes may then be viewed or edited under the Class Search tab for the new fiscal year.

[image: ]
Fig 5.4 Successful Rollover from 2009 to 2010.

The record that the class is copied to is assigned a different CRN than the original class, and the 2 classes are separate records.

[bookmark: _Rollover_Enrollment] Administratively merging colleges:

Classes can be rolled over from the previous year from the technical college to the new administratively merged college. The user must select the technical college from the drop down menu that the class is to be rolled over from. See Fig. below
[image: ]
  Successful Rollover from 2009 to 2010 (administratively merged college)

5.4 Rollover Enrollment
Students are enrolled individually into a class via the Student menu of GALIS (see Chapter 6: Student Enrollment).  However, GALIS offers the ability to roll (copy) multiple student enrollments from one class (by CRN and Fiscal Year) to another class (by CRN and Fiscal Year). This process does NOT copy over a student record.  The student must already be created in the Fiscal Year to copy enrollment To. 

IMPORTANT:  Note the Fiscal Year in Red above the tabs.  The user must be working in the Fiscal Year that the site information will be copied TO (Fig 5.5).

IMPORTANT:  The CLASS must already be created (either manually or rolled over) in the Fiscal Year to copy student enrollment To.


[image: ]
Fig 5.5 Rolling Enrollment From a previous Year to the Current Fiscal Year.

IMPORTANT:  The STUDENT must already be created (either manually or rolled over-see Chapter 6: Student Rollover) in the Fiscal Year to copy student enrollment To.

A CRN may be entered (if known) in the field in the From column. OR, simply select from a list of classes using the Use Title button (Fig 5.6).  Repeat to find a class in the To column.

[image: ]
Fig 5.6 Clicking ‘Use Title’ will list all available classes for the Fiscal Year


Once the classes are selected (From and To), the information for the classes are displayed (Title, Instructor, Site, FY, Program, Start/End Dates). Students may be selected from the list of Students in the From column to be Rolled Over (Fig 5.7).  


The Enrollment Rollover then works in the same way the Site Rollover works:  Select the students to be enrolled (by clicking in the ‘Rollover Enrollment’ checkbox) and click Rollover Student Enrollment (may need to scroll down the page).  The Clear Selections and Select All options are available.


All students enrolled in the From class will appear on the From roster, even those who have already been enrolled in the TO class.  However, Students will not be rolled over if they are already enrolled in the To class.  An ‘Already Enrolled’ message will be displayed.  In the To column, please select the Enrollment Start Date for the students being rolled over. (Fig 5.7).

A student that has NOT been created in the To Fiscal Year will NOT have enrollment copied over. A ‘Student not rolled over’ message will be displayed      (Fig 5.7).

[image: ]
Fig 5.7 Rollover messages

A successful rollover is indicated by the green message ‘Student Enrolled’.

The Clear Form button will clear all fields in order to begin a new Enrollment Rollover.

 Administratively merging colleges:

Enrollment can be rolled over from the previous year from the technical college to the new administratively merged college. See fig. below.

[image: ]
[bookmark: _Chapter_6:_Students]Chapter 6: Students
[bookmark: _Add_New_Student]6.1 Add New Student

Once sites, classes, and staff are built for a fiscal year, student data may be entered.  To add a new student, from the Main page, choose the correct Fiscal Year.  From the Main Menu, select the Students tab (Fig 6.1).  The potential student should have completed an Intake Assessment Form from which this information will be entered into GALIS.

GALIS allows only one student ID per student for the state.  The Add New Student function will perform a match function.  If a student attends more than one SDA/CBO, there will be a separate record (but same student ID) for each SDA/CBO.


[image: Add student]
Fig 6.1 Creating a new student record.


To begin, enter a Social Security Number (optional), Last Name, and Date of Birth.  Click Next.  Although the SSN field is optional, a SSN should be obtained from the student and entered into GALIS whenever possible.  This will allow data matches to be conducted which will help to determine follow-up information after the student exits the program (subject to the student’s confidentiality of records status).

GALIS will search the database (all sites and fiscal years) for a match based on the SSN OR the Last Name and Date of Birth combination. The Expanded Search will search the database (all sites and fiscal years) for a match based on the SSN OR the Last Name or Date of Birth. This option will help avoid duplicate students but   generate many pages of students to select from. 

If a match is made, GALIS will return an error message with the SDA/CBO and the Student ID and Name of the match (Fig 6.2).  At this point, it has to be determined:
a. The student being added and the match by GALIS are the same, but at different SDA/CBO’s.
b. The Student being added and the match by GALIS are the same, at the same SDA/CBO.
c. The student being added and the match by GALIS are 2 different students.
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Fig 6.2 A matched student record

Click the Display link under Display Data to pull up the Student information page to see more detailed information on the student.

If the student being added and the matched student are determined to be the same, simply edit any information that may need to be changed and click Save (or Save and Continue to edit test, enrollment, etc.).  

If the matched record is the same as the record being added AND the matched record is from another SDA/CBO, any changes made will ONLY affect the record at the user’s organization.  Changes will NOT change the other organization’s record.

If the other organization had entered test data for the student it would show up on the test screen but in the External Test History (also see Chapter 6: Student Tests).  



On the other hand, if the matched record is the same as the record being added AND the matched record is from the same SDA/CBO, then the student is already in GALIS.  The red error message “SSN already in use by another student” appears. There is no option to edit and NO ‘Not an existing student button’ (Fig 6.3).  The student record may be viewed and edited from the Student Search tab.



[image: ]
Fig 6.3 Student already has a record at the local SDA/CBO.



If the student being added and the matched student are determined to be different, click the Not an Existing Student button and enter the new information for the student, the same as adding a new student (Fig 6.4).  

At this point, the Social Security field will be blank and the correct SSN will need to be entered for the student.  Contact datacenter@tcsg.edu if you have identical SSN’s with different names and dates of birth.


[bookmark: _GoBack][image: Add a student]
Fig 6.4 Creating a new student Record


After entering the SSN, birth date, and last name, and clicking Next, the Student Data  page will appear to enter information on.  Enter the first and middle names, gender, ethnicity and race.  The Last Grade menu allows the user to enter the last grade of school that the student completed.  It is also required select if the student’s schooling is U.S. or non U.S. based. 

The Institution Use 1 and 2 fields are for the organization to enter any extra information deemed necessary to identify a student.  Information should NOT be recorded that might be considered confidential or sensitive in nature.

Check 1 or more boxes identifying how the student heard about the program.  This is used internally for marketing purposes.

Check 1 or more boxes to indicate any Special Enrollment, if applicable.
Enter the mailing address and phone number for the student and the emergency contact.  It is important to enter correct city, county and zip code information for the student.  This information helps to correctly identify student populations in different counties.  

From the Labor Force status field, select whether the student is Employed, Unemployed and looking for work or Not working and not looking for work. 
Per the NRS requirements ,GALIS will allow the user to update the labor force status one time. Employment goals are generated based on the student's status at entry. Please verify this information prior to entering the labor status. This field must be updated for all students (new and rolled over). Any corrections including data entry errors must be approved by your Grant Program Support Coordinator (GPS). 
Choose ‘Yes’ or ‘No’ to indicate if the student is Receiving Public Assistance.

Select any Special Populations that apply (more than one may apply).  Select None of the above if the listed special populations do not apply to the student.  A student is required to disclose if he or she belongs to a special population.

