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PART I:  Administration
Grantee Profile/Demographics
From Left Menu:   Select Administration
From Left Menu:   Select Profile/Demographics

You will see the basic information of the grantee. 

To edit this information:

Select the blue Edit link.  A form containing the fields below will appear, edit information as necessary.

Click Save
NOTE:  Please keep this information updated.  This is where DESE Staff and Kids Care Center support staff go to get contact information
Top of Form

Grantee Demographic Information
 
 

Grantee Name 
Operating Year Start (mm/dd) 

Operating Year End (mm/dd) 

Area Code / Phone 

Fax [image: image3.png]



Executive Director 

Website http:// [image: image4.png]



Email Address [image: image5.png]



Street Address 
Street Address (cont) [image: image6.png]



City 
State 
Zip Code/Zip Code Plus4 
Country 
Mailing Address
Street Address [image: image7.png]



Street Address (cont) [image: image8.png]



City [image: image9.png]



State [image: image10.png]



Zip Code/Zip Code Plus4 [image: image11.png]



Bottom of Form

Instructions for Entering Program Partners/Providers into Kids Care Center
From Left Menu:   Select Administration
From Left Menu:   Select Partner/Providers
Note:  This creates the Pick list for your resources

All partner/providers you turn into DESE for your APR (21CCLC ONLY) must be included.

Additional partners such as Pizza Hut, or parent Volunteers

Or Student Volunteers should also be entered

Click on Add New partner/Provider
Type in Partner/Provider name

Leave Provider Number Blank

Click in all boxes that apply for each of the following sections:

Organizational Type
Partner/Provider Role

Partner/Provider Contribution

Partner/Provider Type

Select Status (Active/Inactive)
Click Save
Instructions for Entering Administration Tab Data Requirements
Grant Goals/Objectives Mid Year Status
From far right click on blue link View/Enter Data

Click on appropriate year from dropdown

On the new page click on the blue enter/edit link at top center of page

For each goal and objective, select the appropriate status from the dropdown box

Click Save

Grant Goals/Objectives End of Year Status
From far right click on blue link View/Enter Data

Click on appropriate year from dropdown

On the new page click on the blue enter/edit link at top center of page

For each goal and objective, select the appropriate status from the dropdown box

Click Save

Grant Centers

From Left Menu:   Select Administration 
Select the Data Requirements

Click view/enter data link for Grant Centers

Click Add/Edit

Click in the boxes next to the sites that are part of that grant cohort.

Click Save.

Grant Partners (those specifically mentioned in your grant application)

From Left Menu:   Select Administration 
Select the Data Requirements

Click view/enter data link for Grant Partners

Click Attach New partner

Click in the boxes next to the partners that are part of that grant cohort application.

Click Save.

If a partner does not appear on your partner list, you must first add them:  To add new partner/providers:

From Left Menu:   Select Administration 
Select the Partner/Providers

Click Add New Partner/Provider

Complete Partner/Provider Demographic form

Click Save.

Then repeat the following to attach the new partner/provider to the grant 

From Left Menu:   Select Administration 
Select the Data Requirements

Click view/enter data link for Grant Partners

Click Attach New partner

Click in the boxes next to the partners that are part of that grant cohort application.

Click Save.

Grant Basic Info
From Left Menu:   Select Administration 
Select the Data Requirements

Click view/enter data link for Grant Basic Info

Enter a description of your grant in the description box.

Next, select all additional funding streams that apply to your grant from the list below.

If you click other, you will be required to provide a description in order to save the information.

Click Save.

Part II:

Personnel Management

Entering Staff and Volunteers into Kids Care Center:

Here is where you will track staff for your program.  Note that you must track regular staff and regular volunteers.  Regular staff and regular volunteers are those people who work a regular schedule for you during the year.  For example, a teacher teaches math tutoring on Mondays and Wednesdays, or a Parent or College or High School Student reads to the students one day a week.  Parents volunteering to help with Lights On! events do not need to be tracked individually under personnel; they can be tracked under resources.
To Add new Staff:

Note:  Please do a Personnel Search before adding anyone new.  This will help in reducing the number of duplicate records for individuals.

Click on Personnel Mgmt located under the Main Menu.  If you do not see a personnel initiative to choose from contact KCC Support.
To add a staff person click the blue Add New Personnel link.

Complete the required demographic information for the staff member:

Note:  Only fields with a checkmark are required fields.
Personnel ID – Unique ID for staff member.  This may be anything as long as it is unique (you might do first 4 letters of site and then a number

First Name
Last Name

Ethnicity – Choose the most accurate selection for the dropdown list.
Date of Birth
Gender
Start Date – Date staff member started working with Program.
Select – all sites to which staff will be working (This is required for staff to show up on PPICS and other reporting purposes).
The remaining contact information for the staff member is optional.  

When the form is complete, click the Save button.
Note:  The choices available in drop down menus are dictated by state and federal reporting requirements.  If the choice you want is not listed, you must choose the one from the dropdown that is the closest fit.  We are sorry we cannot add items to these lists.

Instructions for Entering Staff Information Sheets 
Note:  This must be done each year for each staff member at each site.  For a person who works at multiple sites, you will fill out a separate sheet for each site where they work.
Staff Information Sheets for each staff person must be completed each year (annually!)

1. Click on Personnel Mgmt located under the Main Menu.

2. Select the correct staff person by clicking on their name

3. Select Staff Information Sheet from Left Menu

4. Select add New Entry blue link on far right from far right

5. Select Appropriate School Year

6. Select appropriate choices from the drop-down menus

7. On those portions that are check boxes, select all that apply.  As information changes these forms may be edited during the school year.

