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This guide was prepared by the Oregon TOPS Database Administrators Group

to share information about the reports available in TOPSpro.

Project Lead:  Debbie Eby, Blue Mountain Community College

Class Profile by Competency    - #1

Suggested Audience: Instructors

Description:  Shows instructors how individual students responded to questions on specific tests within an Agency-Class.

Helpful notes concerning this report: This report includes many undefined symbols.

· An “asterisk” beside the scale score means that the test was too difficult and the student needs to be re-tested with an easier test.  This test score will not count since it is outside the accuracy range. 
· A “black diamond” means that the test was too easy for the student.  Re-testing with a more advanced test is recommended.  The test score is a conservative estimate of the student’s skill level.    
· An “asterisk” in the body of the report means that the scanner could not read the student’s answer.  Either there were smudges or the student bubbled more than one oval.
· An “exclamation” point in the body of the report indicates that the student did not answer that particular question.
· A “plus” sign means the student answered the question correctly.
· A “minus” sign means the student answered the question incorrectly.
· For a description of competencies see “The Student Performance by Competency Report.”
Menu Bar Name: Reports/Test/Class Profile 
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Learning Gains – First to Last - #2

Suggested Audience: Administrators and Instructors

Description:  Matches first to last test according to form type, locates matching tests even if a student changed classes since their first test was taken, and allows user to set the test date range for the anchor test in the report generator.

Helpful notes concerning this report:

· Tests are matched up according to instructional program.  If the instructional program on a student’s first test does not match the instructional program on their second test then NO learning gains will be reported for the student.

· Learning gains will also not be computed for all tests that are outside the accuracy range (scores with “asterisks”).

· This is a very useful report for teachers to track student test history.

· The report includes all students.  It would be preferable if the report showed only students who were currently enrolled.

Menu Bar Name: Report/Learning Gains/First to Last
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Learning Gains – Last to First - #3


Suggested Audience: Administrators and Instructors

Description:  Matches last to first test according to form type, locates matching tests even if a student was enrolled in more than one class, and allows user to set the test date range for the anchor test in the report generator.

Helpful notes concerning this report:
· Tests are matched up according to instructional program.  If the instructional program on a student’s last test does not match the instructional program on their first test then NO learning gains will be reported for the student. 

· Learning gains will also not be computed for all tests that are outside the accuracy range (scores with “asterisks).
Menu Bar Name: Reports/Learning Gains/Last to First
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Learning Gains – First to High - #4

Suggested Audience: Administrators and Instructors
Description:  Matches first test to the highest according to form type, locates matching highest test even if a student is enrolled in multiple classes, and allows user to set the test date range for the anchor test in the report generator.

Helpful notes concerning this report:

· Tests are matched up according to instructional program.  If the instructional program on their tests does not match then NO learning gains will be reported for the student.

· Learning gains will also not be computed for all tests that are outside the accuracy range (scores with “asterisks”).

Menu Bar Name: Reports/Learning Gains/First to High
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Learning Gains Summary - #5

Suggested Audience: Administrators and Instructors

Description:  Shows by instructional program and modality (reading, math, listening), the average gains or setbacks between scaled scores of the first and last tests taken within a defined period of time for a particular agency, site, program, or class.

Helpful Notes:

· This report can be organized by agency, site, program and class.  

Menu Bar Name: Reports/Learning Gains/Summaries/by Program, Agency, Site or Class
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Benchmarks - #6

Suggested Audience: Administrators 

Helpful notes: These two reports (CASAS level certification and the California Benchmark Summary) are currently not used in Oregon.

Menu Bar Name: Reports/Benchmarks/ CASAS Level Certification and California Benchmark Summary

Class Progress - #7

Suggested Audience: Administrators and Instructors
Description: Provides a straight data dump of individual student progress in a class, displays key information from the Entry Record and related Update record, and focuses on instructional level movement, related progress, and reason for leaving early.

Helpful Hints:

· This report indicates whether a student has an update record.  This is especially useful at the end of the year when we have to make sure that every entry record has a corresponding update record.

· One draw back to this report is that it indicates the student’s instructional level (which we don’t use) instead of their skill levels (which we do use). 

· Recommend sorting this report by student name rather than student ID number.