Type in the Language that is spoken at the student’s home.  This will be beneficial if the student has to be contacted by phone or a visit.

Check the appropriate confidentiality indicators.  (See section 6.2 Student Confidentiality).

Click Save OR, to continue to the Student Goals page, click Save and Continue (Fig 6.5). A green ‘Data Saved’ message will appear if all required data is filled in.  Otherwise correct the items with messages marked in red.
[bookmark: _Student_Confidentiality][image: ]
Fig 6.5 Save/Save & Continue
6.2 Student Confidentiality

There are 2 student confidentiality checks in GALIS used for data matching (Fig 6.6).  Data matching is the process of matching records in GALIS with records from other databases (ex. GED testing database).

Keep student records confidential (box is unchecked, by default):   This box should be checked if the student checks the corresponding confidentiality box on the Intake Assessment Form.  If this box is checked in GALIS, then the student's record will not be used in data matching (the exception being GED data matching IF the student has granted permission when they take the GED for their test results to be shared; see more on this below).

Keep GED confidential(box is checked, by default):   This box should be unchecked ONLY after you receive a copy of the student's signed consent form saying that their GED test results can be shared. If this box remains checked in GALIS, then the student's GED results will not be displayed as a result of the data match conducted with the Georgia GED test database.
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Fig 6.6 Confidentiality Checks in GALIS

This is a summary of the combination of confidentiality checkboxes and what that means for data matching:

Keep student records confidential		Keep GED confidential

 Ok to disclose				 Ok to disclose
All data match results will appear in GALIS, including the GED match result

 Don't disclose				 Ok to disclose	
Student records will not be used for any data matching, with the exception of the GED data match.  The GED data match will be conducted and the results will appear in GALIS on both the summary and the student detail reports.

 Ok to disclose				 Don't disclose	
Student record will be used for all data matching; however, the student's GED test results will appear on only summary reports where the student name is not shown - the GED results will not appear on any student detail reports.

 Don't disclose				 Don't disclose	
Student record will not be used for any data matching; student's GED test results will not be used in either summary or detail reports through data matching (only through manual reporting by your organization)

Note: To update only the confidentiality options on the Student Data page click the Conf Update button. 
[image: Confidential Update]
[bookmark: _Student_Search/Edit]6.3 Student Search/Edit

To enter test results, goals, enrollment, or notes for a current student, a search must be conducted from the Student Search section.  The student search and edit functions work the same way as for sites, classes, and staff.  A search may be performed using SSN, Student ID, Site, Name, Instructor (cannot be used in combination with any other criteria), or Institution Use 1 and 2.  Click ‘Search’ to list students meeting the criteria selected (Fig 6.7).  


To view detailed information, test history, goals, enrollment, and notes, click the Display Detail link.  Clicking this link will activate all of the Student sections so that information may be edited for the selected student (Fig 6.8).  


[image: Student search]
Fig 6.7 The Student Search feature.

[image: Student search act]
Fig 6.8Activating the Student information sections..


[bookmark: _Student_Tests]6.4 Student Tests

The TCSG Office of Adult Education requires that 100% of all students be pre-tested within the first 12 hours of instruction. Most reports in GALIS include students only if they have an EFL, which is calculated based on test scores.

At least 60% should be reassessed after a minimum of 60 hours of instruction, when exiting the program, or at the discretion of the instructor.  It is required that students be assessed at least once per quarter or within 180 calendar days after the previous assessment.

OAE has approved the Test of Adult Basic Education (TABE), the Basic English Skills Test (BEST), General Assessment of Instructional Needs (GAIN)  and WorkKeys from the standardized tests approved by the NRS, to assess basic skills.  Only scores from these tests will be accepted by the Office of Adult Education.  **Please see the Adult Learner Assessment Policies and Procedures Manual for the Technical College System of Georgia, Office of Adult Education for specific rules of testing**.

WorkKeys is optional but eligibility to take the WorkKeys assessment is determined by the local program and includes the student’s performance on a screening tool, such as TABE Locator and the student’s personal goals. Local programs may accept scores from students who were administered the WorkKeys assessment outside of the adult education program. Coordinate with your local WorkKeys test administrator to acquire score reports that include scale scores. OAE approved two WorkKeys assessments in Reading for Information and Applied Mathematics.

If a student has low literacy skills, lack of English proficiency, and/or documented disabilities and is unable to be assessed using the approved assessments to measure their abilities, documentation must be kept showing an attempt to assess the student.  In GALIS, use the following base scores for these students:
	TABE L (Choose Version):  Reading 160 and/or Math 180
	BEST Literacy: 0
	BEST Plus: 88
             


If a student is testing for the first time, the Test Type should be a Pre-test.  Only ONE pre-test for a subject may be given during a fiscal year.  If a student has a valid pre-test for the fiscal year, the next test to be entered will be a Post-test.  A post-test can NOT exist without a pre-test.  

A student may NOT have WorkKeys and TABE tests or TABE and GAIN for the same year.  A student is allowed to have a BEST and WorkKeys test or a BEST and TABE test in the same year. A student who has a BEST pre-test and goes on to achieve an ESL6 may then pre-test in TABE or WorkKeys, even though it's within the same fiscal year.  If a student has tested in both BEST and TABE  or BEST and WorkKeys , all level completions will be based on the entry EFL which will be determine by the test that was taken first.

GALIS will no longer accept a BEST Literacy PRE-TEST resulting in an EFL of ESL6 because there is no exit criteria for this test and functioning level . You will receive the message: GALIS ERROR - ESL6 pre-test using BEST Literacy is not collected; there is no method for testing out of this level. At this time you should pre-test using a TABE test or a BEST Plus Test.

GALIS will no longer accept a BEST Plus PRE-TEST resulting in an EFL of ESLX. You will receive the message: GALIS ERROR - Score is not valid as pre-test. TABE should be given. At this time you should pre-test using a TABE test

The following choices are available as valid tests in GALIS:	

2012:	TABE	            Version			BEST					Version
	TABE L      	9,9S,10,10S		BEST Plus – Computer Adaptive	n/a
	TABE E	9,9S,10,10S		BEST Plus – Print Based		A,B,C
	TABE M	9,9S,10,10S		BEST Literacy			B,C,D
	TABE D	9,9S,10,10S		
	TABE A	9,9S,10,10S		WorkKeys
						WorkKeys				n/a
2013:	TABE		Version			BEST					Version
	TABE L      	9,9S,10,10S		BEST Plus – Computer Adaptive	n/a
	TABE E	9,9S,10,10S		BEST Plus - Print Based		A,B,C
	TABE M	9,9S,10,10S		BEST Literacy			B,C,D	
	TABE D	9,9S,10,10S		 
	TABE A	9,9S,10,10S		WorkKeys				 
						WorkKeys 				n/a
			 
	GAIN             A, B
___________________________________________________________________

OAE requires that students be retested using a different test than the previous test, as follows:

TABE tests:   Within each subject, the TABE test must be the same level or HIGHER than the previous test, using this hierarchy: L, E, M, D and A. For example, if a student is tested in Reading using M and in Math using D; then the next Reading test must be a M, D or A and the next Math test must be a D or A.  If the student is tested at the same level for a subject, then a different version must be used.  For example, if a student is tested in Language, TABE M, version 9 ... and the next Language test a student takes is also Language, TABE M, then version 10 or 10S must be used; the next test for the student can not be M 9 or M 9S. However, if the student is tested at a different level then it is OK to use the same version since that is a different test: for example, the student can be tested using Language TABE M9 followed by Language TABE D9 or A9.

