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The HECC is committed to accessible services for all. Requests for translations, 
language services, alternative formats, or American Disabilities Act (ADA) 
accommodations may be sent to info.hecc@hecc.oregon.gov.  

 

Equal Employment Opportunity and Affirmative Action Employer 

The HECC is an equal employment opportunity and affirmative action employer. 
The HECC does not discriminate in admission or access to our programs, 
services, activities, hiring, and employment practices. This information may be 
made available in alternate formats upon request by contacting the Office of 
Community Colleges and Workforce Development. 

 

Equity Statement 

Oregon’s diversity is increasingly multifaceted, including racial/ethnic, 
socioeconomic, cultural, gender, geographic (urban and rural), gender identity 
and sexual orientation, disability, and age/generational diversity. In 
administering a Title II program, staff will not discriminate against any person 
who is a current or potential user of its services on the basis of race, color, 
ancestry, gender, gender identity, national origin, age, family or marital status, 
sexual orientation, political or religious affiliation, veteran status, physical or 
mental disability. The agency will not tolerate any form of discrimination or 
harassment and endeavors to maintain an inclusive and respectful work 
environment free of hostility or unprofessional behavior. As a HECC partner, we 
commit to a climate that empowers all to embrace a culture of diversity, equity, 
and inclusion as a valued asset in order to achieve equity-driven results. 
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1. NEW STUDENT DATA COLLECTION 

1.1. EXCERPTS FROM THE OREGON ABS POLICY MANUAL 
Please refer to the Oregon ABS Policy Manual, Section 7, for complete details on 
the data collection policies applicable to Oregon Title II programs.  

Data Elements: When an individual enters a program, the program must 
attempt to collect the following data elements. Please refer to the ABS Policy 
Manual for details on how each data element is used. Each element is listed 
under its respective location in the CASAS TOPSpro Enterprise® navigator list: 

Student Demographics  
• First and Last Name (alphabetic characters only)  
• Middle Initial  
• Gender  
• Date of Birth  
• Social Security Number 
• GEDID (as available)  
• Highest Years of School  
• Highest Diploma 
• Earned Outside US (mark if the individual earned their highest diploma 

outside the United States) 
• Ethnicity  
• Race  
• Native Language  
• Email  

 

In Program Years 
• Employment Barriers  

 

Student Records 
• Long-term (primary) and short-term goal (secondary)  
• Personal Status  
• Labor Force Status  
• Special Program  

 

Class Enrollment 
• Class Number 
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Program Enrollments 
• Date of Entry into Program  
• Instructional Program 

 

As outlined in Section 7.2 policies of the Oregon ABS Policy Manual, programs 
must: 

• Only use alphabetic characters for First Name, Middle Name, and Last 
Name. Special characters, such as quotations, parentheses, and others 
detailed below, are discouraged, as it interferes with data match 
processes and can result in fewer matched records.  

Special Characters to Avoid Special Characters Permitted 

Comma , Hyphen - 

Question Mark ? One single space 

Quotation Marks “” Apostrophe ‘ 

Parentheses ()  

Multiple spaces   

Period .  

Accented letters (e.g., á)  

 

• Assign a unique identification number (i.e., Student ID) for each 
individual, to be used consistently on all TOPSpro Enterprise® forms. This 
may be the local agency-assigned number (e.g., college ID number).  

• Input all data into TOPSpro Enterprise® within 30 days of collection.  

• Attempt to gather social security numbers from those eligible for Title II 
services. Eligible Title II individuals must be served even if they decline to 
disclose their social security number. Programs must not use a learner’s 
social security number as the assigned unique identification number (i.e., 
Student ID).  

 

1.2. DATA ELEMENT DEFINITIONS 
The CASAS WIOA Data Dictionary has simplified, reader-friendly versions of 
data definitions. CASAS also has a TE Glossary of common terms used in 
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CASAS training manuals. Both documents are available here: 
https://www.casas.org/product-overviews/software/TOPSpro-
enterprise/TOPSpro-enterprise-help.  

 

The Participant Individual Record Layout (i.e., the “PIRL”) outlines the 
federal definitions for data elements. These detailed and specific definitions are 
available here: https://www.dol.gov/agencies/eta/performance/reporting.  

 

1.3. OREGON-SPECIFIC DEFINITIONS & INTERPRETATIONS 
Background Information 

The HECC has collaborated with CASAS on how to operationalize certain data 
definitions within TOPSpro Enterprise®, including Learner Goals and Barriers to 
Employment.  

Learner Goals 

Although not specifically a requirement for federal reporting, collecting data on 
short- and long-term goals aids learners in understanding their purpose and 
direction. Oregon collects information about learner goals to inform:  

• State communication with the legislature;  
• Local communication within institutions;  
• Program development according to learner needs; 
• Program development with WIOA partners; 
• Professional development within programs. 

The State ABS Team encourages programs to make goal-setting a meaningful 
part of orientation and include goal review as part of regular program 
procedures.  

The current list of learner goals in TOPSpro Enterprise® is pictured below. If 
learners have frequently occurring goals that are not included below, please 
contact the State ABS Education Team Research Analyst, who will explore with 
CASAS the possibility of adding those learner goals to the list of available 
options. 

https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help
https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help
https://www.dol.gov/agencies/eta/performance/reporting
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The learner goal “Work-based project” is not applicable in Oregon; do not 
permit learners to select that goal. 

Examples of “Family Goal” and “Personal Goal” include:  

Family Goal Examples 
• Attend a parent-teacher conference 
• Help children with homework 

Personal Goal Examples 
• Get a driver’s license 
• Read a religious text (e.g., the Bible) 
• Balance a checkbook 
• Communicate with the doctor  

As outlined in Section 7.2 policies of the Oregon ABS Policy Manual, learner 
goals must be chosen by the Title II eligible individual at program entry. For 
example, the program may not automatically select “Improve English Skills” as 
the short-term goal for ESL participants. Programs are not permitted to 
retroactively enter learner goals into TOPSpro Enterprise® but are encouraged 
to create opportunities for learners to regularly review and update their goals as 
part of regular program procedures. Regularly reviewing goals is considered a 
best practice; research shows that reviewing goals motivates learners and 
reinforces their purpose in the program. 

Primary goals are learner goals that can be accomplished in the short-term 
(e.g., within 3 months and/or within the program year). 

• Programs must have students record their short-term goals in the 
“Primary Goal” data element field. 

• Programs must not permit individuals to select “Improve Basic Skills” for 
a primary/short-term goal. 

• Programs may allow individuals to select “Improve English Skills” as a 
primary/short-term goal. 
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Secondary goals are goals that can be accomplished in the long-term (e.g., by 
the end of the program year or the end of participation in the Title II program). 

• Programs must have individuals record their long-term goals in the 
“Secondary Goal” data element field. 

• Programs must not permit individuals to select “Improve Basic Skills” or 
“Improve English Skills” for a secondary/long-term goal. 

 

Barriers to Employment 

Most barriers to employment are identified by the Title II eligible individual. A 
few of the barriers to employment have definitions that can be applied to the 
learner by ABS program staff. 

English Language Learner (PIRL data element #803): The participant, at 
program entry, is a person who has limited ability in speaking, reading, writing, 
or understanding the English language and meets at least one of the following 
two conditions (a) their native language is a language other than English, or (b) 
they live in a family or community environment where a language other than 
English is the dominant language. 