Menu Bar Name: Reports/Progress/Class Progress
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Goals and Results by Class - #8

Suggested Audience: Administrators and Instructors
Description: Used for viewing reasons for student enrollment and student accomplishments at the time of Update.  The report is divided into two columns: each student’s primary and secondary reasons for enrolling in the class; and it also displays the results the student achieved in the areas of work, personal/family, community, and education.

Helpful Hints:

· This report indicates whether a student has an update record.  This is especially useful at the end of the year when we have to make sure that every entry record has a corresponding update record.

· Useful for tracking outcomes in areas of work, personal, community and education.

· Achievements such as passed GED or got a job are listed.

Menu Bar Name: Reports/Progress/Goals and Results by Class
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Skill Level - # 9

Suggested Audience: Instructors

Description:  This report was developed at the request of the TOPS Database managers.  It displays entry and update skill levels, instructional hours and status.  It also provides information on test history.

Helpful Hints:

Menu Bar Name: Reports/Progress/Skill Level
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Student Performance by Competency - #10


Suggested Audience: Students and Instructors

Description: Shows how an individual student responded on a given test form by displaying the competency number and statement for each test item and whether the student correctly answered the question.

Helpful Hints:

· There are no competency descriptions given for any of the sorter tests.

· Be specific when you request reports.  Do you want a report for one student or for all the students in a particular class?  If you are not specific on this particular report you may end up receiving a report on every student who has a scanned test in the system.

· Under the options tab on the report setup screen you can choose to sort this report by item number, competency, or the number of questions correct. 

Menu Bar Name: Reports/Competency/Student Performance
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Agency/Site/Class Performance by Competency - #11


Suggested Audience: Administrator (The Class report is very beneficial to Instructors) 

Description: The agency and site report serve as an aggregate report of how all classes within a particular agency or site performed on a given test.  The Class Report is a summary of how a single class performed on a given test by indicating the percentage of students achieving the correct answer on each item.

Helpful Hints:

· There are no competency descriptions given for the sorter tests.

· Under the options tab on the report setup screen you can choose to sort this report by item number, competency, or the number of questions correct. 

· This report is only relative to a specific test.

Menu Bar Name: Reports/Competency/ Agency, Site and Class Performance
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Entry Record Summary Report by Agency/Site - #12



    


Suggested Audience: Administrators 

Description: Serves as an aggregated report of all individual student Entry Records.  This report provides a representation of the student population and program goals either by agency or site.

Helpful Hints:
· Can be run by instructional program or class.

Menu Bar Name: Reports/Demographics/Entry Record-Summary/by Agency or by Site
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Entry Record Detail Report - #13

Suggested Audience: Administrators and Instructors

Description: Displays the individual fields bubbled on the Entry Record by student.  This report may be used to view the student’s reasons for enrollment, instructional program and entry skill levels.

Helpful Hints: 

· Have lots of paper available if you decide to print this report.

Menu Bar Name: Reports/Demographics/Entry Record-Detail
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Update Record Summary Report by Agency/Site - #14



 


Suggested Audience: Administrators 

Description: Serves as an aggregated report of all individual student Update Records.  This report provides a representation of student progress and learner results by agency or site.

Helpful Hints:

· Can be run by instructional program or class.
Menu Bar Name: Reports/Demographics/Update Record – Summary/by Agency or by Site
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Update Record Detail Report - #15

Suggested Audience: Administrators and Instructors
Description: Displays the individual fields bubbled on the Update Record by student.

Helpful Hints: 

· Have lots of paper available if you decide to print this report.

· Does include hours of instruction and skill levels but overall not as effective or efficient as other reports.

Menu Bar Name: Reports/Demographics/Update Record – Detail
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Demographic Summary Report by Agency/Site - #16



    



Suggested Audience: Administrators 

Description: Shows the aggregated demographics for all students within an agency.  Both of these reports may be used to determine how many students still need a Social Security number and may also be used to determine the average level of education, ethnicity, or age of the student population.

Helpful Hints:

· Can be run by instructional program or class.
Menu Bar Name: Reports/Demographics/Demographic Summary/by Agency or by Site
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Demographic Detail Report - #17


 

Suggested Audience: Administrators, Instructors and TOPS Data Managers 

Description: Lists all the demographic variables by student derived from the Entry Record.