BEST tests: The same type of BEST test must be used for the pre-test AND all subsequent post-tests for the year (unless the pretest was excluded).  For example, if BEST Literacy is given for the pre-test, then BEST Literacy must also be given as the post-test.  If the BEST test has more than one version (such as A, B and C), then the student must be tested using a different version than the last test. For example, if a student is tested using BEST Plus - Print Based version B, the next test must be a BEST Plus test (computer or print), but if it is Print Based which has versions, then it can not be version B.  

WorkKeys: Students who pre-test must be post-tested using a different form. There are three NRS levels for which WorkKeys scale scores are used: High Intermediate Basic Education (ABE 4), Low Adult Secondary Education (ASE 1) and High Adult Secondary Education (ASE 2). 

GAIN: Students who pre-test must be post-tested using a different form. The NRS levels for which GAIN scale scores are used: Beginning ABE Literacy (ABE1), Beginning Basic Education (ABE2), Low Intermediate Basic Education (ABE3), High Intermediate Basic Education (ABE4), Low Adult Secondary Education (ASE1) and High Adult Secondary Education (ASE2). 

To begin entering test score data, first perform a student search and click Display Details.  Next, click Student Tests (Fig 6.9).  Be sure before entering test scores that the correct Student appears in bold letters above the data entry portion of the page (Fig 6.9).  Also, check the current Test History and EFL before entering new data (Fig 6.10).

Select the Test Type from the menu.  Select the type of Test to be entered (TABE or BEST, GAIN or WorkKeys  and the Level (TABE – L,E,M,D,A;  GAIN – A,B),BEST Plus-Print, BEST Plus – Computer, BEST Literacy).  Select the Test Version from the drop-down menu, followed by the Test Date.  A test date can NOT be a date in the future.  The same test can NOT be administered on the same date, and a test can NOT be older than 180 days.  

Once the correct type, test, version, and date are entered, the scores need to be entered manually into the correct boxes.  For TABE, enter the scale scores by subject: Reading, Total Math, and/or Language. WorkKeys test scores are also entered by subject: Reading for Information and/or Applied Mathematics.  For BEST enter the total scale score.  Test Scores entered into GALIS must match valid test scores in the BEST,GAIN  and TABE Test score Norms tables.  Click Save to store the test information for the student into GALIS.  A Green Success message will appear, OR errors appearing in Red should be corrected before continuing (Fig 6.11).
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Fig 6.9 Entering Student Test data


Three types of Test data may be viewed on the Student Tests page (Fig 6.10):

Local Test History – Current FY:  These are tests entered with a Test Date in the current Fiscal Year and taken at the local SDA/CBO.

Local Test History – Previous FY:  These are tests entered with a Test Date in previous Fiscal Years and taken at the local SDA/CBO.

External Test History – Other Agencies:  These are tests that were administered and entered by another SBA/CBO and transferred in with a student record transferred from another SBA/CBO.
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Fig 6.10 A successfully entered pre-test; 3 types of Test History
For TABE and GAIN tests, GALIS translates the scale scores for each exam taken by the student into NRS levels stipulated by the US Department of Education.  GALIS translates a student’s test score into a Grade Equivalent (GE) and an Education Functioning Level (EFL).

Each individual TABE test (Reading, Math, Language) or GAIN test (Reading, Math) that a student takes will give them an EFL and Grade Equivalent for each subject.  Then the overall EFL will be equal to the lowest EFL of all tests in all subjects. Educational gains are based on the subject with the lowest EFL. This subject is referred to as the NRS Subject.

GALIS prohibits standard users from entering test scores from dates more than 180 days old.  If a test older than 180 days needs to be entered into GALIS, email datacenter@tcsg.edu and someone will enter it for you. (Fig 6.11)
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Fig 6.11 Users can NOT enter test scores older than 180 days

Invalid tests may be excluded from the Test History (Current Fiscal Year ONLY) by the Program Director or a designee (with SDA Admin privileges) by using the Edit feature (Fig 6.12).  


[image: Test data]
Fig 6.12 Click Edit to Exclude a Test

An exclusion may be necessary if incorrect information (date, score, etc.) is entered for a test and the information must be changed. Exclusions must have a Reason entered by the user (Fig 6.13).  Check the Exclude box, enter a Reason, and click Update to Exclude the test.  Only users with SDA Administrator privileges may exclude tests.


[image: test exclusion]
Fig 6.13 Check in the Exclude Box and enter a Reason

If a student already has a pre-test and a post-test, and the pre-test has to be excluded, the post-test MUST be excluded FIRST, in order to exclude the pre-test. Once the correct NEW pre-test information has been saved, the post-test information may be re-entered.

[bookmark: _Student_Goals]6.5 Student Goals

All Core Goals will be set automatically based on assessment, demographic and class enrollment data. Core goals cannot be edited by the users. The Core Goals are:
A. CG3 – Obtain GED
B. CG2.3 – Enter Postsecondary
C. CG2.1 – Enter Employment
D. CG2.2 - Retain Employment

OBTAIN GED – This goal will be automatically set when the student takes all five parts of the GED test. Goal setting will occur after the GED Data match is run on the 15th of each month.
Enter Postsecondary – This goal will be automatically set if the student meets one of the following criteria:
A. Last Grade selected is High School Completed or higher: 
B. Pass all parts of the GED test
C. Enroll in a class where the Program is designated as 231 – Transition
Enter Employment – This goal will be set if the student checks the Labor Status box Unemployed and looking for work

Retain Employment – This goal will be set if the student check the Labor Status box : Employed

Student Goals may be viewed and edited after searching for a student and clicking Display Detail (see Student Search/Edit, this Chapter).  

Student Goals excluding the core outcome measures may be assigned automatically and manually.  Automatic goals are assigned logically based on test scores, overall EFL, and GE.  They are labeled as Intended goals in GALIS because they are short-term goals to help the student reach the next EFL. An automatic goal may not be edited or excluded via the Edit function (Fig 6.14). 

 In the example in Fig 6.15, this student’s entry EFL is ABE2 based on test scores.  An automatic goal of ABE3 (Low Intermediate Basic Education) is assigned because the student’s overall EFL is ABE2 and his goal is to move to an overall EFL of ABE3.  

Once the student reaches an overall EFL of ABE3, GALIS will automatically fill in the Obtained Goal field for ABE3 and will also automatically insert a goal for the student to reach the next level, ABE4.
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Fig 6.14 Automatic Goals 


A manual goal may also be assigned to a student. These goals should be obtainable in reasonable amounts of time (typically within the fiscal year) and should make up the steps leading to accomplishing a larger goal.  

[image: goal exclusion]
Fig 6.15 Manual Goals may be edited/excluded


Manual goals may be edited or excluded via the Edit button.  Manual goals may be edited to reflect the date the goal was obtained and explained in the Result field (Fig 6.15).  Once a goal has been completed, you must contact datacenter@tcsg.edu to make any changes or exclude the goal.


[bookmark: _Student_Enrollment]
1. OBTAINED A GED

Data match source: The GED data match runs on the 15th of every month - comparing students in GALIS based on SSN or last name and date of birth - with the Georgia PASSPORT system.  

Who is matched:  All students in GALIS are included in the match except those with both "Keep records confidential" and "Keep GED confidential" boxes checked on the Student Data page. 