Selecting English Language Learner as a barrier to employment is appropriate 
if: 

1. The individual feels that the above definition applies to them. 

2. The individual is part of an ESL program and tests into the ESL levels (see 
chart below1), in which case, programs should mark English Language 
Learner for the individual. 

 
1 Source: Oregon Adult English Language Proficiency Standards (OAELPS) Handbook, July 1, 
2025 
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Low Levels of Literacy (PIRL data element #804): An adult who is unable to 
compute and solve problems, or read, write, or speak English at a level 
necessary to function on the job, in the participant’s family, or in society.  

Selecting Low Levels of Literacy as a barrier to employment is appropriate if: 

1. The individual feels that the above definition applies to them. 

2. The individual is in a program funded by the Title II Comprehensive Grant 
(e.g., all individuals in a Title II program – all ABE and ESL Levels), in 
which case, programs should mark Low Levels of Literacy for the 
individual. 

 

Ex-Offender (PIRL data element #801): The participant, at program entry, is a 
person who either (a) has been subject to any stage of the criminal justice 
process for committing a status offense or delinquent act, or (b) requires 
assistance in overcoming barriers to employment resulting from a record of 
arrest or conviction. 

Selecting Ex-Offender as a barrier to employment is appropriate if: 



7 | P a g e  
 

1. The individual feels that the above definition applies to them. 

2. The individual is in a program funded by the Corrections Education Grant 
(e.g., all individuals in a corrections program), in which case, programs 
should mark Ex-Offender for the individual.  

 

Instructions on how to update learner barriers to employment can be found in 
section 2.2 “Barriers to Employment.” 
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2. DATA ACCURACY AND INTEGRITY 

2.1. DATA CLEAN-UP 
Background Information 

Data clean-up is the process of identifying and correcting incomplete, duplicate, 
incorrect, inaccurate, incorrectly formatted, or mislabeled data records. To clean 
up Oregon Title II data in TOPSpro Enterprise®, the following categories need to 
be examined: 

• Student Assessment 
• Student (Demographics) 
• In Program Years 
• Student Records 
• Class Enrollments 
• Program Enrollments. 

 

Cleaning the Data 

Student Assessment 

 

 
In the Assessment Date column, select the funnel icon and enter the specific 
dates for data to be cleaned:  

 
 
Once the dates are identified, select the double arrow to sort the data in 
alphabetical order by first name. 
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Alternatively, right-click the Name column to “Hide full name” and “Show Last 
and First Name.” Then, select the double arrow to sort the data in alphabetical 
order by last and first name.  

 

 
 

Make sure to look for any individual with a conservative estimate (via the 
Conservative Estimate column).  

 

Use the funnel icon on the Conservative Estimate column to bring up all the 
conservative estimates (Conservative Estimate = Yes). These individuals need 
to be retested with the next level assessment as soon as possible.  

Once a list of learners from Orientation is generated, clean-up can begin on an 
individual basis from this list. Alternatively, generate a list of learners using the 
Student Demographic report as outlined below. 
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Student Demographics 
Navigate the following path: RecordStudents Demographics to generate a 
list of learners in the program. 

 

 
 
 

 
 
Double-click on an individual to open the record and, in the Navigator bar on 
the left, select each section to ensure the data is accurate and entered 
correctly. 

 

 
 

To edit learner data, double-click on the individual record, then click on the edit 
icon (i.e., the pencil) to open the field for editing. 
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Edit/View Student Information for Data Clean-Up 

 

In Program Years Clean-Up 
Check that the correct barriers to employment are marked. Refer to section 2.2 
for steps to batch edit learner records.  

• If an individual tested at the ESL level, select “English Language Learner.”  

• If an individual is participating in a Title II program, select “Low Levels of 
Literacy.” 

• If an individual is in a corrections program or a program funded with the 
Corrections Grant, select “Ex-Offender.” 

All other choices are self-selected by the individual.   
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Student Records Clean-Up 
Goals: Participants must have one primary (short-term) goal selected and at 
least one secondary (long-term) goal selected.  

Labor Force Status: Participants must have a labor force status selected. 

Special Program Entries: Participants must have the appropriate special 
program(s) selected (e.g., IET, El Civics, corrections, etc.) 

Personal Status: Participants must have the personal status selected (as 
appropriate). For example, if a student is under the age of 18 and on referral 
from a school district, then “Enrolled in high school/K12” must be marked 
because the student is not an eligible Title II student and will be dropped from 
Title II reporting. 
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Class Enrollment Clean-Up 

Select “New” from the drop-down menu, choose the correct class instance in 
which to enroll the participant, and identify the appropriate start date. Mark the 
participant as “Active” and save the record. 
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Program Enrollments Clean-Up 
Select “Program Enrollments” from the Navigator bar on the left and double-click 
the individual name. Confirm that the correct program is selected:  

• If the individual is enrolled in a GED® program, select HSE. 

• If the individual is enrolled in ELA (ESL) and tested into ESL Levels 1-6, 
select ESL/ELL. 

• If the individual is enrolled in ELA (ESL) and tested into ASE (ABE Level 5 
or 6), select Basic Skills (ABE): 

o Since the individual tested out of ESL levels, programs must report 
them as ABE for federal reporting. This does not affect the classes 
they take, only how they are reported in TOPSpro Enterprise®. 

• If the individual is enrolled in ABE/ASE, already has a GED® or high 
school diploma, and tested into ABE Levels 1-6, select ABE.  

Note: The individual must test below college level in at least one subject to 
receive services using Title II funding (i.e., ABE Levels 1-6 or ESL Levels 1-6). 
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Make sure the “Date Entered Program” reflects the date that the individual 
attended orientation. Individuals whose birthdate indicates they are younger 
than 16 years of age when they enter the program are not eligible for Title II 
services and will be flagged in the Data Integrity Report. An accurate entry date 
is needed for this calculation. 

The learner record should now be completely cleaned and, as such, meet state 
policy requirements. 

2.2. BARRIERS TO EMPLOYMENT 
Important Notes 

1. Batch edit will overwrite earlier entries. For example, if an individual 
already has Barriers to Employment entered, performing a batch edit will 
delete earlier entries.   

2. It is recommended to use the export option for learners who have 
previous Barriers to Employment data entered. Details about the export 
option can be found in the CASAS “Exchanging Data with 3rd Party 
Attendance and other Information Systems” handbook. According to 
CASAS, the new Barriers to Employment data will append to the existing 
data and won’t override existing data.  

Barriers to Employment: English Language Learners 

1. Navigate to Records  Students  In Program Years 

2. Select the green Filter icon to create a filter for Instructional Program 

3. Select ESL/ELL 

https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help/data-exchange
https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help/data-exchange
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4. Right-click in the columns and select “Show Barriers to Employment.” 

5. In the Barriers to Employment column now showing, filter to show only 
the records missing a barrier to employment (i.e., Barrier to Employment 
= “N/A”). 

6. If there are ESL/ELL participants without any barriers to employment, 
highlight the records and batch edit to add “English Language Learner” as 
the Barrier to Employment (a second login is required to complete a batch 
edit).  
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7. Save the records.  
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Barriers to Employment: Ex-Offenders 

1. Navigate to Records  Students  In Program Years 

2. Select the green Filter icon to create a filter for Class Enrollments 

3. If there are corrections program participants without any barriers to 
employment, highlight the records and batch edit to add “Ex-Offender” as 
the Barrier to Employment (a second login is required to complete a batch 
edit).  