Helpful Hints:

Menu Bar Name: Reports/Demographics/Demographic Detail
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Student Profile - #18

Suggested Audience: Instructors and Students

Description: A summary of all data on an individual student within an agency.  Provides information from Demographic, Entry, Update, and Test Record data collected for an individual for each class and site attended.

Helpful Hints: 

· Only one student per page is printed.   So if you are printing an entire class make sure you have lots of paper.

· Good Report for individual student files.
Menu Bar Name: Reports/Student/Profile
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Duplicate Student Record Report - #19


 

Suggested Audience: Administrators and TOPS Data Base Manager 

Description: Identifies students with the same name or ID number

Helpful Hints: 

· This report might not work correctly.

· If a student is at more than one site it might not catch the duplication.   

Menu Bar Name: Reports/Student/Duplicate Student
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Class Roster - #20


Suggested Audience: Instructors

Description: Lists all students in each class and provides Instructors with a demographic snapshot of each student as well as program entry information.

Helpful Hints:

· This report is a great way to check if the student’s information is correct.

· The test date range is set as the default on this report.  It will only print information on students who have test records.  If you want to print information for every student that has an entry record then you will need to change the default and use the entry record date.

· If the report indicates that there is “no entry record on file” that is because the student only has a test record.

· One draw back to this report is that it does not indicate the student’s skill levels.

Menu Bar Name: Reports/Class Structure/Roster
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Student Test Summary by Class/Site/Agency - #21


 

Suggested Audience: Administrators and Instructors 

Description: Lists every student who has taken a test in the selected class, site or agency.  Displays the test history for each student including test date, the specific test given, scaled score, hours of instruction, and scores outside of the accuracy range. 

Helpful Hints:

·  A good way to keep track of which pre and post tests each student has taken.

· An “asterisk” beside the scale score indicates that the test was too difficult and the student will not receive a score on this test.  Re-test the student with an easier test.  
· A “black diamond” means that the test was too easy for the student.  Re-testing with a more advanced test is strongly recommended.  If this test is used as the pretest it will be difficult to show progress because it is inflated and not a true measurement of the student’s skill level. 
Menu Bar Name: Reports/Class Structure/Student Test Summary by Class, Site or Agency

[image: image20.png]Window CASAS

Test
Learring Gains
Benchmatks
Brogess
Competercy
Denogeptics
Student

Boster

LT Student Test Summay by Clss

Student Test Summry by Site

Data Management »
T oweptiaer, IEEED

Query Maker ummary by A





Federal Tables - #22

Suggested Audience: Instructors and Administrators

Description: The Federal Tables in TOPSpro consist of 12 tables (listed below) that follow the National Reporting System (NRS) requirements for every state. 

	Table
	Title

	1
	Participants by Entering Educational Functioning Level, Ethnicity and Gender

	2
	Participants by Age, Ethnicity and Gender

	3
	Participants by Program Type and Age

	4a
	Educational Gains and Attendance by Educational Functioning Level

	4b
	Educational Gains and Attendance by Educational Functioning Level

	5
	Core Follow-up Outcome Achievement

	6
	Participant Status and Program Enrollment 

	7
	Not available- elements not captured in TOPSpro

	8
	Outcomes for Adults in Family Literacy Programs (Optional)

	9
	Outcomes for Adults in Workplace Literacy Programs (Optional)

	10
	Outcomes for Adults in Correctional Education Programs (Optional)

	11
	Secondary Outcome Measures (Optional)

	12
	Work-based Project Learners by Age,  Ethnicity and Gender (Optional)


Menu Bar Name: Reports/Federal Tables
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Federal Tables General Guidelines:
1. Learner must have at least one Entry Record

2. Learners in multiple instructional programs will be resolved by taking the lowest program level. 

· The order from low to high is:

1. ESL/ESLC

2. BS

3. HS/GED/SGED. 

3. Learner must endorse a funded program.

· The complete list of acceptable Instructional Programs for the Federal Tables is: 

Basic Skills

ESL

ESL/Citizenship

High School

GED and Spanish GED.

· All records must be in current program year

· By default all records used for this report must be dated within the current program year: July 1 - June 30.  The user is allowed, however, to select a date range other than the federal program year, and that date range will be printed at the top of each table.

