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Starting the New Program Year

After KAERS has been upgraded in July, it will be ready for programs to enter data.
There are a few steps to activating your location and staff.

1. Staff 7 First, go to the staff section and make sure all staff are updated and tied
to your location by completing all tabs.

2. Manage Location i Make sure this is up-to-date on the Locations tab. Most of
this information should be automatically populated by KYAE.

3. Sites T Make sure satellite sites are up-to-date and correct on the Sites tab
within the Add/Edit Location section. Activate continuing sites.
4. Contacts - Complete all contact information on the Contacts tab within the

Manage Locations section. The main contact will populate the KYAE website with
contact information under Find an Adult Education center.

5. Classes 1 Enter classes for the new Fiscal Year on the Scheduling tab
within the Manage Locations section.

NOTE: Once location, staff, all four required contacts, and classes are updated and
entered in KAERS, you will have the ability to begin enrolling your students.

How to Contact a Program

At the bottom of every screen in KAERS, you will see a link that says Contact
Programs:

Last logged on 11/17/2016 Contact Programs

Click this link to access a list of all county contacts in KAERS. For example, this is
useful if you need to contact a program to separate a student who has moved and
needs to be enrolled in your county.

How to Contact KYAE Skills U

If you need to contact the State regarding a KAERS issue with a student, be sure to

providethest udent 6s first and | ast.DoldOlaseaBatialKAERS
Security Number unless the problem is the SSN. You may contact either:

Terry Tackett 502-892-3063 terry.tackett@ky.gov
Natalie Cummins 502-892-3021 natalie.cummins@Xky.gov
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Staff

Enter a New Staff Member
From the Home screen, click the Staff tab.

On this screen, select your Location from the dropdown menu. Then click the Add
Staff button on the right.

— Staff Add/Edit

— Personal Info

=SSN - -
*First Name : “Last Name :
Middle Initial : *Date Of Birth : | MM/DO/YYYY
*E-Mail : *Gender : | -- Select an item --
*Race : | -- Select an item -- -

— Employment/Education Info

*Job Activation @ | MM/DO/YYYY *AE Employment Type : | — Sefect an item — -
In-Kind Employee : *Education Level : | — Select an item — -
Major : | -- Select an item — - CIP Code(4-digits) : | — Select an item — -

*Hours Per Week : |0 B *Hours Per Year : |0

“Years in AdultEd : |0

— Teaching Exp / Salary Info

*Total Years Teaching : | 0 : Primary Teaching Assignment : | — Select an item - -

*Salary Range Annual : | -- Select an item —- -

Adult Education Certifications

WorkKeys Administrator CASAS Administrator TABE Administrator Wonderlic

Account Setting
Active : E-Mail Notification : Yes o
Security Agreement Signed : Signature Required :
Save H Update Reset Password | § Cancel ¥ Add Staff CCJ Next

You will need to enter a variety of demographic and identifying information on the
Add/Edit Staff tab. Any field marked with a red asterisk is required. For definitions of
unfamiliar terms, please see the Glossary.

E-Mail: Be sure to use the same email address here as is used for test administrator
certifications.

Hours Per Week: These should be the actual hours worked, regardless of funding
source.
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Years in Adult Ed: This the number of years employed by an adult education agency,
either in teaching or administration.

Total Years Teaching: This is the number of years teaching in adult education.

Be extra careful when entering the email address. Once this is entered, it can only be
edited by a KAERS programmer.

For Adult Education Certifications, the staff person must have up-to-date credentials in
administering those exams. More than one box may be checked.

WorkKeys Administrator: The staff person has completed the WorkKeys training
given by OET.

CASAS Administrator: The staff person has completed the CASAS training given by
Comprehensive Adult Student Assessment Systems (CASAS).

TABE Administrator: The staff person has completed the TABE training given by
DRC/McGraw-Hill. Be sure the email address used matches the address used for TABE
training.

Wonderlic: The staff person has completed the training required to administer the
Wonderlic Ability to Benefit test for admission into the Accelerating Opportunity
program.

When you have finished entering all the information, click the Save button at the bottom
of the page. The next tab, Add/Edit Location, will advance automatically.

Add/Edit Location

Select the Location and Job from the drop-down menus. (For multi-county programs, it
is possible to add Staff to more than one location.)