4. Save the records. 

 

Low Literacy 

1. Navigate to Records  Students  In Program Years 

2. Select the green Filter icon to create a filter for Instructional Programs 

3. Select Basic Skills (ABE) and ESL/ELL 

4. Right-click in the columns and select “Show Barriers to Employment.”  

5. In the Barriers to Employment column now showing, filter to show only 
the records missing a barrier to employment (i.e., Barrier to Employment 
= “N/A”). 
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6. If there are ABE and/or ESL/ELL participants without any barriers to 
employment, highlight the records and batch edit to add “Low Levels of 
Literacy” as the Barrier to Employment (a second login is required to 
complete a batch edit).  

7. Save the records. 

 

2.3. CLASS DESIGNATIONS AND INDIVIDUAL SPECIAL PROGRAMS  
Integrated English Literacy and Civics Education (IELCE) 

If all class enrollees are IELCE participants, then the IELCE class needs to be 
designated as IELCE under Special Programs and in the Focus Area. As such, if 
a class is marked as IELCE, then all learners enrolled in the class should appear 
on NRS Table 3 as IELCE participants.   

1. Navigate to Organization  Classes  Instances  

2. Double-click on the class record, then click on the edit icon (i.e., the 
pencil) to open the Class Instance for editing. 

3. In the “Special Programs” field, select EL Civics (IELCE). 

4. In the “Focus Area” field, select “243 Integrated El Civics Education 
(IELCE)”.  

 

5. Save the record. 

6. Generate NRS Table 3 to ensure participants in the class are appearing in 
the IELCE program (navigate to Reports  Federal Reports  NRS Tables 
1-11). Double-click to “drill down” and generate a list of participants 
correctly appearing in a specific program. 

An IELCE participant needs to be designated as such. At the individual level, 
identify IELCE participation under “Special Programs”: 

1. Navigate to Records  Students  Demographics  

2. Double-click on the individual record 

3. From the Navigator bar on the left, select “Student Records”  

4. Select “Add Entry/Update Record” 

5. In the “Special Program Entries” field, select “EL Civics (IELCE)” 
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6. Save the record. 

 

Integrated Education and Training (IET) 

If all class enrollees are IET participants, then the IET class needs to be 
designated as IET under Special Programs. As such, if a class is marked as IET, 
then all learners enrolled in the class should appear on NRS Table 3 as IET 
participants.   

1. Navigate to Organization  Classes  Instances 

2. Double-click on the class record, then click on the edit icon (i.e., the 
pencil) to open the Class Instance for editing. 

3. In the “Special Programs” field, select “Integrated Education & Training.” 

4. Save the record. 

5. Generate NRS Table 3 to ensure participants in the class are appearing in 
the IET program (navigate to Reports  Federal Reports  NRS Tables 1-
11). 

An IET participant needs to be designated as such. At the individual level, 
identify IET participation under “Special Programs”: 

1. Navigate to Records  Students  Demographics  

2. Double-click on the individual record 

3. From the Navigator bar on the left, select “Student Records”  

4. Select “Add Entry/Update Record” 

5. In the “Special Program Entries” field, select “Integrated Education & 
Training.” 
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6. Generate NRS Table 3 (navigate to Reports  Federal Reports  NRS 
Tables 1-11) to ensure participants are appearing in the correct program. 
Double-click to “drill down” and generate a list of participants correctly 
appearing in a specific program.  
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3. DATA INTEGRITY CHECKS 

3.1. NRS TABLES SUMMARY AUDIT 
Generate the “NRS Tables Summary Audit” to review the individuals who will be 
included in the NRS tables. 
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Drop Reason: definitions and how to fix them are on the next page. 

Duplicated: this column shows the number of individuals missing the 
information or have the data issue. In the example pictured above, 4,050 
students have less than 12 hours as indicated in Drop Reason 02 Duplicated. 

Unduplicated: this column shows the number of individuals who have the 
identified drop reason but were not dropped for the prior reason(s) listed. In the 
example pictured above, 3,940 participants were dropped for having less than 
12 hours of instruction, after the 117 participants who were missing a birthdate 
or had an age outside of 16-110 were dropped. The difference between 
Duplicated (4,050) and Unduplicated (3,940) indicates that 110 participants 
were both missing a birthdate/had age outside of 16-110 AND had fewer than 
12 hours. 
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Drop 
Reason 

Description How to Correct 

01 Missing 
birthdate or 
age outside of 
16-110 

Follow up with the individual to collect their birthdate or look for 
an alternative data source (e.g., college database). In the NRS 
Summary Audit report, double-click on the cell to “drill down” 
and generate a list of individuals missing a birthdate. From the 
list generated, double-click an individual record, select “Student 
Records” from the Navigator bar on the left, double-click on the 
individual’s name in the blue column to open the demographics 
file, and select the edit icon (e.g., the pencil) to open the 
Identification field for editing. Enter the birthdate and save the 
record. Repeat these steps for each individual missing a 
birthdate or with an incorrect birthdate. 

If an individual’s age is outside the accepted range, check to see 
if they were sixteen when they entered the program. Often, the 
Program Start Date defaults to 7/1/20xx of the program year so 
the program start date may need to be changed to after the 
individual’s 16th birthday (as long as it accurately reflects their 
actual start date).  

02 Less than 12 
hours of 
instruction 

First, ensure that contact hours are up to date for all individuals. 
Those with less than 12 hours are considered Reportable 
Individuals, and those with 12 or more hours are considered 
Participants and will be evaluated for outcomes (e.g., MSG). 

03 Concurrently 
enrolled in 
High 
School/K12 

Individuals enrolled in K-12 cannot also be served using Title II 
funds. If these individuals are part of the data upload, then 
TOPSpro Enterprise® programming will remove them from being 
reported on the NRS tables. “Drill down” to these records to 
ensure individuals are not incorrectly labeled as K-12 enrollees. 

04 No Gender Follow up with the individual to collect their gender or look for 
an alternative data source (e.g., college database). If an 
individual is reluctant to disclose this information, it may help to 
explain that Title II does not receive funding for participant 
outcomes unless they report their gender (e.g., participants 
without a specified gender are dropped from NRS tables). Title II 
eligible individuals must be served even if they decline to 
disclose their gender.  

05 No 
Race/Ethnicity 

Follow up with the individual to collect their race/ethnicity or 
look for an alternative data source (e.g., college database). If an 
individual is reluctant to disclose this information, it may help to 
explain that Title II does not receive funding for participant 
outcomes unless they report their race/ethnicity (e.g., 
participants without a race/ethnicity are dropped from NRS 
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tables). Title II eligible individuals must be served even if they 
decline to disclose their race/ethnicity.  

06 No accurate 
placement 
test or self-
reported ASE 
High 

From the Policy Manual 6.1 “Standardized Assessment for NRS 
Reporting”: 

If a learner achieves a score on a CASAS pretest which is 
potentially inaccurate because the learner’s skills exceed the 
upper limits of the test (displayed in the CASAS system as a 
conservative estimate or “diamond” score), the learner must be 
re-tested with a test from the next higher level within a week of 
the initial pretest. The new assessment score replaces the 
conservative estimate score and the replaced test record should 
be deleted from the database. 