8. Be sure to complete all information requested.
9. Click the Save button
Part III:

Site Management

Site Profile Demographics

Instructions for Entering Site Profile Data

To complete information provided for APR (21CCLC ONLY) and other reporting, Site profile data needs to be entered.   Profile additions have been created to allow you to put certain information in on a one-time basis.  These will be completed once only.  They may be edited at any time should the information change.   This information includes:

Serve Grades pre-K

Serve Grades K-5
Serve Grades 6-8 
Serve Grades 9-12

Serve Adults 

Serve Child Care Only 
Missouri House District (DESE Input)
Missouri Senate District (DESE Input)
ARE Region # (DESE Input)
Open During School Year 
Open During Summer 
For those labeled DESE Input, you will be able to view only—you will not be able to change or edit.  For the remainder you will enter whole number values (no decimal points or non-numeric characters).

From the left menu select Site Management
Click on Site Name

From the left menu select Profile/Demographics

Click on the blue Edit link in the Site information dialogue box

Note:  The DESE input items will not appear on your screen when you edit. You do not have access to edit these.

Put a check in the box for each item that applies to that site (click in the check box)

Click SAVE

To edit the profile, simply follow the steps listed above.

Instructions for Entering a Site Calendar (Not the Program Schedule)

(Not required by DESE—grantee use only)
The site calendar allows sites to keep a schedule of site events such as family night, or a field trip.  This can be printed and shared with staff, students, parents, school officials, and advisory boards.

From the left menu select Site Management
Click on Site Name

From the left menu select Site Calendar

Select appropriate month
Click on the blue ADD link and the form for entering items appears. Complete the required fields
Note: Items may be scheduled on a recurring basis.

Click SAVE

To edit the Calendar, simply follow the steps listed above.

Instructions for Entering Events in Kids Care Center
Events are activities that occur once, or activities that are irregular.  They include Lights On Afterschool Events, field trips, guest speakers, parent family involvement if this occurs infrequently.  You will also record advisory council meeting here.  Please Note:  Advisory Council Meetings and Lights On! events are required tracking.

Select Site Management
Click on Site Name
Select Event

Click on Record Site Events for the current year

For each event entered you must do the following:

1. Enter the date of the event

2. Make sure school year is the current year

3. Enter the name of the event

4. Select the type of event from the dropdown menu

5. Enter a description—You have 750 characters to briefly describe the event:  e.g. September advisory council meeting.

6. Add any notes—Again, you have 750 characters to list decisions the advisory council made, etc.

7. Enter whole number values into the appropriate boxes to show the number of attendees. You may use as many of the boxes as you need, you do not have to use all of them, but of course, you must use at least one.

8. If other sites under your grant were involved, click in the box next to that site name.  If you had separate events at three sites, enter an event for each site.  If you had all of your sites participating at a single event at a single site, then input the information at the site where the event occurred.
9. Click save.
The event will appear on the Event page.  

If you have just entered an event and do not see it, click on a different year.  You probably have the school year wrong.  You just need to edit it to correct the date and it will appear correctly.

To edit an event:

1. Select Site Management
2. Click on Site Name
3. Select the School year
4. Click edit next to the event you wish to edit or update
5. Make necessary change
6. Click save
Instructions for Creating a New Program in Kids Care Center
From Left Menu:   Select Site Management 
Select the Site that you want to create program in

From Left Menu:   Select New Afterschool Program 
Enter information in required fields

Title: program name with the current school year in title (e.g.  Happy Kids 2010-2011)

Select No billing

Select current school year

Select current school year calendar –this gives you a range that will be displayed in a pop-up box.  Click ok and then if you need to change the start and end date you may.

Note:  Should you need days before or after the master calendar ends, you must contact support to change the master calendar.
Select program type (2121CCLC, SAC, or Other)

Select Session (School Year or Summer)

Select When it Meets (AM, PM, or AM and PM)

Type in AM and PM Hours (These must be whole numbers so round up!)

Type in a Description if you choose (optional)

Case Program form—select none

Once selections for each of above are made click on Save.

Once entered, you may edit these at any time:

From Left Menu:   Select Afterschool Program 
Select the Site that you want to edit

Select Afterschool Program to edit

Click on Edit 
Update as needed.

Once edits are completed click on Save.

Instructions for Entering Leveraged Resources in Kids Care Center
Resources are where you will record cash contributions, in-kind contributions, and volunteer hours to help show program sustainability as well as the true picture of what resources it takes to run Afterschool programs.  In considering what resources to enter, think broadly and comprehensively.  These resources include cash resources such as additional grants, user fees (participant fees), fundraising from bake sales or candy sales, and donations (individual or passing the hat).  In-kind contributions are things you get that you do not pay for or the difference between market-price and what you pay.  In-kind contributions may include discounts you receive on purchases, donated or discounted services, donated space, and volunteer hours, among others.  Volunteer hours include all of the time that people donate to your program including parents working at events you sponsor, high school students who mentor  or tutor elementary students (as long as you do not pay them), the time your advisory council meets, and donated staff time—hours beyond which you pay for.  You should enter resources as they come in or on a monthly or quarterly basis.  Do not wait until the end of the year or you will forget many of them.

To enter resources:

From the left menu select Site Management
Click on Site Name

From the left menu select Resources

Click on the blue Report Resources Link in the dialogue box
Enter required information as follows:

1. From the drop down list choose the provider for the resource (if the provider is not in the list, it will have to be entered (see below)

2. Select report period

3. Enter Date (either date resource was received—preferred or date entered into system

4. Select Resource Type (either Cash or in-kind). Your selection will determine the options for the next drop down.

5. Select Description (chose the best option) Cash and In-kind options are different.  If you are entering volunteer hours select that option.

6. For Cash or in-kind enter a whole dollar value amount with no decimal (round up!).  If volunteer hours were chosen, a box for entering the number of hours will appear.  Enter the hours as a whole number (round up!).  The cash value for volunteer hours is automatically calculated.

