Using TOPS Class Numbers - A “Best” Practice Suggestion
By the TOPS Database Administrators Group - January 2001
 
After reviewing current practices, we came to the conclusion that many of us are creating too much work for ourselves.  Class numbers seem to be very complex in an attempt to collect information that can already be pulled out separately through the TOPS report generating process.  Think about what kind of reports your site needs.  After you have answered this question, then keep in mind the following suggestions:

· Keep the class number short – maybe just one or two digits. 
· Do not include the site code or instructional program as part of your TOPS class number because we can already sort by both of these when generating reports. 
· Consider using a class number that represents the time of day, term, the instructor, or the particular level of the class to sort your data.  TOPS does not sort by these areas so including this information in a class number enables you to generate more specific reports. 
· Consider designating a special class number for the CASAS 130 sorter test.  This will allow programs to scan the test record immediately.   We have been assured that the class number on the CASAS 130 test record does not have to match the class number on the Entry/Update record.  One suggestion is to use “130” as the class number for the sorter test record and “ABE” for the instructional program.
 
We realize that each site is a unique situations and that one class numbering system will not work for all but we are confident that after you consider these suggestions, you will see ways to make your class numbers less complicated.
 
Sample Class Coding System
 
(Remember that you can use the same class number for a variety of instructional programs because TOPS first sorts the data by instructional program and then by the class number.)
· The first digit represents the time of day the class is offered. (“1”- morning, “2”- evening and “3”- all day)
 
· The second number is used if there is more than one class offered at that time of day in a particular instructional program.
	Instructional Program
	Class #
	Description

	ABE
GED
Other
	1
	Morning

	
	2
	Evening

	
	3
	All Day

	
	130
	Sorter Test

	 
	 
	 

	High School Diploma
	31
	All Day - AHSD

	
	32
	All Day - Credit Recovery

	 
	 
	 

	ESL
	1
	Morning (multi-level)

	
	21
	Evening beginning

	
	22
	Evening intermediate

	
	23
	Evening advanced

	 
	 
	 

	Citizenship
	1
	Morning

	
	2
	Evening

	 
	 
	 

	Spanish GED
	1
	Morning

	
	2
	Evening

	 
	 
	 

	Workforce Readiness
	24
	Computer Lab

	
	25
	Computer Class

	
	3
	All Day Class
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