Timeframe:  For students who attended within a fiscal year, the GED data match will be conducted for completion dates from July 1 through the first quarter after the fiscal year ends (through 9/30 of the following fiscal year).

How matched data appears in GALIS:  If the data match determines the student has obtained their GED, the end result is based on several factors, as outlined in the chart below.  If the data is automatically populated, then the Completion Date will display the GED test date and the Match Result field will display the name of the site in Georgia where the student took the GED test.

Data Match Chart
OBTAINED A GED

GED	Goal		Keep GED
Goal	Marked 	confidential
exists	completed	box checked	Result                                                                                                          .

Yes	Yes		Yes 		GALIS record remains the same; not updated with                       
					match information

			No		GALIS record remains the same; not updated with 
					match information
________________________________________________________________________

Yes	No		Yes		The matched data will not show on the Goals page 
					or on student-level reports
					The matched data will be included in totals on 
					summary reports as an intended goal

No	Completion Date and Match Result fields are populated in GALIS
This will show on the Goals page and in all reports, even student-level reports as an intended goal
________________________________________________________________________

No	N/A		Yes		The matched data will not show on the Goals page 
					or on student-level reports
					The matched data will be included in totals on 
					summary reports, but only as an unintended goal
						
No	GALIS populates the Set Date (same date as completion date), Completion Date, Type (as unintended), and Match Result fields
This will show on the Goals page and in all reports, even student-level reports as an unintended goal
2. ENTERED POSTSECONDARY EDUCATION OR TRAINING

Entered automatically through data match:
Data match source: A data match is conducted quarterly with the National Student Clearinghouse and the Georgia Technical College System. 

Who is matched: The match compares students in GALIS based on SSN or last name and date of birth.  All students in GALIS are included in the match except those with "Keep records confidential" box checked on the Student Data page.

Timeframe: For students who attended within a fiscal year, the Postsecondary data match will be conducted for completion dates from July 1 through the first quarter after the fiscal year ends (through 9/30 of the following fiscal year).Beginning FY 2013 any time after exit through the end of the program year (June 30) following the program exit.

How matched data appears in GALIS:  If the Postsecondary goal completion is determined through the matched data which appears in GALIS, then the Completion Date is automatically populated with the first day of the quarter (or semester) the student attended and the Match Result field is automatically populated with the name of the postsecondary institution the student attended.  See the chart below, which applies to "Entered Postsecondary Education" as well as two other data matches.


3. ENTERED EMPLOYMENT

Entered automatically through data match:
Data match source:  A data match is conducted quarterly with the Georgia Department of Labor (DOL). DOL maintains a database of Unemployment Insurance (UI) employment records of Georgia employees by quarter.

Who is matched:  The match compares students in GALIS based on social security numbers (SSNs).  All students in GALIS with a SSN are included in the match except those with "Keep records confidential" box checked on the Student Data page. 

Timeframe:  For students who attended within a fiscal year, the Entered Employment data match will be conducted for completion dates from July 1 through the first quarter after the fiscal year ends (through 9/30 of the following fiscal year).  

How matched data appears in GALIS: If the Entered Employment goal completion is determined through the matched data which appears in GALIS , then the Completion Date will be populated with the first day of the matched quarter, and the Match Result field will be populated automatically with additional employment information. See the chart below, which applies to "Entered Employment" as well as two other data matches.


4. RETAINED EMPLOYMENT

Entered automatically through data match:
Data match source:  A data match is conducted quarterly with the Georgia Department of Labor. DOL maintains a database of Unemployment Insurance (UI) employment records of Georgia employees by quarter.

Who is matched:  The match compares students in GALIS based on social security numbers (SSNs).  All students in GALIS with a SSN (except those with "Keep records confidential" box checked on the Student Data page) are included in the match. For this particular measure, on the Goals screen in GALIS, students who have met the goal to enter employment or who were employed upon entry and have a goal to retain employment will be matched against the UI data to determine retention.

Timeframe:  For students who attended within a fiscal year, the Retained Employment data match will be conducted for students who have retained employment two quarters after obtaining employment, or who are employed upon entry but have a goal to retain employment two quarters later. The match will check for completion dates from the beginning of the fourth quarter of the current fiscal year (April 1 of current FY) through the end of the third quarter of the following fiscal year (March 31 of following FY).

How matched data appears in GALIS: If the Retained Employment goal completion is determined through the matched data which appears in GALIS , then the Completion Date will be populated with the first day of the matched quarter, and Match Result field will be populated automatically with additional employment information. See the chart below, which applies to "Retained Employment" as well as two other data matches.


Data Match Chart
ENTERED POSTSECONDARY EDUCATION, ENTERED EMPLOYMENT, & RETAINED EMPLOYMENT


			Goal marked
Goal exists		completed	Result                                                                                                          .

Yes			Yes		GALIS record remains the same; not updated with 
 match information 
_______________________________________________________________________

Yes			No		Completion date and match result field are 
populated in GALIS.  This will show on the Goals page and in both summary and student-level reports
						as an intended goal
________________________________________________________________________

No			N/A		Completion date and match result field are 
populated in GALIS.  	This will show on the Goals page and in both summary and student-level reports
						as an unintended goal
________________________________________________________________________


[bookmark: _6.6_Student_Enrollment]6.6 Student Enrollment

Student Enrollment is the process of assigning a student to a class.  This function is NOT to be confused with Attendance (Chapter 7), which is recording the hours that a student has attended the class he or she is enrolled in.  Before assigning a student to a class, GALIS requires that the class be built for the site, and an instructor appointed to the class.  Although it is not required, it may be helpful in determining the class assignment to have test scores and goals entered for the student.

To begin, a student must be selected from the Student Search page.  Click Display Details and choose the Student Enrollment section. The page displays the student’s Name and ID, and Entry EFL (Fig 6.16).  

Below that information is Current Fiscal Year Enrollment, which lists all classes that the student is currently enrolled in for the FY selected (Fig 6.16).  If no classes are listed here, then the student is not yet enrolled in a class.

[image: enrollment 1]
Fig 6.16 Enrolling a Student into a class

To enroll a student into a class, a search may be conducted, or the user may click the “View all available classes” checkbox to see all classes. You can select up to 4 classes to enroll the student by checking the enroll box next to the class. Click Enroll Student to add the student to the selected classes. The search criteria may be based on Title, Instructor (only), or site.  The system will generate an enrollment status message.

[image: enrollment result]
Fig 6.16A Enrollment status


IMPORTANT:  An Enrollment Date MUST be selected.  This will be the date that the student will begin attending class.  The enrollment date can be the Class Start Date OR a manually entered date.  However, the date MUST fall within the start and end dates of the class to be enrolled in (Fig 6.17).  
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Fig 6.17 Selecting an enrollment start date


 The class should then appear at the top under Current Fiscal Year Enrollment (Fig 6.18).

[image: enrollment success] Fig 6.18 Class enrollment may be edited or deleted.

Enrollment may then be edited or deleted from the Current Fiscal Year Enrollment section (Fig 6.18).

Note:  Enrollment cannot be deleted if Attendance exists for the student in the class.
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Fig 6.19 Editing class enrollment information.

From the edit function, the enrolled date may be changed. The Exit Date may be selected should the student discontinue attendance in the class before the class end date. It is not mandatory that an exit date be entered since the student’s last attendance date for the year is used to determine if a student has exited and when.  However, entering an exit date for students that stop coming to class also helps to keep the attendance rosters current.  Click Update to Save or Cancel to exit the Edit function (Fig 6.19).