7. For Site or professional development:  make an entry only if the resource is targeted for a specific activity or program at a site

8. Enter a description.  Be brief but complete.  For example,  Pizza Hut donated Pizza for Lights on After school; or September Advisory Council meeting 5 attending at 2 hours per for a total of 10 hours.

9. Click save
If a partner/provider is not in the list you must add it under partner/providers first.  You must have access to the administrator tab to add partners/providers.

From Left Menu:   Select Administration
1. From Left Menu:   Select Partner/Providers
Note:  This creates the Pick list for your resources

2. All partner/providers you turn into DESE for your APR (21CCLC ONLY) must be included.

3. Additional partners such as Pizza Hut, or parent Volunteers or Student Volunteers should also be entered

4. Click on Add New partner/Provider
5. Type in Partner/Provider name

6. Leave Provider Number Blank

7. Click in all boxes that apply for each of the following sections:

8. Partner/Provider Role

9. Partner/Provider Contribution

10. Partner/Provider Type

11. Select Status (Active/Inactive)
12. Click Save
Entering Site Outcomes in Kids care Center:

To complete information provided for APR (21CCLC ONLY) and other reporting, Site outcomes have been created to allow you to put certain information in on a yearly basis.  These will be completed once each year.  This information includes:

Free/Reduced Aggregate
Hours of Operation
Limited English Proficient (LEP)  

Site Yearly Demographics (Grantee Input)

Special Needs Students (IEP)

Weeks and Days of Operation
For those labeled DESE Input, you will be able to view only—you will not be able to change or edit.  For the remainder you will enter whole number values (e.g. 0, 1, 2, etc.--no decimal points or non-numeric characters).

To enter Site outcomes:
From the left menu select Site Management
Click on Site Name

From the left menu select Outcomes

Click on the blue View Details/Edit link in the dialogue box for the outcome you wish to enter

Note:  If you click on the DESE Input Outcome, an ADD Link will not appear because you may not enter or add these outcomes.
Make sure year on left is the current year

Click on the blue ADD link

Enter the appropriate values in the boxes in the dialogue box

Click SAVE

Repeat for each Outcome

To edit an outcome, simply follow the steps listed above.

Site Inventory
This is where grantees can view the program inventories.  Inventory items are added at the program level on an item-by-item basis.  This site view affords grantees to see the inventories in their entirety. The instructions below are entering the items that are viewed here.
Instructions for Entering a Program Inventory
The site calendar allows sites to keep a schedule of site events such as family night, or a field trip.  This can be printed and shared with staff, students, parents, school officials, and advisory boards.

From the left menu select Afterschool Program
Click on Site Name

From the left menu select Inventory

Click on the blue ADD Item Link  to add items as a running inventory.  The item form for entering items appears. Complete the required fields
Click SAVE

To review, edit, or delete an item, simply click the appropriate  link and make changes or delete the item. Repeat as necessary. These may be viewed on a grantee level by the following report:

Note:  Grantee Inventory Report

Provides grantee with a cross tabulation of site inventories across sites.  These may either be submitted inventories or current running inventories

inventory report groups items by appropriate categories

Instructions for Entering Site Management Tab Data Requirements
IMPORTANT!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

If you have not completed the Administration Tab Data Requirements, the items below will not appear.  Not an excuse for not completing them!  Once you complete the Administration Tab data, these will appear.  If you do not see them and do not have user permission to complete the Administration portion, contact your grant administrator.  This must be completed for each site.
Center Prior Info
From Left Menu:   Select Site Management 
Select the Site
Select the Data Requirements
Click View/enter data link for Center Prior Info
An entry form will appear

Complete form

Click Save

Center Feeder Schools
From Left Menu:   Select Site Management 
Select the Site
Select the Data Requirements
Click View/enter data link for Feeder School
Instructions for Attaching Students to Feeder Schools in Kids Care Center
This new process will allow you to attach students to their feeder school (home or day school).  The will replace the loads of paperwork you complete each May for the PPICS report. The process is repeated once each year and should be completed in the fall.

You must add feeder schools to all students through a mass entry function.  For most of your students you are simply assigning them to your site.  For some, they may attend a different school during the day and attend the before or afterschool program at a different site or location. 

To attach students to their Feeder School:
1. Select Student Management from the left menu
2. Click on Feeder School
3. Select Appropriate Site from the Drop down box 

4. Select Appropriate School Year from the Drop down box
5. Click Add/Edit Feeder School Record

6. In the next Box, select the Appropriate School District and School ; A list of students with check boxes will appear.
7. Click in the boxes next to each student who attends day school for that site.  When finished click save. 

8. The students you just check will appear on the list with their feeder school for the current year.

9. Repeat steps 5-8 until you have attached all students to their appropriate day school/home school. When the new list appears, those students that you have already attached will appear in italics.

10. Students in Italics may be changed at any time by following steps 5-8 and attaching student to different school.

If you cannot find the appropriate school within the School District or within the list of private schools, notify DESE of the School you need added to the dropdown.  Go ahead and complete the entry for all of the students.

Center year End Info
From Left Menu:   Select Site Management 
Select the Site
Select the Data Requirements
Click View/enter data link for Center Year End Info
An entry form will appear

Complete form

Click Save
The remaining data requirements (shown below) are entered in the appropriate sections.  When you click on the blue View/Enter Data link, you will be taken to the appropriate place in Kids Care to enter data. The due dates for the data entry are shown below in the Due Date column.
	Personnel Mgmt Data Requirements

	 

	 



	

	Required Data

Summary

Due Date

Action

Program Personnel

Create/Identify Staff

10/31

View/Enter Data
Staff Information Sheets

Input Staff Information on yearly basis for each Site a Staff member works at. Be sure not to edit previous years record but create a new record.