(') K A E R s Welcome test est3

- - I
Adult Reporting

&4 Home 3 Student B Staff n Location g Attendance IE' Reporing & Administration “d Help & Logout

Staff > Add/Edit Staff Location

Add/Edit Staff \:._ Add Certificate w Add/Edit Location PD Activity

— Staff Add/Edit Location

View Staff Status

*Location : | — Select an item -- *Job : -- Select an item --

Date Left : MM/DD/YYYY Exempt : No ¥ Status : Active

Back 4= Add =k Update + Cancel % Next =

Staff Location(s)
Location Job Date Left Active Exempt




KAERS Manual FY 2018

Click the Add button before leaving this screen. You must Add the Location for all
staff members at the beginning of the program year, both returning and new.

Add Certificate

If the staff member has a teaching certification, click the tab Add Certificate. (If not,
skip ahead to Add/Edit Location.)

w K A E R s Welcome test estd

Adult ion Reporting

@& Home & Student [ Staff ﬂ location 3 Aftendance ) Reporting & Administration 'g’ Help @& Logout

———————————..
Add/Edit Staff Add Certificate \  Add/Edit Location 3\ PD Activity

—Add/Edit Certificate
Central Office Instructor (user: cinstructor)
*State : -- Select an item -- *Certificate Subject : -- Select an item --
tCertificate Date : | MM/DD/YYYY Add Certificate"t” Cancel %
State Certificate Date
Mo Teaching Certificate(s) found.
TEST Last logged on 6/22/2016 Contact Us 2RO RS 2012 Commenyaalth, of Kentucky

Enter all the fields marked with a red asterisk. Keep a copy of certificates in the staff
member 6s personnel file.

When you are finished, click the Add Certificate button on the right.

PD Activity

This tab is for informational purposes. At any time, you can check this tab to see what
Professional Development activities the staff member has enrolled in and check the
status of that course. (See also: Reports.)

NOTE: All staff information must be complete before enrolling in PD courses
(VCN).



KAERS Manual FY 2018

“' K A E R s welcome Natalie Cummins

STATE
Adult il Reporting

A Home & Student [ Location £y Aftendance 'L_ Reporting ¥ Administration 'q’ Help ¢ Logout

Staff > Staff PD Info

.
Add/Edit Staff Y Add Certificate Y Add/Edit Location T PD Activity
Staff PD Info
’7 PD Class Infol
Fiscal Year : | 2016 - Search Class O, Back =
PD Status
i I Experienced Instructor 1000+ hours
AEED_8888_KYAE_101_1516 KYAE Professional Development Registration Enrolled 07/24/2015
AEED_8888_KYAE_167C4_1516 EIOD'E;RR:ading and Evidence-Based Writing in RLA, Science and Social Studies- Completed 04/12/2016

Last logged on 6/22/2016 Contact Us CEIThE 82012 Cnmmnrhvhaal;hh;frg:wg¥

Security Agreement
Upon initial entry, a new staff member must sign a virtual KAERS security agreement.

(20 (S =l NFIDENTIALITY/SECURITY CONTRACT

I understand that I may be allowed access to confidential information and/or records in order that I may perform my specific job
duties. I further understand and agree that I am not to disclose confidential information and/or records without the prior consent of
the appropriate authority(s) in Kentucky Adult Education, Council on Postsecondary Education.

I understand that all USERID/Passwords to access Kentucky Adult Education/Council on Postsecondary Education Electronic data or
data of any type are issued on an individual basis. I further understand that I am solely responsible for all information obtained,
through system access, using my unigue identification. At no time will I allow use of my USERID/Password by any other person.

I understand that accessing or releasing confidential information and/or records, to be accessed or released, on myself, other
individuals, clients, constitute a violation of this contract and may result in disciplinary action taken against me, up to and including
dismissal and prosecution as provided by state or federal law.

By affixing my signature to this document I acknowledge that I have been apprised of the relevant laws, regulations and policies
concerning access, use, maintenance and disclosure of confidential information and/or records which shall be made available to me
through my employment. I further agree that it is my responsibility to assure the confidentiality of all information which has been
issued to me in confidence even after my employment ends.

Pursuant to this contract I certify that I have read and understand the following laws concerning confidential information and/or
records:

* KRS 434,840 thru 434.860 - Unlawful Access to a Computer
« KRS 341.190 - Reports and Records - Confidential Treatment
* KRS 341.990 - Penalties

Enter Your Full Name:

[J  1acknowledge it is my responsibility to comply with the terms of this Agreement, which I have read and accepted these
conditions as stated herein and within KAERS documentation. I further acknowledge this action serves as my signature indicating I
agree to maintain the confidentiality of all information obtained at all times, including if and when I am no longer an employee of
Kentucky Adult Education.