09 ESL Learner 
pretest score 
at ASE 
educational 
functioning 
level 

ESL students who test into ASE (ABE Levels 5 or 6) must have 
their Instructional Program categorized as Basic Skills (ABE) 
since they tested out of ESL levels according to federal 
definitions. However, they may continue taking ESL classes. If 
these individuals are not categorized into Basic Skills (ABE), 
their outcomes will not be reported on the NRS tables. In the 
NRS Summary Audit, click on the cell to “drill down” and 
generate a list of individuals with this drop reason. From the list 
generated, double-click an individual record, and select 
“Program Enrollments” from the Navigator bar on the left. Select 
“Add Entry/Update Record.” Under Program Status and 
Progress, select the Instructional Program and mark Basic Skills 
(ABE). Save the record.  

 

 

3.2. DATA INTEGRITY REPORT 
Background Information 

The NRS Data Integrity Report (DIR) provides programs with a tool to evaluate 
data collection efforts. The report displays critical data that helps programs 
meet state and federal reporting requirements: 
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• NRS Federal Tables 
• Core Performance (Measurable Skill Gains) 
• NRS data quality standards and program improvement 

To generate the DIR in TOPSpro Enterprise®, navigate to Reports  Data 
Management  NRS Data Integrity. 

 

The DIR can be generated for the entire program or a particular site by clicking 
on the drop-down menu and selecting a particular site: 

 

It is recommended to change the session name to something more user-
friendly. When you save the output, TOPSpro Enterprise® uses the session 
name as the document title. Session comments can also be added. If left as is, 
TOPSpro Enterprise® will automatically generate the below: 

 

Typically, the Program Year can be left as the “Current Program Year.” 
However, to clean data for the end of the program year (e.g., clean 2023-24 
data before the July 31, 2024 deadline), then specify the program year to 
generate. The selections under “Programs” do not need to be changed since 
TOPSpro Enterprise® defaults to those used for federal reporting. 
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To generate the DIR for all sites but have one report per site, change the 
reporting level from Agency to Site. Scroll to the “Reporting Level” option in the 
“Output Layout Parameters” section:  

 

Programs may choose to focus data clean-up on individuals with 12+ hours of 
instruction since those individuals are eligible for federal reporting (e.g., 
included on NRS tables). Generate the DIR to “Exclude learners with less than 
12 hours of instruction” to review the records of these individuals. Scroll to the 
bottom of the page to find this option:  

 

Additionally, the Report Setup Navigator bar on the left can filter the data 
generated on the DIR. For example, select “Program Enrollments” and select 
the funnel icon to filter “Instructional Program” to only include those with the 
ESL/ELL program checked.  
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The Data Integrity Report will generate the following: 

 

The upper left corner displays the date and time the report was generated, 
which may be useful for referencing saved reports later. The report also shows 
the Agency for which the report was generated. The DIR can be generated for 
specific sites, or disaggregated by site, which can be changed in the General 
Settings before the report is generated. Also displayed is the Program Year, 
which can be changed in general settings. 

Each Data Integrity item has a unique Item number accompanied by a 
Description of that item. 

The DIR displays Item Count (#) and Item Percent (%). The first set of count 
and percent columns display the Last PoP or Current Enrollment. When the 
item only applies to the learner at entry, the PoP number is greyed out; 
otherwise, the PoP is identified in the header with the count (#) and percentage 
(%) below it. 
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Data Elements Essential for Federal Reporting 

 

In the Summary Information section, Total WIOA Title II Learners is the 
number of students in the TOPSpro Enterprise® database (1,237). Learners 
concurrently enrolled in High School/K12 (30) are not eligible for Title II 
and will be removed from Title II federal reporting, resulting in the final count of 
Total Learners Eligible for WIOA Title II (1,207) (if all demographics are 
entered, the learner has a program enrollment, a pretest, and has reached 12+ 
hours of instruction). 

Learners will be dropped from Title II federal reporting for items outlined in red: 

• If any of the following are missing: 

o date of birth 
o gender 
o race/ethnicity 
o pretest 

• If any of the following conditions are true:  

o a date of birth indicating the learner is younger than 16 or older 
than 110 upon entry into the Title II program 

o the learner has fewer than 12 hours of instruction.  

Items outlined in green are included in federal reporting. Learners are included 
in federal reporting even if these are missing: 

• Previous education (3, 3a, 3b) 
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• Labor Force Status  
• (6, 6a, 6b, 6c, 6d, 6e) 

 

Core Performance (Measurable Skill Gains) 

 

 

Posttesting 

Data Integrity Report elements 9 through 9cx focus on posttesting. Learners 
who have completed their HSE do not need to be posttested, which is why 9a 
pulls up only learners without a posttest and without an HSE/HSD. Learners 
who are at ABE Level 6 (ASE High) cannot make a gain via posttesting, so 9b 
identifies learners without a posttest who are below ABE Level 6 (i.e., learners 
who are eligible to make a gain via posttesting). 

Pre-/Post-Test Pairs 

Data Integrity Report elements 10a and 10b focus on pre-/post-test pairs, 
which typically represent the primary method through which ABS students 
achieve an EFL gain. Element 10a provides insights into program progress on 
testing current learners. For program year 2024-25, the pre-/post-test 
percentage goal is 45%. Programs are encouraged to strive to be as close to 
this goal as possible at the end of each quarter, before the influx of new 
participants to the program. Additionally, programs may consider reviewing 
posttesting and/or attendance policies if, at the end of a quarter, the posttest 
rate is considerably lower than the goal. If a significant number of learners have 
a pre-/post-test pair (10a) but are not making level gains (10b), learners may 
be testing too early. Consider if the instructional schedule is intense enough to 
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provide enough hours to test at the end of the term. Then consider attendance 
policies and instructional quality. The DIR can be generated by class to review 
class performance by instructor. Additionally, NRS Table 4b can be generated to 
analyze gains at various levels and programs for learners who have tested.  

Educational Functioning Level (EFL) Gains 

There are multiple ways to earn an EFL gain; the most common is via pre- and 
posttesting (11a). Earning an EFL gain via high school credits (11b), also called 
“Carnegie units,” does not apply in Oregon. Learners can achieve an EFL if they 
enter postsecondary education after exiting the ABS program (11c). The first 
column in the DIR displays how many learners are in each of these areas during 
their most recent PoP. NRS Table 4 displays EFL gains for the first PoP (Columns 
E, F, and G) as well as aggregated for all PoPs (Columns L, M, and N).   

High School Equivalency (HSE) 

In Oregon, GED® completion is the main form of High School Equivalency (HSE) 
completion. A few programs have High School Diploma (HSD) programs. Data 
Integrity Report element 12a shows how many learners have completed a GED® 
or HSD. It is not required for HSE completers to be declared as being in HSE 
programs (12b), though this may be helpful information for programs to record. 
Learners are flagged if they reported having a high school equivalency when 
entering an ABS program and then are later marked as completing a high 
school equivalency. If this is the case, programs should check the accuracy of 
this data. It is possible that the learner completed a high school diploma or 
higher in their own country and then completed an HSE in the United States, 
which would mean the data is correct. When learners enter a Title II program, 
ensure that they are indicating whether they completed their previous education 
inside or outside the United States. HSE is reported in Column F of NRS Table 4, 
which includes GED® completers and High School Diploma completers. 