10/31

View/Enter Data


	 

 

Site Mgmt Data Requirements

 

 



	Required Data

Summary

Due Date

Action

Partners

Partners as specifically listed in approved/awarded grant.

9/30

View/Enter Data
Site Yearly Demographics

5/15

View/Enter Data
Hours of Operation

9/15

View/Enter Data
Weeks and Days of Operation

9/15

View/Enter Data
Site Profile

Update Site Profile be sure to complete all data for grades served, House and Senate District and when open during year.

9/15

View/Enter Data


	 

 

After School Program Data Requirements

 

 



	Required Data

Summary

Due Date

Action

After School Setup

Program setup,Activity setup, schedules, enroll students

9/30

View/Enter Data
After School Attendance

On going attendance. each months attendance should be entered by the 15th of the next month.

5/15



	
 

 

Case Mgmt Data Requirements

 

 



	Required Data

Summary

Due Date

Action

Math/Comm Arts MAP Scores

21CCLC Only - for all students who attended 30+ days in previous school year

10/31

View/Enter Data
Science/Social Studies MAP Scores

21CCLC Only - for all students who attended 30+ days in previous school year

10/31

View/Enter Data
Pre/Post Math, Reading, Science Grades

21CCLC Only- for all students who attended 30+ days as of April 30th of current year

6/30

View/Enter Data
Aggregate Teacher Surveys

21CCLC Only - for all students who attended 30+ days as of April 30th of current year

7/15

View/Enter Data




Part IV:
Afterschool Program
Program Profile Demographics

Instructions for Entering Program Profile Data

This reflects the program details of each afterschool program.  Grantees may edit mistakes im the fields below This information includes:

Program Name

Begin Date - End Date

Meeting Type
 

AM Hours


PM Hours


Afterschool Program Session

# of Days Scheduled

Next Meeting

Afterschool Program Type

Enrolled

Description

From the left menu select Afterschool Program
Click on Site Name

From the left menu select Profile/Demographics

Click on the blue Edit link in the program information dialogue box

.

To edit the profile, simply follow the steps listed above.

Instructions for Scheduling a Program in Kids Care Center
From Left Menu:   Select Afterschool Program 

Select the Site where you want to schedule the program 

Select Afterschool Program you want to schedule

From Left Menu:   Select Schedule--You will see a box with a calendar inclusive of the dates you chose when you set up the program 
Click on Edit
You may then select days/times to match your school calendar.

NOTE:  You may edit this calendar at any time to account for snow days, etc.  but you may not un-schedule a day for which attendance has already been entered.  If you need this to happen, you must contact support to remove the attendance first, then you may un-schedule the day.  Should you need days before or after the master calendar ends, you must contact support to change the master calendar.

Once edits are completed click on Save.

Instructions for Mass Promoting Students into a New School Year
This process will allow you to promote your students into the new school year.  This has to be done before you can enroll students into Summer or Fall programs.

To Promote Students to Next School Year
11. Select Student Management from the left menu
12. Click on Site Name
13. Select Batch Data Entry from the left menu

14. In the First Box Mass Grade Level Entry Select Grade Level Promotion

15. You will see a list of all of your active students.
16. In the box that appears leave the Year as the current year 

17. Click on the name and then click on the Add to Outcome list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Outcome list)

18. When you have moved all of the names for a particular batch, click Save
19. You are done.
If the student promotes to a new site (elementary school to middle school, or middle school to high school) you will have to follow the instructions on changing a students Home Site and do the site changes manually.
For Students who do not get promoted:

1. Select Student Management from the left menu
2. Click on Site Name
3. Select Batch Data Entry from the left menu

4. In the First Box Mass Grade Level Entry Select Grade Level Retention

5. You will see a list of all of your active students.
6. In the box that appears leave the Year as the current year 

7. Click on the name and then click on the Add to Outcome list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Outcome list)

8. When you have moved all of the names for a particular batch, click Save
9. You are done.
Instructions for Enrolling Students into Kids Care Center
From Left Menu:   Select Afterschool Program 

Select the Site where you want to enroll students 

Select Program where you want to enroll students

To roll over students from a previous year or roster:
From Left Menu:   Select Roster-- Click on Enroll Student
You will see a box displaying all students from previous programs at your site.

Choose enrollment date.

NOTE WELL!!!  The Enrollment Date defaults to the current day.  Make sure you change enrollment date for students to the day before you want to take attendance, otherwise you will not be able to take attendance until the default date.  Make sure you check the date again before you save because if you have the wrong date you have to individually un-enroll and re-enroll each student before you can take attendance

Click in the box next to the name of the student you want to add to the current roster.

Once edits are completed click on Save.

To add brand new students:

From Left Menu:   Select Enrollment
In the Display box provide all necessary information.  Remember fields with a blue checkmark next to them are required.  If you do not choose to put information in them put an x in the field.

After putting in the name select the blue button labeled check.  This helps guard against duplicate entries.

For Student ID:  This number must be unique.  You can use their state-issued Missouri student ID if you choose or some other number as long as it is unique to each student.  (Suggestion:  Use a date/time number when you enter them (e.g. 11102006830) if you entered the student on November 10, 2006 8:30am.

Continue entering information.

Under responsible party, you will run another check to see if the student’s family is already in the system.  If so select the family and it will automatically fill in the appropriate information in this section.  (This helps when you’ve entered the first child from a family with multiple kids in the program as it saves a little data entry.)

If not, keep entering information.

Alternate contact and authorized pick information is not required.

Click Save when you are finished.

To edit information you have just entered:

From Left Menu:   Select Student Management 
Select the Site where the student is enrolled 

Select Program where the student is enrolled

Select the name of the student.