Agree | Disagree | Close X

For more information on User Roles and accompanying KAERS privileges, see
Appendix B: User Roles.
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Edit an Existing Staff Member

From the Home screen, click the Staff tab. Select the location and click Search. Select
the staff member to edit by clicking the pencil icon on the right.

On the Add/Edit Staff tab, modify the information as necessary. Click Update when
you are finished.

On the Add Certificate tab, add teaching certifications if applicable.
On the Add/Edit Locationt ab, amend the staff memberds | oc

necessary. At the beginning of the program year, you must click the Active button on
this screen to activate staff members for KAERS and Professional Development.
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To Make a Staff Member Active or Inactive

From the Home screen, click the Staff tab. You may select the location and click
Search Staff, or you may enter t h&eapteStdfonds name an:i

(.l) K A E R s Welcome test esth

Kentucky Adult Education Reporting System

& Home = Student [BY Staff ﬂ Location gy Attendance g, Reporing & Administration ‘\g’ Help ¢ Logout

Staff - Add/Edit Staff Location
Add/Edit Staff *'.,_ Add Certificate ] Add/Edit Location \ PD Activity
—Staff Add/Edit Location
Test ProgramDirector (user: tprogramdirector)
*Location : Central Office *Job : Program Director
Date Left : MM/DD/YYYY Exempt : No Status :
Back Add o Update « Cancel 3 Next =
Staff Location(s)
Location Job Date Left Active Exempt
Central Office Program Director &Yes x e <$
Click the pencil icon next to the staff membe

Click the Add/Edit Location tab.

Click the pencil icon next to the staff listing at the bottom of the screen.
Click the Status button to toggle to the correct setting (Active or Inactive)
Click Update to save changes.

Making Staff Inactive: If a staff person leaves, it is important to make that staff inactive
as soon as possible.

10



KAERS Manual FY 2018

Location

From the main menu, click Location. This will bring up this screen:

<« (e https://kaers.ky.gov/LocationSearch.aspx

P
‘ I ) K A E R s welcome Natalie Cummins
STATE
Kentucky Adult Education Reporting System
—_
{4 Home 3 Student [ Staff Ls & Attendance m Reporting = Administration Q’ Help ¢ Logout
Location
—Search Locations Search Location
Fiscal Year : )
New Location =
Area : | -- Select an item --
Reset X
County : -- Select an item —-
Location : | -- Select an item --
Status : [ Active
Last logged on 3/8/2016 Contact Us Copyright @ 2012 Commnrmeflméfrg:%?

From t he @Loc atyouolatationffronetthedrop-devenllist Thien click the
Search Location button on the right.

€« (e https://kaers.ky.gov/LocationSearch.aspx

'I’ K A E R s welcome Natalie Cummins

STATE
Kentucky Adult Education Reporting System

b
L

Home 2 Student Staff n Attendance Reporti & Administration % Hel| @ Logout
re) , Reporting i Hep ogo

Location

—Search Locations

Search Location 4

Fiscal Year :
New Location ==
Area : | -- Selectan item --
Reset X
County : -- Select an item -
Location : | STATE

Status :  [V]Active

! |
‘ STATE Frankfort W P

Last logged on 3/8/2016 Contact Us Copyright & 2012 Cnmmnrmeralm;frg:w?

From here, click the pencil icon on the right to edit this location information.

11
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Locations Sites IET Contacts Goals Scheduling Portal
— Location Add/Edit
Central Office
r— Location Info
*Fiscal Year : *Area @
County : *Contract :
Location Code : *Location Name : | Central Office
Cerrections Facility No
r— Location Address
#*Address1 : | 1024 Capital Center Drive *#City : | Frankfort
*State : | Kentucky - *Zip Cede : | 40601
Mailing Address same as Location Address? : No
— Mailing Address
*Addressl : 1024 Capital Center Drive *City : | Frankfort
*State :  Kentucky - *Zip Cede : | 40601
Phone : - - Fax :
r— Other Info
*Time Zone :  Eastern - DL Deployed : No Status : Active
Facebook URL :
Website URL : & https://kaers.ky.gov
Hours of Operation :  Meonday, Tuesday, Wednesday, Thursday, Friday 8:00 a.m. to 4:30 p.m.
Save H Cancel X Search Location |,

The information on this screen is populated automatically. If changes need to be made,
contact KYAE.