High School Diploma (HSD) 

High School Diploma is similar to HSE but is only relevant for providers who 
have a High School Diploma program. It is not required for HSD completers to 
be declared as being in HSD programs (13b), though this may be helpful 
information for programs to record, especially if the expectation is that all HSD 
learners are to be declared as enrolled in an HSD instructional program. 
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NRS Data Quality Standards and Program Improvement 

 

 

 

Periods of Participation (PoPs) 

PoPs are examined in 14a, 14b, and 14c. In Oregon, approximately 91% of 
learners with at least 12 hours had only one period of participation in 2023-24. 
Programs may consider reviewing attendance data entry procedures (e.g., 
uploads) if more than approximately 10% of learners have more than one PoP 
(14b). If attendance has not been uploaded regularly, programs may be 
artificially creating PoPs for learners because the learner would not have a 
record (e.g., attendance or test) within the last 90 days. State policy requires 
that data be uploaded at least every 30 days. Ideally, programs would upload 
attendance at least every other week and use Daily Attendance record types, 
meaning that the program uploads one record per class attendance rather than 
one record of the total hours since the last upload (e.g., Update record) or one 
record of the total hours that the learner has for the year (e.g., Cumulative 
record). Uploading Daily Attendance records allows for refined attendance data 
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that is more useful for knowing when to test and for program improvement 
efforts. More information on PoPs can be found in the ABS Policy Manual. 

Days Absent 

Data Integrity Report elements 15a and 15b indicate how many days the 
learner has had since their last activity record (e.g., attendance or test). This is 
most accurate when attendance is uploaded frequently and when Daily 
Attendance records are used. Element 15a indicates that a learner has recently 
met the 90-day threshold of no activity which then creates a new PoP if the 
learner returns. Element 15b indicates when a learner is absent almost long 
enough to create a PoP by reaching 90 days of absence. Programs may want to 
contact these learners before they reach the 90-day threshold. If these learners 
reach the 90-day threshold and then return to the program, they will generate a 
second PoP. As such, programs would need to demonstrate two MSGs to be at 
100% of PoPs with an MSG, versus one continuous PoP with only one MSG 
required to be at 100% of PoPs having MSG. 

Integrated Education and Training 

Data Integrity Report elements 16 and 16a indicate how many students have 
been marked as having the Special Program Integrated Education and Training 
(IET) and/or workplace literacy. If a program has an IET program, there should 
be a count of students in these categories. Element 16b indicates those in an 
IET or workplace literacy program who have earned an MSG relevant to those 
programs. More information on MSGs for IET/workplace literacy participants can 
be found in the ABS Policy Manual. 

Goals 

As outlined in the Oregon ABS Policy Manual, programs must attempt to collect 
short-term (primary) and long-term (secondary) goals from learners. The DIR 
elements 17 and 18 identify those learners who do not have these goals 
identified. The primary and secondary goals must be chosen by the student 
(e.g., a program may not automatically select “Improve English Skills” as the 
short-term goal for all ESL learners). Please see section 1.3 “Oregon-Specific 
Definitions & Interpretations” for more information on learner goals. 

Barriers to Employment (B2E) 

Barriers to Employment (B2E) are collected by all WIOA partners and are used 
by the federal office to adjust performance outcomes based on the number of 
barriers faced by the population served. All (100%) of Oregon's Title II 
participants should have at least one barrier to employment (element 19): all 



35 | P a g e  
 

ABE learners should be reported as having "Low Levels of Literacy" as a B2E 
and all ESL learners should be reported as having "English Language Learner" 
as a B2E. Additionally, all learners in correctional programs (Sec. 225 
programs) should have "Ex-Offender" as a B2E. While some B2E can be 
identified by programs, others, like “Cultural Barrier” can be explained by 
programs but must be chosen by the learner. As such, most Oregon Title II 
learners should have multiple barriers to employment marked in TOPSpro 
Enterprise®. See section 2.2 on Barriers to Employment for how to update this 
data element in TOPSpro Enterprise®. 

Similar to collecting learner goals, collecting data on barriers to employment is 
an opportunity for learners to identify challenges they might face while 
participating in the program, and ideally, an opportunity for programs to 
identify resources available to help with those challenges. Like goals, data on 
barriers to employment can be used to advocate for learners, leverage funding, 
and inform professional development.  

Co-enrolled with other WIOA partners 

Some states use TOPSpro Enterprise® to track co-enrollment with other WIOA 
partners for federal WIOA reporting. Oregon uses data matching, so this data 
element (20) is not relevant for Oregon Title II programs.  

Testing 

Conservative Estimates (21) 

Learners who pretest in the conservative range (data element 21) have a test 
score that indicates to the program that the test was too easy. As outlined in 
the Oregon ABS Policy Manual, if a learner achieves a conservative estimate 
(diamond) score on a CASAS pretest, the learner must be re-tested with a test 
from the next higher level within a week of the initial pretest.  

Learners with a pre-posttest pair and fewer than 40 hours (22a) 

Per federal policy, learners should not be tested before having 40 hours of 
instruction. As outlined in the Oregon ABS Policy Manual, documentation must 
be submitted to the state as to why the student has been posttested before 
they have 40 hours of instruction. The 40-hour policy does not apply to GED® 
testing. Programs may need to review assessment procedures and/or policies if 
many learners are being allowed to posttest before acquiring 40 hours or being 
reported in TOPSpro Enterprise® as having posttested before acquiring 40 
hours. Note that if test scores are input into TOPSpro Enterprise® before learner 
contact hours are updated, it is possible that learners are being flagged as 
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having a posttest before 40 hours even though they have accumulated 40 
contact hours. Frequently loading attendance data in TOPSpro Enterprise® 
prevents erroneous flagging of learners in the Data Integrity Report. 

Learners without a pre-posttest pair but more than 40 hours (22b) 

These learners are eligible to posttest but are not necessarily ready. Please 
refer to local assessment policies for identifying eligible vs. ready learners. Also, 
consider the current posttest rate (10a) to track progress toward the state goal 
of 45% with a test pair by the end of the program year. It can be a challenge 
for programs to maintain a balance between posttesting enough (10a) and not 
posttesting too soon (10b). NRS Table 4b shows the EFL gain and attendance 
for only those learners with a test pair and can be generated to analyze if 
learners are making gains when they posttest. 

Learners without a pre-posttest pair but more than 70 hours (22c) 

CASAS recommends that learners accumulate 70-100 hours of contact hours 
before posttesting, as this is when most learners are likely to achieve an EFL 
gain. DIR data element 22c identifies students who have accumulated 70 hours 
and are not only eligible to posttest (e.g., have accumulated at least 40 contact 
hours) but are most likely ready to test. If there are many learners in this 
category, consider reviewing local testing policies to identify how these learners 
missed being identified as needing a posttest, or use this category to identify 
learners to test during the next testing block. Also, consider whether the 70+ 
contact hours are in the same subject or multiple subjects. A learner is not 
required to accumulate 70+ contact hours in the same subject since, for 
example, subjects like Speaking and Listening complement each other. 
However, if a learner has 30 contact hours in Math and 40 contact hours in 
Reading, careful consideration may need to be given to determine if this learner 
is ready to posttest.  
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4. ONGOING UPDATES 

4.1. MEASURABLE SKILL GAIN: PASSING A GED® SUBJECT TEST 
Background 

Beginning July 1, 2024, Oregon Title II programs can record an education 
functioning level (EFL) gain for participants who pass a subtest on a state-
recognized high school equivalency examination (e.g., a GED® subject test). 
This is counted as MSG Type 1d. Refer to the ABS Policy Manual Section 3.1 for 
detailed information on EFL gains and MSGs.  