Select Edit.

Make necessary changes.  Click Save
Instructions for Taking Activity Attendance in Kids Care Center 
Taking Attendance in Kids Care has now changed.  For 21CCLC Recipients you must take attendance for reading, math and science activities (Yes!  This means you may be taking attendance at least 3 times!).  For SAC grantees you must take attendance for a single activity—preferably an activity in which every student participates such as snack.  For both grantees, you must take attendance for an activity in the AM if you have a morning component to your program and attendance for an activity in the PM if you have an afternoon activity.  System changes will allow you take attendance for multiple activities at the same time thus saving you all time.  
1. From Left Menu:   Select AfterSchool Program 
2. Select the Site where you want to take attendance

3. From Left Menu :  Select Attendance 

In the center of the page you will see a dialogue box that has dropdown choices for the school year, the program and the activity.  You can control taking the attendance here for a single activity by choosing the activity and clicking on the blue Attend link on the right.  BUT and this is preferred…..You may also choose to take attendance for all activities at the same time by clicking the blue ALL ATTEND link to the left of the activity.

4. Select The week for which you wish to enter attendance (note the date range consists of the days of the week)

5. Click on EDIT.

a. A Dialogue box will appear with the names of the students enrolled as of the days of the week you are entering, along with the activities below each student’s name.  You will see a choice for Present or Excused.  If the student is present, check Present.  If it is an excused absence click Excused.  If they are absent, leave the box unchecked 
b. There will be a box for each day of the week that is scheduled in the master schedule.  If an activity is not scheduled for the day, it will show Not Scheduled.  If a student is not enrolled in an activity, the activity will not appear under the student’s name.  If a student is not currently enrolled in the program it will show Not Currently Enrolled in the attendance box.

6. To record attendance: click in the boxes for the days the student attended.  This may be done across the page from left to right (horizontally) for each activity or it may be done from top to bottom (vertically) for each day of the week.  

You may click the all button (horizontally—left to right) if they are there for each day of the week for that activity.  You may also click all and unclick days that they didn’t attend.  You may click the all button (vertically—top to bottom) for a particular day and activities.

Preferred:  left to right for each activity unless: you know that if a student attends a particular day that they attend all of the activities for that day.

7. Click Save and you have taken attendance.

Note well:

If a students name does not appear on the roster, that means he/she is not currently enrolled.   If their name should appear, then you will need to change their enrollment date.  To change the enrollment date:

If they are enrolled in your activity with the wrong date then simply perform the following steps:

1. From the left menu, select Activity 

2. Find the name of the Activity

3. Click roster on the far right

4. Find the name of the student

5. Click edit

6. Select an unenroll date

7. Click in the unenroll box

8. select save 

9. From the left menu, select Activity
10. Find the name of the Activity

11. Click roster on the far right
12. Click Enter/Add to roster

13. Find Student

14. Change enrollment date at the top to the correct enrollment date

15. click in the enroll box

16. Select save

If they are not on the Activity roster you need to enroll them in the activity first.  If they have previously attended programs at your site do the following:

1. From the left menu, select Activity
2. Find the name of the Activity

3. Click roster on the far right
4. Click Enter/Add to roster

5. Find Student

6. Change enrollment date at the top to the correct enrollment date

7. click in the enroll box

8. Select save

If they are not on the Enter/Add roster you need to enroll them in the program first.  If they have previously attended programs at your site do the following:

1. From the left menu, select Roster
2. Click Enroll Student

3. Find Student

4. Change enrollment date at the top to the correct enrollment date

5. click in the enroll box

6. Select save

If they have not previously attended programs at your site do the following:

Complete the enrollment for you use to enter brand new students.
NOTE WELL!!!  The Enrollment Date defaults to the current day.  Make sure you change enrollment date for students to the day before you want to take attendance, other wise you will not be able to take attendance until the default date.  Make sure you check the date again before you save because if you have the wrong date you have to individually un-enroll and re-enroll each student before you can take attendance

If the day you wish to take attendance is not available, either no box, or it is grayed and you cannot click on it, you need to look at the following:

If it is grayed and you cannot click on it, you are probably trying to take attendance for a day that has not occurred yet (future date).  In this case you simply have to wait until that day passes.  You cannot take attendance prospectively (unless you have a crystal ball and can predict the future—if that’s the case we need to talk about future sporting events so I can go to Vegas and win big!

If no box appears, then that day is not scheduled on the master calendar.  You simply have to change the master calendar to add that particular day.  To alter the master calendar:

1. From the left menu select Schedule
2. Click edit
3. Click on the box of the day you need entered
4. Click save
Instructions for Creating Program Activities in Kids Care Center
From Left Menu:   Select Site Management 
Select the Site where the activity is needed

Select the program where the activity is needed

From Left Menu:   Select Activity
Select Add New Activity
Enter information in required fields

Note:  You must create, schedule and take attendance for reading and math activities.  You only need to create the other activities you have.  You may, but do not have to take attendance for these other activities.

Select status (Active/Inactive)

Type in the name of the activity 

Note:  if you have multiple math or reading activities, you may create a separate activity for each or group them together
Select Activity Type (Full year or Partial year—depends on beginning and end date.  An activity that meets 1 day a week for the entire program range is a full year activity.  An activity that meets every day for 1 month is a partial year activity)

Location—Where activity occurs if off-site
Include Attendance as part of program attendance --This will almost always be yes.  If you need it changed, you must call technical support and explain why.  Technical support will then make change if appropriate.

Activity Subject (Reading, Math, etc.)  Activities may reflect up to three (3) subjects.  So a science activity which includes significant amount of math and reading can be counted under each subject.  Do not ask if an activity can cover more than three subjects.