If this location is a state institution, the Corrections Facility box will be automatically
checked.

There is a new field, Hours of Operation. Enter the days and hours your main learning
center is open each week. Use the full names of the days, and specify times using a.m.
and p.m. You do not need to specify closures for major holidays. There is a 100-
character limit in this field.

12
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Sites

Click on the Sites tab. You will see this screen:

OKAERS

Adult ion Reporting

Welcome test estl
Central Office

& Home 3 Student [ Staff ﬂ Location & Attendance IE" Reporting V‘d Help & Logout

Location - Add/Edit Site

Search \'-__ Locations W Sites IET \:-_ Contacts \'-__ Goals \:'_ Scheduling \:'_ Portal

— Site Add / Edit
Manage Sites for Central Office

— View Site(s)
All  ® Active Inactive Search Site Add Site L]
Site Name Address City State Zip Status
Library now Frankfort KY 40601 4 s
Here & Now testa teste KY 46501 g /
Main Learning Center 1024 Capital Center Drive Frankfort Ky 40601 vj/ /

TEST Last logged on 7/11/2017 Contact Programs SSRVIGhE R 2R12 Comen whalth of. Keguicky

At the beginning of the program year, all sites from the previous year(s) will be inactive.
You will need to reactivate continuing sites. If a site has been discontinued, simply leave
it as it is and do not delete it.

NOTE: This year, the Main Learning Center will automatically populate as a site.

Site Types are:

County Jail/Detention Center (Local Facility)
County and Technical College Campus
Fiscal Court Building

Four-Year College Campus

Institutions for the Disabled

Kentucky Career Center One Stop
Library

Local Housing Authority

Non-Profit Building (Goodwill)

Prison (Adult Institutions)

Privately Owned Building

Publicly Owned Building
Religiously-Affiliated Building (Church)
School Board District Owned Building
Work-Site

Other

A =A-0_9_9_9_40_49_9_5_2_-2_-2_-2-_-2._--2-

13
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If you are unsure what Site Type to choose, contact your Regional Associate for
guidance. It is advisable to avoid choosing Other whenever possible.
To Activate a Site

If you need to edit the information for a site, click the pencil icon. You will then see this
screen:

OKAERS

Adult ion Reporting

welcome test estl
Central Office

= Student [ Staff ﬂ Location 'y Attendance E’ Reporting ‘[’ Help ¢ Logout

& Home
Location > Add/Edit Site

~ X ~¢ ¢ ~ ~
Search Locations ] Sites 4 IET Contacts Goals Scheduling Y Portal

—Site Add / Edit
Manage Sites for Central Office

[~ Site Info

*Site Name : | Main Learning Center
*Hours Per Week : Select Hrs Per Week - Status : Inactive 3¢

*Site Type :  Other - *Internet Access @ No

Main Learning Center

Site Description :

— Address Info

*Addressl : | 1024 Capital Center Drive *Address2 : | Address2
*City : | Frankfort *State : | Kentucky - *ZIP @ 40601
Save H Cancel x Search Location
TEST Last logged on 7/11/2017 Contact Prodrams Copyright & 2012 Common;lulaﬂméfrggrt:éﬁd?’

From here, you can change the number of hours the site is open, or you can make the
site inactive. In the upper right corner, you will see a View History button. If you hover
your mouse over this button, you will get information about when this site was created

and by whom.

14
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To Add a Ste

Click on the Locations tab again, then click on Sites, and click the Add Site button. You
will see this screen:

I OKAERS SR

Central Office
Adult ion Reporting

& Home = Student [ Staff ﬂ Location ' Attendance IE" Reporting \1’ Help @& Logout
Location > Add/Edit Site

< - — Y < ~ ¥ <
Search Y Locations ] Sites \ IET Y Contacts Goals Scheduling Y Portal

—Site Add / Edit

Manage Sites for Central Office

— Site Info

*Site Name : | Site Name
*Hours Per Week :  Select Hrs Per Week - Status : Active +

*Site Type :  SELECT - *Internet Access : | Select -

Site Description @

— Address Info

*Addressl @ | Addressi *Address2 : | Address2
=City : | City *State : | Kentucky - ®ZIP
Save H Cancel x Search Location 4
TEST Last logged on 7/11/2017 Contact Programs B 2 oo el o Ken

Fields marked with a red asterisk * are required. When you have finished entering the
information, click the Save button.