Three buttons exist on the Student Enrollment page (Fig 6.18):
      Printable – Displays a student’s class schedule in a printable format.
     Attendance Summary – Displays a printable summary of a student’s attendance.
     Current Attendance – Displays a printable summary of currently enrolled classes


[bookmark: _Conference_Notes][bookmark: _6.7_Conference_Notes]6.7 Conference Notes

Conference Notes are designed to record information about the student's education plan. Information should NOT be recorded that might be considered confidential or sensitive in nature.

From the Student Search page, select the student to add a Conference Note.  Select the type of conference note, Regular or Follow-Up Survey, enter the effective Date, type the comment and press ‘Save’ (Fig 6.20).



[image: conference notes Standard e-mail view]
Fig 6.20  Entering Notes into GALIS



[bookmark: _Rollover_Students][bookmark: _6.8_Rollover_Students]6.8 Rollover Students

The Rollover Students section offers the functionality of copying student records from a previous fiscal year to be used in a new (current) fiscal year.  This function differs from Rollover Enrollment in that only the student record (student data, tests, goals, and notes) is copied over into the new fiscal year.  Rollover Student does NOT copy over class enrollment (see Chapter 5: Classes).

The Rollover Students function works similar to the other rollover functions in GALIS.  Make sure that the fiscal year that is chosen from the Main page is the fiscal year to roll student data TO. Fiscal Year and Local Program are required fields. The user MUST select one prior to performing the search.
Conduct a Search using criteria to narrow the search results.
Check the Rollover box for the students to Rollover and click Rollover Selected Students.  The Clear Selections and Select All buttons are available (Fig 6.21).


[image: ]

Fig 6.21 Performing a student rollover from FY 2008 to FY 2009



Once the rollover is completed successfully, a student search should return the student record(s) for the current fiscal year (Fig 6.22).  Any changes to the student’s record, such as their address or employment status, will affect only the current year record for the student.  The previous year’s record will remain unchanged. The student’s Last Grade and Labor Status will not be rolled over and must be entered each fiscal year.

[image: ]
Fig 6.22 Student data rolled over may now be searched for in the current FY
 Administratively merging colleges: Students can be rolled over from the previous year from the technical college to the new administratively merged college. The user must select the technical college from the drop down menu that the student is to be rolled over from. See fig. below.

[image: ]
Performing a student rollover from FY 2008 to FY 2009at a an administratively merged college.


One of the student’s tests from the previous fiscal year will be automatically rolled over as the pre-test for the current fiscal year if :

a.  The test is within 180 days of the day the record is being rolled 
b.  The test score for each subject is the most recent of the tests to be rolled
c.   The test has NOT been excluded.

If no previous year tests meet these requirements, then all tests from the previous year will appear under Local Test History – Previous FY (Fig 6.23).

[image: ]
Fig 6.23 Tests rolled to Local Test History- Previous FY

Goals are not copied but re-calculated using the test scores and EFL that are rolled over from the previous fiscal year.  Any goals calculated from a previous fiscal year will appear under Student Goals in the Goal History section (Fig 6.24).  When the student record is rolled over, goals will only appear in the Current Fiscal Year section when:
            a.  the goal is an automatic goal to reach the student’s next level
and
b.  the corresponding test from the previous fiscal year has been rolled over as the pre-test for the current fiscal year (see Local Test History, above).
 
Any other goals excluding the core outcome measures for the student in the new fiscal year will need to be entered manually.                                                 

[image: ]
Fig 6.24 Goals rolled to Goal History


6.8 Practice Tests (OPT)

This option is used to allow the users to capture the Practice GED test scores. No edits of EFL, GE calculation will be performed.  

[image: ]
Fig 6.25 Entering Practice GED Test Scores

Select the test type and date from the drop down menu. Test scores should be entered by subject. The test scores are three digits. If the essay is off topic or inadequate then ‘911’ should be entered. Hit Save when all test scores have been entered. 

Only test scores for the current year can be edited. Hit the Select button to edit:
[image: ]
Fig 6.26 Editing Practice GED Test Scores

Select your option to edit the test core or delete 

[image: ]

Fig 6.26 Select Edit or Delete Practice GED Test Scores  
Edit the Test score entering your corrections and Hit ‘Update when complete:
[image: ]
Fig 6.27 Enter correction data  

Delete the Test score by hitting delete and confirming the delete.
 
.  
[bookmark: _Chapter_7:_Attendance]Chapter 7: Attendance

Once a student is enrolled in a class, it is required for NRS reporting purposes to track a student’s attendance in a class.  This can be accomplished from the Student Attendance section in GALIS.  Attendance may be entered for all students in a particular class by performing a Class Search, or attendance may be entered for an individual student using the Student Search section.
[bookmark: _Class_Search_1][bookmark: _7.1_Class_Search]7.1 Class Search

To enter attendance for a group of students by Class, conduct a Search by checking a category and entering criteria for the category (Remember that wildcard searches may be performed by leaving the text field blank or entering only the first character(s)). Click Search (Fig 7.1).

Click the Attendance link to begin.

[image: ]
Fig 7.1 Performing a search for classes to enter attendance

At the top of the Enter Attendance page, select the maximum number of rows to display and the Date to enter NEW attendance for the class. (Changing/Deleting attendance is addressed later in the chapter) (Fig 7.2).   Be sure to click the Next>>> button each time a new date is selected.

 
[image: attendance top]
Fig 7.2 Selecting a date to enter New attendance


Once the date is selected, a list of students that are currently enrolled in the class on the date selected will appear.  Enter the number of New Hours and the Type (Classroom or Online).  Only .00, .25 (15 minutes), .50 (30 minutes), and .75 (45 minutes) hour increments can be accepted (Fig 7.3).

[image: ]
Fig 7.3 Students currently enrolled in a class on a specific date

[image: ]
Fig 7.4 Successful entry of hours


After tabbing out of the hours field, the subtotal will display the total hours for all students in the selected class on the selected date.  Check the subtotal to ensure the data was entered correctly.

Click Check and Save to save the New Hours entered and to update the Total Hours. A Success message will appear next to hours correctly entered (Fig 7.4); otherwise correct any messages in Red (Fig 7.5).  

[image: ]
Fig 7.5 Hours must be entered in  increments of .25

Click Refresh AFTER Check and Save and BEFORE entering any new hours for the same specific date.

To edit attendance, use the Click to Edit Attendance button at the bottom of the Enter Attendance page (Fig 7.6).

[image: ]
Fig 7.6 Click this button to edit attendance.

Select the Student and Attendance Date that attendance needs to be edited for and click Edit.  Change the Hours and/or Type.  Click Update to change the attendance information (Fig 7.7).  

Choosing Delete will delete attendance for a student for the date chosen.

[image: ]
Fig 7.7 Editing Student Attendance information
[bookmark: _Student_Search][bookmark: _7.2_Student_Search]7.2 Student Search

Student Attendance may also be entered in for an individual student by clicking the Student Search section on the Attendance tab.  

To enter attendance for an individual, conduct a Search by checking a category and entering criteria for the category (Remember that wildcard searches may be performed by leaving the text field blank or entering only the first character(s)). Click Search (Fig 7.8).


[image: ]
Fig 7.8 Student Search to Enter Attendance for a class

To the right of the student record to be edited, GALIS displays the student name and class, the date, and hours currently stored for attendance for each date enrolled AND the total hours for all attendance in the selected class (Fig 7.9).