Activity Category (Academic Enrichment, Tutoring, Mentoring, etc) Activities may reflect up to three (3) categories.  So an academic enrichment activity may also involve homework help and tutoring.  You must weight the priority of the category type for the activity (primary, secondary, tertiary) for this section.  The weighting must total 1.00 or 100%.  The system will not let you save it if the total is not correct.  The weighting has to do with State and Federal reporting guidelines. Do not ask if an activity can cover more than three categories.

Activity Target (Students performing below, Adults, etc) Activities may reflect up to three (3) target audiences.  So a science activity might be geared toward students at or below grade level, students with disabilities, and students of limited English proficiency.  There is an option: Other—Students performing at or above Grade level. Do not ask if an activity can cover more than three target audiences.
Frequency

Offered—AM or PM

Start date

End Date

Start Time

End Time

The above should be as accurate as possible because the time spent in activities is calculated in State and Federal reporting.
Once selections for each of above are made click on Save.

Once entered, you may edit these at any time.

Enrolling Students in activity:
From Left Menu:   Select Activity

From your list of activities select Roster next to the name of the activity where you want to enroll students

Click on Enter/Add to Roster
You will see a box displaying all students from your program roster.  If you need the name of a student that does not appear here, you must first add them to your program roster

Choose enrollment date.

NOTE WELL!!!  The Enrollment Date defaults to the current day.  Make sure you change enrollment date for students to the day before you want to take attendance, other wise you will not be able to take attendance until the default date.  Make sure you check the date again before you save because if you have the wrong date you have to individually un-enroll and re-enroll each student before you can take attendance

Click in the box next to the name of the student you want to add to the current roster.

Once edits are completed click on Save.

Instructions for Entering a Program Inventory
The program inventory allows programs to keep track of items purchased with grant funds.  Items are inputted as a running inventory and offer the choice of DESE budget category to classify each purchase.

From the left menu select Afterschool Program
Click on Site Name

From the left menu select Inventory

Click on the blue ADD Item Link  to add items as a running inventory.  The item form for entering items appears. Complete the required fields
Click SAVE

To review, edit, or delete an item, simply click the appropriate  link and make changes or delete the item. Repeat as necessary. These may be viewed on a grantee level by the following report:

Note:  Grantee Inventory Report

Provides grantee with a cross tabulation of site inventories across sites.  These may either be submitted inventories or current running inventories

inventory report groups items by appropriate categories

FORMS Available in Kids Care Center
The following forms are available to grantees.  They are not required, but may be useful.

To access any of the forms below:

From the left menu select Afterschool Program
Click on Site Name

From the left menu select Forms

Click on the blue Form Link for the form you wish to access.

	 

	 

	Forms

	 

	 



	

	Title

Description

Student ID Card 

To Print ID Cards use any standard Business Card Stock that contains 10 (3.5 inch x 2 inch) cards per sheet. 

Medical Treatment Authorization 

? 

Field Trip Name Tags 

Enrollment Application 

? 

Field Trip Roster 




Part V:

Student Management

Global Search
To locate a student across all sites the form below should be used.  Grantees use this form to make certain that a new student is not already enrolled at another home site.

Select Student Management
Click on Global Search

Fill in fields for which you have information.

Click the blue Find button.

A list of students with the criteria you entered will appear.  
		Student Filter

	 

	 



	

	

Last Name

[image: image13.wmf]


First Name

[image: image14.wmf]


Status

[image: image15.wmf]Active   [image: image16.wmf]InActive 

Sites

[image: image17.wmf]

Compton-Drew Investigative Center


Ethnicity

[image: image18.wmf]

All Ethnicities


Grade Levels

[image: image19.wmf]

All Grade Levels


Student Number

[image: image20.wmf]


Gender

[image: image21.wmf]All   [image: image22.wmf]Male   [image: image23.wmf]Female 




Instructions for Inactivating Students in Kids Care Center
This process will allow you to remove students from your active rosters who have moved, graduated, or simply stopped attending.  You can only remove students who are not currently enrolled in your programs for this school year.  This process does not delete students from your system.  You will always have access to them should you ever have a need to reinstate them.

To Inactivate students manually:

Select Student Management
Click on Site Name
Click on Program Name 

Click on Blue Inactivate Link next to the student’s name

If you get an error message, it means that the student is currently enrolled in one of your programs and you must unenroll them first:

To unenroll students:

1. Select Afterschool Program from the left menu

2. Select the appropriate Site
3. Select the appropriate Program
4. Select Roster from the left menu

5. Click the blue Edit/Unenroll link next to the student’s name

6. Select the appropriate Date
7. Click in the unenroll box
8. Click Save
To inactivate students as a batch:

20. Select Student Management from the left menu
21. Click on Site Name
22. Select Batch Data Entry from the left menu

23. In the first Box Mass Grade Level Entry Select Student Inactivate/Graduation
24. In the box that appears choose the Year you wish to work from

25. Then choose the Grade level (all grade levels or a specific grade level)

26. You will see a list of names

27. Click on the name and then click on the Add to Inactivate/Graduation list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Inactivate/Graduation list)

28. When you have moved all of the names for a particular batch, click Save
If you get an error message, one of your selections is currently enrolled in an active program. And you will need to unenroll them.

Instructions for Changing a Student’s Grade Level or Home Site 
This procedure will allow you to change a student’s homesite or grade level.  Should a student move from one site in your program to another, this will allow the student to be transferred to the new site with all of the student’s data without entering the child again.  You can also correct a student’s grade level should that information be incorrect.

To Change a Student’s Grade Level or Home Site
1. Select Student Management from the left menu
2. Click on Site Name
3. Click on the name of the student you wish to make changes
4. Select grade level from the left menu

5. Choose the most current school year and click edit.
6. Choose the appropriate School Year, Home Site, and Grade Level
7. You need to determine whether it is a promotion from previous year (usually not) Click yes or no.
8. Click save when you are finished.
Instructions for Mass Promoting Students into a New School Year
This process will allow you to promote your students into the new school year.  This has to be done before you can enroll students into Summer or Fall programs.