NOTE: A site is defined as a place where instruction is provided that has a different

physical address from the main location. Do not set up sites that share the physical
address of the main location.

15
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IET

Integrated Education and Training (IET) programs need to be set up here. For a
definition of IET, please see the KYAE Skills U Implementation Guidelines.

Setting Up an IET

Go to the Location tab, click the pencil to edit, and then click the IET tab.

(!) K A E R s Welcome test estl
Central Office

Adult ion Reporting

& Home % Student [ Staff ﬂ Location I Attendance IL Reporting ‘Q/ Help & Logout

.1 .1 < < <
Search A\ Locations A\ Sites T IET Contacts Goals Scheduling Portal

—IET Add / Edit
Manage IETs for Central Office

— View IETs(s)

Add IET L]

Job Readiness

- 2016-07-03 2017-06-30 KCTCS Education & Training
Training
Occupational 2017-06-01 2017-06-30 OET Architecture &
Skills Training Construction
Transitional Jobs 2016-12-01 2017-02-28 KCTCS Information Technology yes /
TEST Last logged on 7/11/2017 Contact Programs Cevlstt 82002 Cnmm"ﬂfﬂmgrg:wfﬁ?

To add a new IET, click the Add IET button. You will see this screen:

OKAERS R
Central Office

Kentucky Adult Education Reporting System

& Home 3 Swdent Y Staff Location & Attendance E’r Reporting \:’ Help & Logout

~ A X ~ A N
Search Locations Sites T IET Contacts Goals Scheduling Portal
—IET Add / Edit
Manage IETs for Central Office
IET Info
*IET Type :  SELECT -
*Career Cluster :
*Start Date : | MM/DD/YYYY
*End Date : | MM/DD/YYYY
*Workforce Training Partner : Credential :
Save H Cancel X Search Location
TEST Last logged on 7/11/2017 Contact Programs COPVTIORLE 2002 Komumentanith, of Kenuchy

16
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Select your IET Type from the list. IET types are defined in the Glossary.

welcome test estl

Central Office

% Home = Student [ Staff ﬂ Location & Attendance E’ Reporting ‘[’ Help ¢ Logout

< < X . < ¥
Search Locations \ Sites 1 IET \ Contacts Goals Scheduling Y Portal

—IET Add / Edit

Manage IETs for Central Office

IET Info

*IETTYDE:
*Career Cluster : | gL/ =2

AEL Activities
Combined Workforce Training
Customized Training
Entrepeneurial Training
Incumbent Worker Training
*workforce Training Partner : Job Readiness Training

Occupational Skills Training
On-the-job Training

Private Sector Training Programs
Skill Upgrade and Retraining
Transitional Jobs

Save H Cancel x Search Location 3,

TEST Last logged on 7/11/2017 Contact Programs SEEZioht £ 2012 Coppmnniesith of Kentucky

Next, select the Career Cluster appropriate to the IET. Additional information on Career
Clusters may be found at https://careertech.org/career-clusters

OKAERS Sp—

Central Office|

% Student [ Staff ﬂ Location O Aitendance E’ Reporting \“[’ Help @& Logout

N - t . ¢ - - e
Search Locations Sites 1 IET Contacts Goals \ Scheduling Portal

—IET Add / Edit

Manage IETs for Central Office

IET Info
*IET Type :  SELECT

*Career Cluster : [=al=ny -

SELECT

Agriculture, Food & Natural Resources
Architecture & Construction

Arts, A/V Technology & Communications
FWarkforce Training Partner : Business Management & Administration
Education & Training

Finance

Government & Public Administration
Health Science

Hospitality & Tourism

Human Service

Save Information Technology ‘k
Law, Public Safety, Corrections, & Security
Manufacturing

Marketing

TEST Science, Technology, Engineering, & Mathematics Copyright ® 2012 Cummm}v‘u‘e?llu;' of Kentucky
Transportation, Distribution, & Logistics lghts reserved.

Select the Start Date and End Date for the training. Students may not be enrolled in
trainings which have expired. The dates around an IET should reflect a cohort of
students and should accurately reflect the dates of instruction. Each IET class should be
its own instance in KAERS.
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Next, type in the name of the Workforce Training Partner providing the workforce
training.