How to Enter Passing a GED® Subject Test into TOPSpro Enterprise® 

1. In TOPSpro Enterprise®, navigate to Records  Students  
Demographics to generate a demographic list of learners in the program 
and search for the individual. Click on the funnel icon to search for the 
individual by first or last name, then double-click on the individual’s 
record.  

2. Select the edit icon (e.g., the pencil) to open the Education field for 
editing. Under the GED 2014 Scores section, select Add Score and the 
subject test.  

 

3. Select the date and the score of the subject test; if the score is a passing 
score, the checkmark for Passed will automatically be checked. If the 
subject test was taken in a language other than English, check the Non-
English box. 
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4. Ensure the individual has a GED ID entered into TOPSpro Enterprise®. 
Refer to Section 4.2 Measurable Skill Gain: Earning a GED®.  

5. Save the record.  

4.2. MEASURABLE SKILL GAIN: EARNING A GED®  
Background 

An Oregon Title II participant achieves a measurable skill gain when they 
successfully earn a state-recognized high school equivalency (e.g., GED®). This 
is counted as MSG Type 2. Refer to the ABS Policy Manual Section 3.1 for 
detailed information on EFL gains and MSGs.  

How to Enter a GED® Completer into TOPSpro Enterprise® 

1. Navigate to the GED® Manager and search for the learner by last name, 
first name, or GED ID. 

 

2. Find the GED ID and all four GED® Test passing scores in GED® Manager. 
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3. In TOPSpro Enterprise®, navigate to Records  Students  
Demographics to generate a demographic list of learners in the program 
and search for the individual. Click on the funnel icon to search for the 
individual by first or last name, then double-click on the individual’s 
record. 

 

4. Select the edit icon (e.g., the pencil) to open the Identification field for 
editing. Enter the individual’s GED ID exactly as it appears in GED® 
Manager (e.g., ensure the GED ID entered in TOPSpro Enterprise® 
includes the dashes). If the GED ID is not entered into TOPSpro 
Enterprise® exactly as it appears in GED® Manager, then the ABS 
Education Team Research Analyst cannot use it for data matching, and 
the program will not receive credit for the measurable skill gain.  

5. Save the record. 
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6. In the Navigator bar on the left click on “Student Records.” 

 

7. Select “New” to create a new student record. 
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8. Select the edit icon (i.e., the pencil) to open the Education & Goals field 
for editing. Enter the date the final GED® test was taken and passed 
because this is the individual’s completion date. This date must be 
WITHIN the program year (July 1 to June 30 of the respective year). Do 
not enter completion dates that occur after June 30 of the program year. 

 

9. Scroll down the page to the Results heading; select the edit icon (i.e., the 
pencil) to open the Results field for editing. Under the Education Results, 
select Passed GED 2014.   
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Enter an exit reason for the individual if they do not plan on returning for 
additional services. TOPSpro Enterprise® will automatically exit learners, so 
there is no need to update the “Program Status” or “Date Exited Program” 
fields. Save the record. 

 

4.3. MEASURABLE SKILL GAIN: ENTER POSTSECONDARY 
EDUCATION OR TRAINING 

Background 

Oregon Title II programs can record an education functioning level (EFL) gain 
for participants who enroll in postsecondary education or training. Beginning 
July 1, 2024, the exit provision was removed from this type of EFL gain. As 
such, an EFL gain may be counted for participants who enroll in postsecondary 
education or training program and who do not exit adult education. Note that 
enrollment in a state-recognized postsecondary education or training program 
must occur after enrollment in adult education. This is counted as MSG Type 1c. 
Refer to the ABS Policy Manual Section 3.1 for detailed information on EFL gains 
and MSGs.  

How to Record “Entered Postsecondary” in TOPSpro Enterprise® 

1. In TOPSpro Enterprise®, navigate to Records  Students  Records to 
generate a list of learners in the program and search for the individual. 
Click on the funnel icon to search for the individual by first or last name, 
then double-click on the individual’s record.  

2. Select New to create a new student record.    

a. In the Student section, select the Program Year and Student.  

b. In the Record Date section, identify the date the individual entered 
postsecondary education or training.  

c. In the Work Results and Education Results sections, select results 
for “P = Postsecondary” and “T = Transition to Postsecondary,” as 
appropriate for the learner and illustrated in the screenshot below. 

d. In the “Leading to Postsecondary Credential or Enrollment” and 
“Post Exit Leading to Postsecondary Credential or Enrollment” 
sections in the Other category, select results for “T = Transition to 
Postsecondary,” as appropriate for the learner and illustrated in the 
screenshot below.  
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4.4. EXIT REASONS 
Background Information 

Ideally, every Title II individual in TOPSpro Enterprise® will have an exit reason, 
even if that exit reason is marked as “Unknown”. Programs need to record this 
for two reasons: 

1. Inform program management. These data can be used to advocate for 
Title II programs and/or pursue funding opportunities within the college 
or from external sources. For example, if many individuals are exiting due 
to lack of childcare, then the program director can use this information 
when applying for the GED® wrap-around grant to pay for childcare 
during GED® classes.  

2. It is required for federal reporting. Students who exit for a few 
specific reasons will be dropped from federal reporting. The Exit Reasons 
leading to Exclusion must be marked in TOPSpro Enterprise® to comply 
with federal requirements. 

Exit Reasons Leading to Exclusion from Federal Reporting 

The exit reasons that exclude learners from federal reporting include: 
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• Incarceration 
• Medical treatment that is 90+ days 
• Death 
• Called into active military duty for 90+ days 

The full definitions for exclusions: 

The participant exits the program because they have become incarcerated in a 
correctional institution or have become a resident of an institution or facility 
providing 24-hour support, such as a hospital or treatment center, during the 
course of receiving services as a participant.  

The participant exits the program because of medical treatment and that 
treatment is expected to last longer than 90 days and precludes (i.e., 
prevents) entry into unsubsidized employment or continued participation in the 
program. 

The participant is deceased. 

The participant exits the program because the participant is a member of the 
National Guard or other reserve military unit of the armed forces and is called 
to active duty for at least 90 days. 

 

Exit Reasons in TOPSpro 

The complete list of exit reasons is found under Student’s Program Records. In 
TOPSpro Enterprise®, navigate to Records  Programs  Enrollment: 

 

Click the funnel icon in the Program Exit Reason column to view the complete 
list of exit reasons; the list of learners can be filtered by exit reason if needed. 
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Marking Exit Reason in TOPSpro Enterprise® 

1. Navigate to Records  Programs  Enrollment 

 

2. Double-click on an individual to open the record and select Add 
Entry/Update Record.  
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3. This will open a new window. Add in today’s date for the Record date at 
the top of the page.  

 

4. Scroll down to the Program Status and Progress section and mark the Exit 
Reason. 

 

Leave the “Date Exited Program” portion blank. TOPSpro Enterprise® will 
fill this in once the learner has been absent (i.e., no data uploads for this 
individual) for 90+ days, at which point, the last date of activity becomes their 
official exit date.  

Leave the “Program Status” portion blank. If “Retained in Program” is 
marked, it could adversely affect the exit date. Do not mark this.  