To Promote Students to Next School Year
1. Select Student Management from the left menu
2. Click on Site Name
3. Select Batch Data Entry from the left menu

4. In the First Box Mass Grade Level Entry Select Grade Level Promotion

5. You will see a list of all of your active students.
6. In the box that appears leave the Year as the current year 

7. Click on the name and then click on the Add to Outcome list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Outcome list)

8. When you have moved all of the names for a particular batch, click Save
9. You are done.
If the student promotes to a new site (elementary school to middle school, or middle school to high school) you will have to follow the instructions on changing a students Home Site and do the site changes manually.
For Students who do not get promoted:

1. Select Student Management from the left menu
2. Click on Site Name
3. Select Batch Data Entry from the left menu

4. In the First Box Mass Grade Level Entry Select Grade Level Retention

5. You will see a list of all of your active students.
6. In the box that appears leave the Year as the current year 

7. Click on the name and then click on the Add to Outcome list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Outcome list)

8. When you have moved all of the names for a particular batch, click Save
9. You are done.
Entering Title I in Kids Care Center

Select Student Management from the left menu
Click on Site Name
Select Batch Data Entry from the left menu

Select DESE Title I
From the new box check the appropriate year and click on the blue ADD Batch DESE Title I Data
From the next dialogue box:

Select appropriate year

Select yes or no under Title I  (depending on whether you have any Title I students)
Click Save

You will then see a list of all active students.

Click in the box next to the name of each Title I student.

Click Save

You are done.
Instructions for Entering Student Grades in Kids Care Center
This new process will allow you to enter pre and post grades for a student at the same time on a form that returns your entire roster.  For Pre-Grades:  you may select grades from 1st, 2nd, 3rd, quarters etc—you make the choice on a per student basis.  The pre-grade must be from a period before the post-grade.  If you only have semester grades, then 1st semester is pre-grade and 2nd semester is the post-grade.  Note:  The form asks for Reading, Math, and Science grades.  

You must enter grades for all students who have attended at least 30 days as of April 30th of the current school year.  You will need to run the report entitled Students 30+ Days for required Outcome entry for list of students you need to provide grades. Only run this report after you have inputted all attendance for students through April 30th!
To enter DESE Pre/Post Grades
1. Select Student Management from the left menu
2. Click on Site Name
3. Select Batch Data Entry from the left menu

4. In the Third Box Mass Data Entry Select DESE Pre/Post Grades

5. Click on the blue Add DESE Pre/Post Grades Data

6. You will see a list of all of your active students.
7. In the box that appears choose the Year you wish to work from

8. Then choose the Grade level (all grade levels or a specific grade level)

9. Click on the name and then click on the Add to Outcome list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Outcome list)

10. When you have moved all of the names for a particular batch, click Save
11. You will then see the list of names selected.  Each Student’s name appears three times (Reading, Math, and Science with a selections for pre-grade and for post-grade) If you are only entering the pre grades at the time, you must put in pre-grades for all students, (you can leave the post grades on the default) If you do not have a grade, select n/a).

12. After you have input the grades, click save.
13. You may edit this entry at any time.  Simply do the following:

a. Select Student Management from the left menu
b. Click on Site Name
c. Select Batch Data Entry from the left menu

d. In the Third Box--Mass Data Entry Select DESE Pre/Post Grades

e. You will see the batch (or batches) you have entered.  Click on the blue Edit link
f. You will see a list of all of your students who are not part of the batch on the left and a list of those in the batch on the right.  You may add students to the batch by clicking on their name and then Clicking on the Add to Outcome List button.  If you have no additions to the list of names click save and then you can edit the entries of the batch.

g. Click save when you are finished.

Instructions for Entering Student MAP Scores in Kids Care Center
This new process will allow you to enter student Map Scores for a student at the same time on a form that returns your entire roster.  Remember, the MAP scores you get in the fall are for the previous year’s students.   Note:  You have two choices DESE MAP Math/Comm and DESE MAP Sci/Social.  Math/Comm is for Math and Communication Arts.  You will notice the drop down consists of 4 items instead of 5.  The Sci/Social drop down consists of 5 items as it has in the past.  

You must enter MAP Scores for all students who have attended at least 30 days as of April 30th of the previous school year.  You will need to run the report entitled Students 30+ Days for required Outcome entry for list of students you need to provide grades. Only run this report after you have inputted all attendance for students through April 30th!  This report should match the teacher survey blank student forms spreadsheet.
To enter DESE MAP Math/Communication Arts (or DESE MAP Science/Social Studies) Scores
1. Select Student Management from the left menu
2. Click on Site Name
3. Select Batch Data Entry from the left menu

4. In the Third Box Mass Data Entry Select DESE MAP Math/Comm (or DESE MAP Sci/Social

5. Click on the blue Add DESE MAP Math/Comm (or DESE MAP Sci/Social)
6. You will see a list of all of your active students.
7. In the box that appears choose the Year you wish to work from

8. Then choose the Grade level (all grade levels or a specific grade level)

9. Click on the name and then click on the Add to Outcome list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Outcome list)

10. When you have moved all of the names for a particular batch, click Save
11. You will then see the list of names you selected.  Each Student’s name will appear two times (Math and Communication Arts or Science and Social Studies with a selection for the result).  Enter the results that you have. Leave on the default if you do not have anything.  If you do not put anything in for a student, after saving, the students name will not be included in the batch.  You can add the student in later when you edit the batch.