[image: ]
Fig 7.9 Entering attendance using a student search; GALIS displays attendance information


Select the Student and Class that attendance needs to be edited for and click Attendance.  Enter the Attendance Date, the Hours and Type.  Hours must be in .25 increments. Click Update to change the attendance information (Fig 7.7).  
[bookmark: _Chapter_8:_Import_Data]Chapter 8: Import Data

IMPORTANT: To participate in being able to import scanned TABE test scores into GALIS, you will have to use a certain version of answer sheets with the Date of Birth field on them. The versions of answer sheet you will need in order to import scanned scores are 
McGraw-Hill:  78747-02 (Complete Battery)
                        78748-02 (Survey)

To successfully import scanned TABE records into GALIS, a student record must already exist in GALIS for the Student (see Chapter 6).  GALIS will use the student’s Date of Birth, along with First/Last name, and Gender to match the student’s results with his or her record in GALIS. 

From the Import Data link on the GALIS Main Menu, choose the Fiscal Year that the imported test(s) will populate, then select whether the file being imported contains Survey tests or Complete Battery tests.  Note: Tests should be separated into Survey or Complete Battery before scanning, and indicated in the scanner software (ie. Testmate) when performing the scan.

[image: ]
Fig 8.1 Importing scanned TABE answer sheets for a Fiscal Year.

Scanning a batch of Survey or Complete Battery tests will produce a text file on the local computer.  The text file should be the name given to the test batch in the scanner software (Ex. “07012008_ImaTeacher_CompleteBattery.txt”). Make sure that you can access this text file with GALIS.  If the file does not exist on the computer you are using GALIS on, it must be copied from the computer used for scanning so that it may be accessed on the computer connected to GALIS.  This can be done by copying the file to a floppy disk, portable flash drive, CD, or shared network drive.  


[image: ]
Fig 8.2 Selecting a file containing TABE results

[image: ]
Fig 8.3 Sample Scanning Results file

Fig 8.3 Upload progress information[image: ]


After selecting the file to import into GALIS, click the Upload File button to process it.  GALIS will produce a message in step 5.  Any records not inserted will be students that were not matched in GALIS, or whose identical tests already exist in GALIS.   Records inserted means that the tests were imported correctly (Fig 8.3). 



[image: TABE Error]
Fig 8.4 TABE Import Error Report:  Local Reports/Edit Checks/TABE Import Error Report

Report AL208 is available with a list of names from the text file imported and any success or error message for each from the import process.  If any test scores are NOT imported, you may correct the error message for each and run the process again.  Be sure to export the report if you need it for future reference (See Chapter 9).  Once the Import process is ran again, new data will populate the Import error report.



















[bookmark: _Chapter_9:_Reporting]Chapter 9: Reporting
[bookmark: _Running_a_Report][bookmark: _9.1_Running_a_Report]9.1 Running a Report

Reports are developed using Business Objects Crystal Reports. They are based on data that is collected and stored in the centralized, statewide database for GALIS. To access GALIS Reports, click on the Reporting Tab of the main menu (Fig 9.1). There are two main categories on the Reporting page:

Statewide Reports	These contain summary data for the Georgia Adult Education System, usually with totals for each local organization or each county. No student data appears in statewide reports.

Local Reports	These reports contain data for only the user’s local organization. They do not show data for any other SDA/CBO, and most of the reports contain student level information.

[image: ]
Fig 9.1 Reporting

Click on a category (Statewide or Local) to view the reports, sorted into "boxes" - each box contains reports related to a general topic (such as Staff, NRS reports, Track Attendance, etc) Fig 9.2.

[image: ]
Fig 9.2 Locating a Statewide Report

The reports are listed in the box. When you click on a report name, information about the report appears in the Report Details Parameter Form on the right (Fig 9.2).

At the top are the report title, data source (usually OAL for GALIS data), and access level (for example "ALL" means all users at your organization can view the report).  The data source and access level are the icons to the right of Select Term.

The parameters appear next. In this section, select the criteria you would like to use to run the report. Depending on the report, you will be prompted for information such as County, Start and End Date, Fiscal Year, Term, etc. Once you have the parameters selected, click the blue button "Run Report" to view the report.

This is followed by the report number, a more descriptive title and description, and the time period for which the report can be run.  If you have questions about a report, be sure to include the report number in an email to datacenter@tcsg.edu .
[bookmark: _Viewing_a_Report]
[bookmark: _9.2_Viewing_a_Report]9.2 Viewing a Report

Each report has a header that displays the GALIS logo, the report number, the date the report is run, the title and time period.  Additional notes about the criteria used to program the report usually appear beneath the header.

[image: ]


Fig 9.3 Report view. Use the drop down menu (displaying ‘Main Report’) to navigate through reports.
The initial view for some reports is a summary of information (such as a list of instructors and the number of classes and students they serve). 

Moving the mouse over records on the summary page (the pointer will turn into a hand) allows the user to “drill down” to more detailed information by clicking on the record to view more detailed information behind it (using the same example, clicking on an instructor's name might display the student names by class for all classes taught by that instructor). 

[image: ]


Fig 9.4 Drilling Down to view the student list for an instructor



There is also sometimes a link at the top of the report which lists all this detailed information (such as all classes and students for all instructors) in one view that may be printed all at once (see ‘All Instructors’ button, Fig 9.3).

[bookmark: _Navigating_in_a_report][bookmark: _9.3_Navigating_in_a_report]


9.3 Navigating in a report

Reports are displayed using a Crystal Reports HTML viewer. To navigate, you will mostly use the features on the light blue "Business Objects" toolbar that appears directly beneath the Internet browser toolbar (Fig 9.5).

[image: ]Fig 9.5 Business Object toolbar

Move from page to page: 
	On the toolbar, you will see what page you are on (eg page 2 of 10)
	Use these icons to move to different pages:
			|<	go to the first page
			<	go to the previous page
			>	go to the next page
			>|	go to the last page

To go directly to a certain page, enter a page number directly in the "page" box and press "ENTER"

The dropdown box (Fig 9.5) shows you what level of the report you are in. This is helpful if you drilldown to detail information and now want to return to the main page or another drilldown page - you can select that view in the dropdown box. You can also click the up arrow next to it to move up to the next higher summary view. Or you can use the "BACK" icon in your browser to backtrack through the pages you have viewed.

To search for a certain record, such as a student ID or name, enter the search criteria in the dropdown box and click the "binoculars" icon to the right of the box. 

[bookmark: _Printing_a_report][bookmark: _9.4_Printing_a_report]9.4 Printing a report

You must have Adobe Reader installed on your computer to print a report. 

When you are viewing a report, to print it click the "printer" icon on the light blue "Business Objects" toolbar (Fig 9.5). Do not use the print button on your browser's toolbar, and do not use File/Print ... these options will either print a blank page or not print the data with the correct page formatting.  

After clicking "print", in the dialogue box that appears, make sure you have selected Page Range "all" or if you want only specific pages to print then enter that range.  Then click "OK".


[image: ]
Fig 9.6 The print window

The report will open in Adobe Reader.  In this view, click the Print icon on the Adobe toolbar, and in the dialogue box that appears click "OK".  The report will print, and reports designed on legal size paper will automatically be adjusted to print on 8 ½ x 11 size paper.