Finally, enter the type of credential to be attained. If there is no credential, then type
None.

Click the Save button when you are finished.
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Contacts

Before you can update Contacts, you must make sure your staff is active and up-to-
date. See fStaffoon page 5.

Contacts must be updated before students can be entered.

Contacts now populate Burning Glass, an online job-search platform. In Kentucky,
applicants are asked if they need a high school credential. If they select yes, then they
are referred to the Kentucky Adult Education website. The website draws contacts from
the Main Contact field in KAERS.

From the main menu, click Location. Select the location from the drop-down list. Click
the pencil icon on the right to edit the location.

Next, select the Contacts tab. This will display a current list of staff and their assigned
roles. The default view is for 10 listings; if you have a very large staff, you may select
the page size drop-down to view 20 or 50 listings.

OKAERS wekcome.test ext1
Central Office

Adult Education Reporting Syst:

= Student [ Staff ﬂ Location 'y Attendance m’ Reporting " Help ¢ Logout
Location > Add/Edit Contacts

3 Home

~ ~ 't N . ~
‘ Locations Sites IET ] Contacts \ Goals Scheduling Portal
_ Add Contact =5
Manage Contacts for Central Office
Search Location
Contact Type Contact Name Address
Authorizing Agent test, tim (need12324@miail.com) 1024 Capital Center Drive & b4
Chief Financial Officer wow, tested (need3122@mail.com) 1024 Capital Center Drive & X
Human Resources tit, test (needoss7@mail.com) 1024 Capital Center Drive 7| %
Contact
Main Contact Fishing, Gone (tammy.powers@ky.gov) 1024 Capital Center Drive & %
Main Contact Test, Terry (terry.tackett@ky.gov) 1024 Capital Center Drive # X
E E‘ 1 ‘B@ Page size: | 10 - 0 items in 1 pages

The following contacts are required before any student data can be entered:

1 Main Contact: The program director or site coordinator. The Main Contact
should be a person physically located at the main learning center. The Main
Contactdos phone number should bmotaa direct
personal cell phone.

9 Authorizing Agent: The CEO or president of the fiscal agent administering the
KYAE grant.

1 Chief Financial Officer: The person employed by the fiscal agent who handles
accounts receivable and payable.

1 Human Resources Contact: The person who supervises personnel actions for
the fiscal agent.
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A KAERS Contact should be the primary person responsible for maintaining KAERS

data.

It is important to have accurate contact information, since this is accessed when a user
clicks the Contact Programs link at the bottom of every KAERS screen.

Last logged on 11/17/2016 Contact Programs

To Edit a Contact

Click the pencil icon to the right of the person you want to edit. This will bring up this

screen.

Manage Contacts for Central Office

*Contact Type :
“Last Name :
¥First Name :

Address same as location?
*Address1 :

Address2 :

*City :

*State :

*Zip 1

*Email :

*Phone :

Fax :

Fiscal Year :

Authorizing Agent

ThePower

IHave

No

1024 Capital Center Drive

Address2

Frankfort

Kentucky

40601

power@power.com

5025735114

2015

History

Created By:

testS
Created On:
06-03-2016 13:45 PM
Last Updated By:

tests
Last Updated On:
06-03-2016 13:45 PM

Save H

Cancel 4

Search Location 4

Make any desired changes. Click Save when you are finished, or click Cancel if you

selected this record in error.
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To Add a Contact
From the Contacts screen, click the Add Contact button.

This will bring up a screen for you to fill out. Select the Contact Type from the drop-
down list.

(.'J K A E R s welcome test estl
Central Office

Adult ion Reporting

& Home = Student [ Staff ﬂ Location r'd Attendance M»’ Reporting " Help ¢ Logout
Location - Add/Edit Contacts

[ Locations Sites IET ] Contacts Goals N Scheduling Portal

— Save H

Manage Contacts for Central Office

Cancel X

Search Location 4

*Contact Type : -- Select an item —-
*Contact Name : -- Select an item --
Address same as location? No
*Addressl @ | Addressl
Address2 : | Address2
“City : | City

*State Kentucky
“Zip
“Email :
*Phone : - - Ext:

Fax :

Fiscal Year : 2017

Then, select the Contact Name. This list is populated from the Staff listing, so your staff
must be updated and active before this step can be completed.