 

4.5. MSGS FOR IET/WORKPLACE LITERACY PARTICIPANTS 
Background Information 

Adult education programs can report additional types of MSG for workplace 
literacy and integrated education and training (IET) participants in NRS Tables 4 
and 4c. The Office of Career, Technical, and Adult Education (OCTAE) Program 
Memorandum (PM) 17-22 defines MSG as the percentage of program 

 
2 https://www2.ed.gov/policy/adulted/guid/memoranda.html  

https://www2.ed.gov/policy/adulted/guid/memoranda.html
https://www2.ed.gov/policy/adulted/guid/memoranda.html
https://www2.ed.gov/policy/adulted/guid/memoranda.html
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participants who, during a program year, are in an education or training 
program that leads to a recognized postsecondary credential or employment 
and who are achieving measurable skill gains—defined as documented 
academic, technical, occupational, or other forms of progress—toward such a 
credential or employment.  

Depending on the type of education or training program, documented progress 
is defined as one of the following:  

1. Documented achievement of at least one educational functioning level of 
a participant who is receiving instruction below the postsecondary 
education level. Programs may measure educational functioning level gain 
in one of four ways:  

a) States may compare the participant’s initial educational functioning 
level, as measured by a pretest, with the participant’s educational 
functioning level, as measured by a posttest; 

b) States that offer adult high school programs that lead to a secondary 
school diploma, or its recognized equivalent may measure and report 
educational gain through the awarding of credits or Carnegie units; or  

c) States may report an educational functioning level gain for participants 
who are enrolled in a program below the postsecondary level and who 
enroll in state-recognized postsecondary education or training during 
the program year. A program below the postsecondary level applies to 
participants enrolled in a basic education program; or 

d) States may report an educational functioning level gain for participants 
who pass a subtest on a state-recognized high school equivalency 
examination. 

2. Documented attainment of a secondary school diploma or its recognized 
equivalent; Secondary or postsecondary transcript or report card for a 
sufficient number of credit hours that shows a participant is meeting the 
state unit’s academic standards; 

3. Satisfactory or better progress report, toward established milestones, 
such as completion of on-the-job training or completion of one year of an 
apprenticeship program or similar milestones, from an employer or 
training provider who is providing training; or  

4. Successfully passing an exam that is required for a particular occupation 
or progress in attaining technical or occupational skills, as evidenced by 
trade-related benchmarks such as knowledge-based exams.  
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States may report MSG types 1 and 2 for all adult education participants and 
any of the five MSG types for participants in workplace literacy and IET 
programs. More information, including a chart of MSG types, can be found in 
section 3.1 of the ABS Policy Manual.  

 

Marking MSG Types 3, 4, and 5 in TOPSpro 

The following graphic outlines which Work Results and Education Results pertain 
to MSG types 3, 4, and 5 for IET/workplace literacy participants: 

 

 

 

4.6. BEST PLUS 2.0 RESULTS FOR MSG 
Marking BEST Plus 2.0 Test Results in TOPSpro Enterprise®  

BEST Plus 2.0 test results apply to MSGs for accountability and performance. 
There are BEST Plus assessment selections in TOPSpro Enterprise® and the 
paper forms D, E, and F, as well as the computer adaptive forms (CAT) D, E, 
and F are approved for use in Oregon. BEST Plus test results are factored into 
account for MSGs on the NRS Tables (MSG gains achieved via these tests will be 
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counted as MSGs on the NRS Tables), as long as the results are accurately 
recorded in TOPSpro Enterprise®.  

 

OCTAE-approved assessment instruments for accountability use in Oregon: 
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5. END OF YEAR ACTIVITIES 

5.1. DATA VALIDATION 
� Review July data review feedback from ABS Education Team Research 

Analyst; make necessary adjustments and/or corrections to program year 
data 

� Input GED IDs and SSNs into TOPSpro Enterprise® by the date listed in 
the Master Calendar for the ABS Education Team Research Analyst to 
complete GED® data matching  

• GED IDs should have dashes 

• SSNs should not have dashes 

� Follow up with as many individuals as possible who are being dropped for 
missing data  

� Review NRS Tables Summary Audit for drop reasons  

� Clean and finalize TOPSpro Enterprise® learner data by the date listed in 
the Master Calendar 

� Record GED® completers in TOPSpro Enterprise® from the GED® data 
match results, provided by the ABS Education Team Research Analyst, by 
the date listed in the Master Calendar 

5.2. REPORTS AND DATA TO GENERATE & SAVE 
It is recommended that programs save raw data at the individual level, as well 
as aggregated to the program level: 

• Save final copies of data, tables, and reports for the program year by the 
end of the program year  

• Save reports in both PDF and Excel versions, as available 

• Consider printing and sharing copies of reports with the program director, 
college dean, or other staff, as applicable  

Reports 

• NRS Tables (1, 2, 2a, 3, 4, 4a, 4b, 4c, 6)  
• NRS Tables Summary Audit (included in NRS Tables Report) 
• NRS Tables Monitor Report  
• NRS Periods of Participation Audit  
• NRS Periods of Participation Statistics  
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• NRS Persister Report 
• NRS Barriers to Employment 

 

Raw Data 

• Students—In Program Years 
• Student—Records  
• Program—Enrollments  
• Class—Records  
• Student Assessments  

 
To retrieve raw data at the individual level, first, generate the NRS Tables 
Monitor Report by navigating to Reports  Federal Reports  NRS Tables 
Monitor.  

 

Select the desired program year and generate the report. The report may not 
initially display any information (e.g., a warning about too many pages may 
appear). However, once the report successfully loads, it can be exported from 
TOPSpro Enterprise® by selecting the Export button and saving the document as 
an Excel file type.  

Next, generate reports from the Report Viewer Navigator. 
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Student―In Program Years 

While viewing the Monitor Report, select Student—In Program Years in the 
Report Viewer Navigator. To add a variable, right-click on the grey ribbon at the 
top where the column names appear and select “Show ____”.  

Add the following variables:  

• SSN 
• GEDID 2014 
• First Name 
• Middle Name 
• Last Name 
• Ethnicity 
• Age 
• Native Language 
• Instructional Program 
• Highest Year of School 
• School Outside US 
• Highest Degree/Diploma  
• Earned Outside US 
• Barriers to Employment 
• Full Address 
• Zip Code 

The report may take a few minutes to load, however, once successfully loaded, 
it can be exported from TOPSpro Enterprise® by selecting the Export button and 
saving the document as an Excel file type. Save the file with a title indicating 
the program year and that the file contains demographic data (e.g., Student 
Demographics 2023-24).  

 

Student―Records 

While viewing the Monitor Report, select Student—Records in the Report Viewer 
Navigator. Add the following variables:  

• Program Year 
• First Name 
• Middle Name 
• Last Name 
• Secondary Goal 
• Consent 
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Export the results as an Excel file type and save the file with a title indicating 
the program year and that the file contains student records data (e.g., Student 
Records 2023-24).   

Program―Enrollments 

While viewing the Monitor Report, select Program—Enrollments in the Report 
Viewer Navigator. Add the following variables:  

• Program Year 
• First Name 
• Middle Name 
• Last Name 

Export the results as an Excel file type and save the file with a title indicating 
the program year and that the file contains program enrollment data (e.g., 
Program Enrollments 2023-24).   

Class—Records  

While viewing the Monitor Report, select Class—Records in the Report Viewer 
Navigator. Add the following variables:  

• Program Year 
• First Name 
• Middle Name 
• Last Name 
• Class Extended ID 
• Class Start Date 
• Class End Date 
• Date Entered Class 
• Date Exited Class 

Export the results as an Excel file type and save the file with a title indicating 
the program year and that the file contains class records data (e.g., Class 
Records 2023-24).   