[bookmark: _Exporting_a_report][bookmark: _9.5_Exporting_a_report]9.5 Exporting a report

Once you run the report and it is displayed on the screen, click on the "export" icon, which is the very left-hand button along the light blue "Business Objects" blue bar (Fig 9.5)  . Once you click "export", in the dialogue box that appears:
- Select the desired file format (such as Adobe PDF, or Excel)
- Make sure "page range" says "ALL" if you want to export all the pages, otherwise enter the pages you want to export
- Click OK
(Fig 9.7)

At this point, depending on the format you chose, the report will open automatically, or you will be prompted to either save or open the file:

If the report opens automatically, which usually happens with Adobe Acrobat (PDF), then you can save it once it appears on your screen.


[image: ]
Fig 9.6 Export window


If you are prompted whether you want to SAVE or OPEN the exported file ...
... if you choose SAVE, a new dialogue box appears. From here, browse to the directory where you want to save the file. The default filename is "crystalreportviewer" and you may want to change this to a more meaningful name. 
... if you choose OPEN, the file will open and you can see the data in the selected format, but you may not have all the toolbars needed to save it, so for example if you exported the data to Excel, you may need to open a new Excel document and copy and paste the data to the new Excel document; from here you can select "File / Save As", browse to the directory and change the filename. Note: it is usually easier to manage the file if you save it on your computer first and then browse to the file and open it.

[bookmark: _Emailing_a_report][bookmark: _E-mailing_a_report][bookmark: _9.6_E-mailing_a_report]9.6 E-mailing a report

First export the report to an application the person you want to send it to has on their computer (such as Word, Excel, or Adobe Reader). Save the exported file on your computer. Start a new email as you usually do, and attach the saved file in your email.


[bookmark: _Appendix_A:__Acronyms]
Chapter 10: Local Professional Development

10.1  Staff Development

GALIS now provides a means to create and track Professional Development Opportunities.  Local Professional  Development Opportunities may be created via the Add Prof Dev tab in the Professional Development module (Fig 10.1).  A user must have the roles of SDA Admin or SDA Staff to view this tab.

To create a new opportunity, type in a Title, Location, Start/End Date, Possible Contact Hours, Possible PLU Credits, and a detailed Description of the opportunity.  Text fields with an * are required fields.  Hours may be entered in increments of .25, .5, or .75. Click Save to store the opportunity for the fiscal year.  The Start/End dates must fall within the Fiscal Year.
A green ‘Data Saved’ message will appear if all required data is filled in.  Otherwise correct the items with messages marked in red.  GALIS will automatically assign a ‘CRN’ to the opportunity to distinctly identify it.

[image: ]
Fig 10.1 The Professional Development Screen

Saved opportunity information will be listed in the data grid on the Manage Prof Dev tab.  These items may be edited by clicking Edit or removed from GALIS by clicking Delete.  To delete a Professional Development opportunity, all attendance for the activity must first be deleted. See Fig 10.2

State sponsored opportunities are added/edited by OAE staff via the OAE Admin link (special permission needed) in the same way that a Local opportunity is created or edited.
[image: ]Fig. 10.2 Manage Prof Dev
10.2 Staff Development Attendance

Participation in Staff Development activities are tracked in GALIS on the Pro Dev Attendance tab.  Attendance may be added for any Local opportunity created by the SDA.  

To enter new attendance or edit attendance for Professional Development begin by selecting the Title from the list of opportunities..  The Location, Dates, Description, and Possible Contact/PLU Credit Hours will be populated according to the Title Selected. 

A list of all Active staff will be listed in the data grid below the Opportunity information.  The Actual Contact Hours and Actual PLU Credits boxes will be populated according to the Possible Contact Hours and Possible PLU Credits entered on the Add Prof Dev tab when creating the opportunity.  Information entered will not appear in the data grid until you click the SAVE button.

[image: ]
Fig 10.3 The Professional Development Attendance Screen
Checking the check box next to the Staff name indicates that they were in attendance for the selected opportunity.  The Actual Contact Hours and Actual PLU Credits may be changed to reflect what was actually attended by the Staff member, but may not be greater than the Possible Contact Hours and Possible PLU Credits.  Hours may be entered in increments of .25, .5, or .75.

Click Save to store the attendance.  A green ‘Inserted’ or ‘Updated’ message will appear next to each name that attendance is correctly entered for.  Otherwise correct the items with messages marked in red.  Clicking REFRESH  will populate the check boxes and the Hours/Credits boxes with attendance data that has previously been saved.

[image: galis attendance]
Fig 10.4  Show Attendance Records

Professional Development Reports by staff and opportunity are found under Local Staff Reports. See Fig. 10.5
[image: Staff]
Fig. 10.5 Local Staff  Reports Menu
Appendix A:  Acronyms  


ABE		Adult Basic Education

ASE 		Adult Secondary Education

BEST		Basic English Skills Test

CBO		Community-based Organization

CG		Core Goal

CRN 		Course Reference Number

EFL		Educational Functioning Level

ESL		English as a Second Language

FY		Fiscal Year

GAIN		General Assessment of Instructional Needs

GALIS		Georgia Adult Learners Information System

GED 		General Educational Development

NRS 		National Reporting System

OAE		Office of Adult Education

PY		Program Year

REC		Regional Education Coordinator

SDA 		Service Delivery Area

TABE		Test of Adult Basic Education

TCSG		Technical College System of Georgia
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% g manually entered the test records. Once the file has been uploaded, go to the Reporting module and review the load results in the "TABE Import Error Report” - lacated in the Local Reports | Edit
@ 2] Check section. The number of successfully entered records will be displayed at the bottom of this page

Step 1 Select Fiscal Year: [2008 =)
Step2 Select Test Type: @ Complete Battery " Sumey

Step3: Select File: Browse.

Step 4 Upload File File Uploaded Upload File

Step 5 Go to Reporting module and view the TABE Import Ertor Report

File was processed: 0 records inserted. 27 records not inserted
Please o to the reports tab to view the error report

Dore

[GALLS User Manual Version 3.0 -Draft - Microsoft word fMet




image76.jpeg
Main | Students | Classes | Attendance | Staff | Sites | Prof Dev | Reporting | OAE Admin | DC Admin

Statewide Reports

Local Reports

Classes

‘Student Records Confidentiality Check (AL225).
‘Student Records with No Education Level (AL242)
‘Students Enrolled Without Assessment (AL084)
‘Students Enrolled Without Assessment with 12 hours or more (AL30)
Listof Students with 40 Hours or More and No Post-Test (AL305)
‘Students Rolled Before Tests Posted (AL253)
‘Students Rolled Over with No Pre-Test (AL190)

ABE Import Error Report (AL203]
Ul Data Match Results - Entered Employment (CG2.1) (AL223)
Verification of Eligibility (AL290)

i ] v

Enrollment and Hours.

NRS

Staff.

‘Student Populations

Track Attendance

Draft Reports

Report Details Parameter Form
Report Name/Data Source/Access Level
‘TABE Import Error Report
Select Local Program:
Albany (16) -
Select Term:
Fiscal Year 2013 (2013) ~

Report Number:
AL208
Report Display Name:
‘TABE Import Error Report
Report Description:
Error report to be generated after a school uploads and processes scanned test results
Report Runs for Time Period:
Fiscal Year Only
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Help

ALIS

G

Statewide Reports

Local Reports

GALIS will be unavailable 5-30-07 due to upgrades

Main | Students | Classes | Attendance | Staff | Sites | Import Data | Reporting

Category Details
Name:
Statewide Reports
Description:
Statewide summary reports of all technical colleges/divisions.