Once you have selected the name, you must fill in the address and phone number. In

most cases, this information will be the same as that for the location. If this is true, click

the box next to AAddress same as | ocation?0 t
automatically populate the remaining fields. Click Save when your changes are

complete.

Note: The Search Location button will take you back to the initial location screen. Use
this only if you want to switch locations.
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Classes
From the Main Menu, select Location A Manage Location.

Select your location from the drop-down menu. If you are not automatically directed to
the Location page, click the pencil icon to the right of the location name.

Click the Scheduling tab. From here you will update classes at the beginning of the
year as well as throughout the year as changes may become necessary.

If you are a small location and only have a few classes to enter, you may want to add
each one at a time. To do so, click Add Class.

Locations Sites \ IET Contacts \ Goals ) Scheduling \ Portal

—Add New Class for Central Office Save H
*Class Type : Class - Cancel 4
Class Code :
“Class Name :
*Subject : -- Select an item —
% Geats : Q
*Start Date :
“End Date :
*Start Time : [C)]
*End Time : [C]
*Site : — Select an item -
“Days : M T w R F s
*Instructors
Click on Instructor(s) to Add Click on Instructor(s) to Remove
Fishing, Gone
Test, Terry
Test, Matalie
tester, Great | c— -
Test, Staffer

Fields marked with a red asterisk * are required.

Select the Class Type. For the definition of a Class versus a Facilitated Lab, see the
Glossary.

The Class Name may be determined by each program. It is advisable to choose a
name that is somewhat descriptive, such as Advanced Math, since that will enable
easier searching for classes and reports later.

The Subject dropdown list for a Class contains the following options:
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ESL i Listening
ESL i Reading
ESL 7 Writing
Language

Math

Reading

Reading i CASAS
Math T CASAS
Language i CASAS
Science

Social Studies

= =42-0_-49_9_-9_49_9_°5_2-2_-2

NOTE: For a Facilitated Lab, these options are the same, except there is the additional
choice of Multiple Subjects.

The field # of Seats will limit the number of students who can be enrolled in the class or
lab.

The field Start Date is the day the class begins. The field End Date is the day the class
finishes. It is recommended to avoid classes or labs with start dates at the beginning of
the fiscal year and end dates at the end of the fiscal year. Having such long classes can
make data tracking difficult as the year progresses. You may enter dates manually as
MM/DD/YYYY, or you may choose the dates by clicking on the calendar icon next to the
field.

Start Time is the time the class begins, and End Time is the time the class finishes.
You may select a time using the clock icon, or you may enter military time. For example,
if a class begins at 9:00 a.m., you can enter 0900 as the Start Time. If it ends at 1:00
p.m., you can enter 1300 as the End Time. When you click away from the field, or hit
Tab to go to the next field, the time will convert to the standard format. NOTE: It is
recommended to end classes on a time other than the exact hour, because otherwise a
data recording discrepancy is created in KAERS for students who end one class and
start another at exactly the same time. For example, if a class ends at 11:00 a.m., make
the end time 10:59 so as not to conflict with a class beginning at 11:00 a.m. For
guestions or clarification, please contact Terry Tackett or Natalie Cummins.

Site is required.

Days: Select all the days the class or lab meets.

Instructors: Select the instructor(s) for the class or lab by clicking on the appropriate
name(s) from the list. This will add the names to the list on the right. NOTE: You may

select a maximum of 3 instructors.

When you are finished with creating the class, click the Save button on the right.
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NOTE: Classes may be deleted as long as NO students are assigned to that class.
Orientation/Assessment:

If your learning center has a regularly scheduled orientation, then create a Facilitated
Lab with a subject of Multiple Subjects. Be sure to name this class appropriately,
with the words Orientation and/or Assessment somewhere in the name. Assign the
appropriate instructor(s) to the orientation. This action will ensure that the Instructor
Weekly Hours report accuratel y Domffehra@lct s
students in this orientation lab, as this might result in student schedule conflicts.

To UseBatch ClassUpload

This feature is especially useful for programs with large numbers of classes to enter at
one time.

Go to Location. Select the Location and click the pencil icon to edit.

Click the Scheduling tab. On the right, click the Batch Class Upload button.

You will see two hyperlink documents to download:

Batch Upload Class Template Instructions is a Word document that provides a step-by-
step guide to using this feature.

Download Batch Upload Class Template is an Excel file which you complete in order to
load several classes at one time.
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