Student Assessment  

While viewing the Monitor Report, select Student—Assessment in the Report 
Viewer Navigator. Add the following variables:  

• Program Year 
• First Name 
• Middle Name 
• Last Name 
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• Assessment Type 
• Assessment Duration in minutes 
• Form Name 
• Instructional Program 
• Modality 
• Raw Score 
• Retested 

Export the results as an Excel file type and save the file with a title indicating 
the program year and that the file contains student assessment data (e.g., 
Student Assessments 2023-24).   
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6. SETTING UP THE NEW PROGRAM YEAR 

6.1. PROXY RECORDS 
Because Title II student data is collected during an academic year but reported 
according to a program year, TOPSpro Enterprise® provides a proxy function 
that enables programs to carry forward copies of individual records that meet 
specific criteria into the subsequent program year. As such, TOPSpro 
Enterprise® can now look across program years for data. Federal reporting will 
ignore proxy records and use the original records instead. Proxying allows 
programs to save a copy of certain individual records in the current program 
year as a reference since users are only able to see records for one year at a 
time. The parameters of state-approved use of the proxy function are: 

• Assessments administered within the appropriate window of time in one 
program year (April 1-June 30 if the individual re-enters the program by 
October 15th) may be proxied forward to the subsequent program year 
by using the TOPSpro Enterprise® proxy function. Entry records may also 
be created using this proxy function to eliminate the need to complete 
new Scantron entry record forms for programs that use Scantron forms.  

• When the TOPSpro Enterprise® proxy function is initiated by a user, 
TOPSpro Enterprise® will look for a “trigger” in the current program year. 
A trigger could be an Entry, an Update, or a Test record in the new 
program year. When one or more triggers are found, TOPSpro Enterprise® 
will create proxies. TOPSpro Enterprise® proxies all test forms used in 
Oregon. Also, the proxy function provides an auditable activity log that 
identifies records as proxies, differentiated from records created by 
manual entry or scanning.  

The only permissible method of carrying forward a proxy record into a 
new program year (as opposed to entering an entirely new record 
indicative of a new program entry and/or assessment) is through the use 
of the TOPSpro Enterprise® proxy function. It is not permissible to 
manually create any student records for use as proxy records in a 
subsequent program year by erasing or otherwise altering any previously 
completed Scantron form or mimicking a similar process by manual data 
entry. 
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To run the Proxy 
Wizard in TOPSpro 
Enterprise®, select 
Tools from the menu 
bar and select Proxy 
Wizard from the list. 

 

Keep the defaults on 
this screen unless 
previously created 
proxy records need to 
be removed. Click 
Next. 

 

The Agency for Proxy 
Operation value may 
need to be changed if 
access to multiple 
agencies has been 
granted. 

Otherwise, click Next. 
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Accept the default 
source of “Activity in 
the New Program 
Year”. Advanced 
users may find an 
alternative need to 
use the other options. 

Tip: unchecking “Skip 
Additional Record 
Filtering” will 
eliminate a few Next 
clicks… 

 

Click Next … 

 

Unless specific 
individuals need to be 
removed from the 
proxy process, click 
Next… 
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Select only the “Test 
Records” box to 
create the new proxy 
records. Click Next. 

Class enrollments and 
program enrollments 
can also be proxied to 
save having to create 
these records 
manually for the next 
program year. This is 
particularly useful for 
programs that have a 
summer term that 
runs from June 
through July or 
August since the 
same class and 
program records are 
needed for both 
program years. 

 

Click Next… 

The default values are 
set by state policy. 
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The class assigned to 
the learner’s test 
record can be 
changed on this 
screen. Some 
programs may have a 
use for this feature. 

In most cases, click 
Next… 

 
In the Agency Wide 
Proxy section, the 
only option programs 
may want to select 
would be “Do not 
proxy Tests for 
students with Test 
records in this PY.” 

Click Next. 

The items checked in 
the Activity Records 
section do not apply 
to Test Proxies, so 
these do not have to 
be changed. 

 

Finally, click Finish. 
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Reports Generated During the Proxy Wizard Process 

 

6.2. MISSING RECORDS IN THE NEW PROGRAM YEAR 
Missing Tests 

The following steps can be followed to find any learners missing a test in the 
current program year so they can be tested. 

1. In TOPSpro Enterprise®, navigate to Records  Students  Program 
Years to generate a list of learners in the program who do not have a 
test. These learners will need to be tested.   

The Summary 
Report will give a 
site-by-site count of 
records processed 
by the proxy wizard. 
Closely examine the 
“Created” and 
“Failed” columns. 

 

 
The second report 
will provide detailed 
information for each 
record evaluated. In 
this example, the 
status column 
shows this record 
was created. 

 

In this example, a 
new record was 
dropped because it 
was a Conservative 
Estimate.  
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2. Select the green Filter icon to create a filter for Students Without Test 
from the dropdown menu.  

 
 
Missing Program Enrollment 

The following steps can be followed to find learners missing a program 
enrollment in the current program year so this information can be added to the 
learner record. While programs that use 3rd party data import may not have 
learners missing a program enrollment, it’s best practice to ensure complete 
and accurate data for all learners.  

1. In TOPSpro Enterprise®, navigate to Records  Students  
Demographics to generate a list of learners in the program who do not 
have a program enrollment. These learners will need to be tested.   

2. Select the green Filter icon to create a filter for Missing Program 
Enrollment from the dropdown menu.  

 

3. To edit multiple records as a batch, select the individual records that have 
the same program enrollment using the Ctrl or Shift keyboard keys.  
Select More at the top right in the TOPSpro Enterprise® window, select 
Batch Insert, then select Student in Program.  

 

  
4. Select the program enrollment (i.e., instructional program) and set the 

start date for the selected program. Save the record(s).  
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6.3. CREATING CLASS INSTANCES FOR THE NEW PROGRAM YEAR 
Programs that use 3rd party data import will not need to complete the following 
steps. However, every program needs to ensure every class instance has a 
unique Class ID.  

For those programs manually creating classes in TOPSpro Enterprise®, a two-
step process is required.  

1. Set up the Class Definition. Programs will likely only need to set up the 
Class Definition once for each class since classes are usually repeated 
each year. The Class Definition can be reused for each occurrence of the 
class. 

2. Create the Class Instances for each program year using the Class 
Definitions. 

Set Up the Class Definitions 

1. In TOPSpro Enterprise®, navigate to Organization  Classes  Definitions  
 

 
 
2. Select New to create a new class definition 
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3. Enter information in the yellow highlighted cells, pictured below 

 

 

4. This class definition will not need to be created again and will be used for 
each occurrence of this class. The Extension ID shows which term this 
class definition will be used.  

 

 

Set Up the Class Instances 

1. In TOPSpro Enterprise®, navigate to Organization  Classes  Instances 
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2. Select New to create a new class instance and enter the following 
information for the class instance:   

a) Site 
b) Program year 
c) Class Definition will be automatically generated from the Class 

Definitions previously created (i.e., create the Class Definition 
before creating the Class Instance).  

d) Start and End Date 
e) Instructional Program(s) 
f) Special Programs (e.g., IET or IELCE) that apply to the entire class 
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g) “Class Duration in Minutes” and “Class Schedule” are important 
fields as these data will appear on the attendance entry. 

 
 

h) Complete any other additional fields at program discretion.  
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