€] javascripts SetContentPanesre(DeskiopModules/IFrames/CategoryContentFrame. aspx7categoryi
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(GALIS Report #AL068; 0 date as 0f 52912007

Adult Literacy System of Georgia
Albany Technical College (16)

Student Attendance Hours: by Instructor, Class and Student
For hours attended within date range:

Note: This report displays all students with an entry EFL and atiendance hours within the time period selscted

Surnmary by Program for Local Agency: Classes  Unduplicated  Classroom  Online
Students” Hours  Hours

Fage 101

Total
Hours

ABERSERESL 168 ETE 000

B

‘Adult Basic Education 85 113475 0.00

13475

Carreciional Facilty Progran 16 150 0.00

150

Grand Total 265 183621 0.00

83621

“Unduplicated students: 3 count of each student exactly once. A student enrolled in multiple classes is counted once in the
overall agency summary, butis st displayed with each class atiended n the detail report,

Click a record belowta view student hours for only that instructor,
or click this link o view all data sorted by instructor. All nstructors

Total  Unduplicated Classroom  Online
Instructor Name Instructor ID Classes ~ Sfudents Hours  Hours

Total
Attendance
Hours

> Alexander, Sinay 900000878 1 1 6.00 00
> Bonner, Ethel 900063933 1 24 126030 00
> Brown, Rosa 900000898 595.50 000
> Chappell Hatie 900000889 26.50 00
> Jones, Gregory 900000854 14025 00
> Kendrick, Kristina 900001437 4750 00
> Lewis, Virginia 900000798 1,021.50 00
> Lowe, Kimberly 900117082 56.00 000
> Meadows, Abigail 900057646 563.28 00
> Miller, Daphnie 900000818 12250 00
> Rabinson, Collie 900052420 36.00 00
> Toson, Dehorah 900000880 15115 00
> Towns, Katrina 900000794 208.00 000
> Washington, Emma 900000890 276.50 00
> willams, Clora 900000897 91.50 000
> Wimes, Dianne 900000857 24375 00

600
125030
50550
2850
14025
4750
1,021.50
5600
563.26
12250
3800
15145
20800
27850
9150
2375
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EXE] » oW 72 [Lewis, virginia v] 0 [100% %] susremsonecs
(GALIS Report #AL065; 0 date as of 52812007 Page 1 of2
Albany Technical College (16

Attendance Hours sorted by Program, Class and Student.

Instructor: Virginia Lewis (ID 900-00-0798)

Attendance Hours within date range: 51072007 - 5252007

‘Summary by Program for Instructor:
Classes  Unduplicated  Classroom  Online Total

Students” Hours  Hours Hours

ABERSERESL 7 ) T.02180 000 702150
Grand Total 2 [ 102150 0.00 1,021.50

“Unduplicated students: 3 count of each student exactly once. A student enrolled in multiple classes is counted once in the
instructor's summary, butis stll dispiayed with each class atisndsd below.

‘The eniry EFL is based on the student's beginning EFL for the fiscal year
The current EFL is based on the student's EFL as ofthe selected end date of the report,
Click a students recard to view attendance histary for that student.

'+ Advanced at east  level

Program: ABEASEESL

Lewis Day Class - CRN 14612

ABE4 ABE4 900-12:0133  Allan, Chaya
ABE3 ABE4 900-11-0877 Bl I, Arthur

ABE4 ABE4 900-03-6127  Benton, Edward

ABE4 ABE4 900120136 Bresdlove, Vanaster

aBE2  ABE2 900-00.5025 _ Brown, Amne
ABE3  ABES 900087401 Burley, Mellkesha
ABE4  ABES 900116040 Causey, James
aBE2 ABE2 900-11-0499  Cobb, Cordon
ABE4  ABES 900118180 Cody, Teara
ABE3  ABE3 900-10-5633 __ Cuti, Christopher
ABE2  ABE3 900.03.0271 _ Dale, duanita
aBE2 ABE2 900.03.7564  Dale, Shirey
asE2 asE2 900120112 Davis, Rainey
ABE4  ABES 900-12.0115  Deans, Brenion
ABE3  ABES 900-10-5902  Ewings I, Jimmy
ABE4  ABES 900-11-6079  Hale, Jordan
ABE2  ABE3 900.03-8413 _ Hal, Ebony

sBE1 ABE2 900-03-1422_ Invin Brtany
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(GALIS Report #AL068; 0 date as 0f 52912007

Adult Literacy System of Georgia
Albany Technical College (16)

Student Attendance Hours: by Instructor, Class and Student
For hours attended within date range: 2007

Note: This report displays all students with an entry EFL and atiendance hours within the time period selscted

Surnmary by Program for Local Agency: Classes  Unduplicated  Classroom  Online
Students” Hours  Hours

Fage 101

Total
Hours

ABERSERESL T4 708 177206 000

477208

‘Adult Basic Education 5 108 251500 0.00

ZE15.00

Carreciional Facilty Progran 2 7 T46.50 0.00

T46.50

Grand Total 21 331 753356 0.00

753356

“Unduplicated students: 3 count of each student exactly once. A student enrolled in multiple classes is counted once in the
overall agency summary, butis st displayed with each class atiended n the detail report,

Click a record belowta view student hours for only that instructor,
or click this link o view all data sorted by instructor. All nstructors

Total  Unduplicated Classroom  Online
Instructor Name Instructor ID Classes ~ Sfudents Hours  Hours

Total
Attendance
Hours

Alexander, Sinay 900000878 1 1 6.00 00
Bonner, Ethel 900063933 1 24 126030 00
Brown, Rosa 900000898 48 113000 00
Chappell, Hattie 900000889 13425 00
Edwards, Wille 900000892 250 00
Jones, Gregary 900000854 2278 00
Kendick, Kristina 900001437 10450 00
Lews, Virginia 900000798 158785 00
Lowe, Kimberly 900117092 111.50 00
Meadaws, Abigail 900057646 563.28 00
Miller, Daphnie 900000818 806.50 00
Robinsan, Collie 900052420 36.00 00
Toson, Dehorah 900000880 37038 00
Towns, Katrina 900000794 22000 00
Washington, Emma 900000890 446.50 00

> williams, Clora 900000897 144.00 00

600
125030
1130.00
13425
250
21275
10450
1,587.65
11150
563.26
806.50
3800
37035
2000
44850
14400
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Page Range:

To prin:

1. Inthe nexd cislog that appears, select the "Open tis fl” option an cick
the OK kuton

2. Cickthe printer foon on the Acrobet Reader Men rather than the print
utton on you iternet browser.

oK
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File Format: Crystal Reports (RPT)

IMirosoft Excel §7-2000 (5LS)
Iferosot Excel 67-2000 - Data Only (XLS)
IMierosoft Wrd (RTF)
IMrosof Word - Edable (RTF)

Page Range: [Fich Text Format (1F)
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2009
([Manoge o Dev | Add o Dev | o Dev Adndance
Type: Local CRN: TBD
*Title: (50 characte [ntr0 to Work Place
“Location’ (100 erarscers) [Any Place
*Start Date: [4/1/2009 ~ “End Date: |4/1/2009 &
“Possible Contact Hours: | 8.00] (140) Possible PLU Credits: | 4.00] (0.40)
Enter decimals only in increments of 15 minutes, for example: 25, 5. and 75

“Description: [Traininly on work place penavior
(500 crarscte)
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