4. Learner must have 12 or more hours of instruction.

· NRS guidelines state that only learners who have 12 or more hours of instruction are to be included in any of the Federal Tables.

5. Learner must be 16 years or older.

· Learners are dropped who are 15 years or younger, or more than 100 years.  Age is calculated from the beginning of the program year.

6. Learner must not be concurrently enrolled in high school/K12.

· If “concurrently enrolled” is endorsed on the Entry Record selected for Federal Table reporting, then the learner will be dropped.

7. Learner must not be project-based except for Table 11 and 12. 

· If the learner’s primary or secondary goal is project-based the learner will be dropped from all tables except 11 and 12.

How to use:

· Some of the 12 reports are valuable for demonstrating the demographic composition of your agency

· The reports show whom your agency serves and its impact on the learner's educational and employment-related outcomes

Incomplete Aggregated Records - #23


Suggested Audience: Instructors and Database Managers
Description:  The Incomplete Aggregated Records report is designed to provide the user with information about the completeness of a Student's data after aggregation within an Instructional Program for a given time period (not all displayed are incomplete). Intended to primarily be an Agency level report, this report selects all Instructional Program information for any Student Records, Entry, Test or Update Records entered in the given timeframe for the selected Students. The Entry, Test and Update categories can't be filtered individually. Inside the pages of the report, an asterisk (*) will mark any missing Required Fields (those selected by the TOPS User under the Tools-Options-Required Fields Tab)

· Identify all Records for each Student in an Agency.

· Locate all Students who are missing Required Fields

· Identify all Students who are possibly missing an Update or a Test

· The aggregated Hours in the Test column of the report, covers ALL modalities and classes within the Instructional Program. This total does not comply with the requirements of Benchmark logic, Learning Gains or Federal Tables and should not be used for comparisons.

Menu Bar Name: Reports/Data Management/Incomplete Aggregated Records
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Record Inventory by Program/Agency/Site/Class - #24


Suggested Audience: Instructors and Tops Database Managers

Description: The Record Inventory by Program-Agency report provides a list of Student record problems within a Program grouped by Agency. It lists the number of Duplicated Records that fall within an Instructional Program, an Unduplicated Count of Records and the number of Incomplete Records as determined by the user defined requirements under Tools-Options-Required Fields. 

· Identify the total of Entries, Updates and Tests for an Instructional Program

· Note the possible impact of the Incomplete records in each category

· Review the Instructional Program totals within each Agency 

Menu Bar Name: Reports/Data Management/Record Inventory/by Program, Agency, Site, Class
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Query Maker - #25


Suggested Audience: Tops Database Managers
Description: Query Maker is a tool used by advanced TOPSpro Users to produce ad-hoc queries using the TOPSpro Data Tables. Query Maker utilizes the prefixes of the data tables to make it easier to identify each alphabetized data element.

[image: image24.png]= Agency - 1D begins.

STEP 1 Picka Field

STePzPikmopaaer | sTep s Eneravae

I gﬁ “Toacher - Fst Name =l

Teacher- Last Nae
Teacher - Midde Naree
Test - hocuste
Test - Date
Test - Date Fis Ext.
Test - DateLast Upd
Test - Dat Sean.
Test - Fist Ext By Il
Test - Fo Desc
Test - Hov Fist Ext
Test - Hovr Last Upd.
, Test - Hus of st iz Last Tst
Test - Ioreplte R
Test - st Prog

| Test - valid e = nedsten> auit

Selecta field to compare
against another value.





· See Query Maker Manual for specific information.

· Select or run a query by clicking on Query Maker of the Report Menu

· For new queries select all of the data elements and filtering expressions desired 

· Run the query and select any of the optional outputs, which include exporting to a spreadsheet.
Menu Bar Name: Reports/Query Maker
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Next Suggested Test - #26


Suggested Audience: Instructors and Database Managers
Description:  This is a new report designed to help instructors decide which follow up test to administer to individual students.  TOPSpro searches the database to find the last test a student took in any class, site or agency.  The report can be sorted either by student name, or by test score.  The report suggests the next test level (A, B, C or D) that a student should take.

Menu Bar Name: Reports/Class Management/Next Suggested Text
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