12. After you have input the grades, click save.

13. You may edit this entry at any time.  Simply do the following:

a. Select Student Management from the left menu
b. Click on Site Name
c. Select Batch Data Entry from the left menu

d. In the Third Box--Mass Data Entry Select DESE MAP Math/Comm (or DESE MAP Sci/Social)

e. You will see the batch (or batches) you have entered.  Click on the blue Edit link
f. You will see a list of all of your students who are not part of the batch on the left and a list of those in the batch on the right.  You may add students to the batch by clicking on their name and then Clicking on the Add to Outcome List button.  If you have no additions to the list of names click save and then you can edit the entries of the batch.

g. Click save when you are finished.

Instructions for Accessing Teacher Survey Forms in Kids Care Center
To Print copies of teacher Survey:

These instructions will provide you with pre-printed, student survey forms containing the student’s name, site, grade level, and attendance days on the form.  Teachers then only have to respond to the survey questions.  Forms will be printed for students with 30 days attendance or more.

 You must enter surveys for all students who have attended at least 30 days as of April 30th of the current school year.  You will need to run the report entitled Students 30+ Days for required Outcome entry for list of students you need to provide grades. Only run this report after you have inputted all attendance for students through April 30th!
 (see Note below)

Click on Reports

Select 2121CCLC-Teacher Survey by Student report

When the Box appears:

Select Excel or Browser

When Report appears you will notice tabs at the bottom for each student matching your criteria.  

Each tab represents an individual survey with the student’s name, site, grade level, and attendance days on the form.

To print all surveys:

Select File

Select Print

In the dialog box, Select Entire workbook radio button

Click OK 

All the Individual survey forms will print out and you will have the appropriate surveys for students attending 30 days or more.

Instructions for Entering Completed Teacher Surveys Data into Kids Care Center:

1. Select Student Management
2. Click on Site Name
3. Click on Student Name

4. From Column on left, Select Teacher Survey

5. Click on Blue Add Teacher Survey Data Link on right

6. School Year should be current year (default setting).  Use down arrow boxes to select appropriate response for each question.  If you do not select something other than default, it will not let you save entry.  (Do not worry about report period or date entered)

7. Once all choices are completed click on Save.

8. If you look at the top box next to the student’s name on the bottom line, you may click on select case to return you to the list of students;

9. Or you may click next to bring up the next student in the list.  You may continue clicking on next to navigate your way through the names.

Note: there is really no way to do effective batch entry for this outcome.
Instructions for Attaching Students to Feeder Schools in Kids Care Center
This new process will allow you to attach students to their feeder school (home or day school).  The will replace the loads of paperwork you complete each May for the PPICS report. The process is repeated once each year and should be completed in the fall.

You must add feeder schools to all students through a mass entry function.  For most of your students you are simply assigning them to your site.  For some, they may attend a different school during the day and attend the before or afterschool program at a different site or location. 

To attach students to their Feeder School:
1. Select Student Management from the left menu
2. Click on Feeder School
3. Select Appropriate Site from the Drop down box 

4. Select Appropriate School Year from the Drop down box
5. Click Add/Edit Feeder School Record

6. In the next Box, select the Appropriate School District and School ; A list of students with check boxes will appear.
7. Click in the boxes next to each student who attends day school for that site.  When finished click save. 

8. The students you just check will appear on the list with their feeder school for the current year.

9. Repeat steps 5-8 until you have attached all students to their appropriate day school/home school. When the new list appears, those students that you have already attached will appear in italics.

10. Students in Italics may be changed at any time by following steps 5-8 and attaching student to different school.

If you cannot find the appropriate school within the School District or within the list of private schools, notify DESE of the School you need added to the dropdown.  Go ahead and complete the entry for all of the students.

Part VI:

Reports 
Kids Care Center Reports
Reports are located under the reports tab on the left-hand menu in Kids Care Center.  The following will provide a brief description of each report listed under the Grantee Reports Section and the Site Reports Section.  The list of each of these is accessed by clicking on the blue plus (+) sign next to the category.  Those reports that grantees find particularly useful or those that are used frequently, may be added to the My Favorites tab by clicking on the blue add link under the favorite’s column.  The My Favorites section will always appear as an expanded list when first entering the reports section.
Grantee Reports

These will provide the user with the opportunity to retrieve aggregate information from all sites under a grantee as well as allowing the administrator to gain information for a specific site under a grantee.  These are all designed as supervisor management reports and are useful for monitoring data input and for proving data to advisory boards, funders, etc.

Grantee Inventory Report

Provides grantee with a cross tabulation of site inventories across sites.  These may either be submitted inventories or current running inventories

Grantee Login History All Sites Report
Provides supervisors with staff login information (frequency, last login date) across grantee sites for a specific date range. 

Staff Login History Report
Provides supervisors with staff information (frequency, last login date) for a specific date range for a specific staff person.

Grantee Event Summary
Provides supervisors with a summary of events across sites that includes separate excel tabs for summary information, detail information regarding participants and type of event, and total attendance.

System Usage Verification Report
Allows supervisors to verify whether sites have entered specific outcome data such as MAP scores, Grades, Demographic information, and teacher surveys.  Also shows enrollments at each site along with the number of students attending 30 days or more.

Academic Data entry Status Report—MAP Scores
Allows supervisors to view MAP score entry for students as well as attendance days for their students across all grantee sites.

Academic Data entry Status Report—Pre/Post Scores
Allows supervisors to view pre/post grade entry for students as well as attendance days for their students across all grantee sites.

Average Attendance by Month
Allows supervisors to view pre/post grade entry for students as well as attendance days for their students.

Average daily Attendance by Month
Displays average attendance per month by Site, and Site and Grade Level.
Grantee Professional Development
Allows supervisors to view the aggregate of staff member professional development activity across sites including number of staff and total hours of professional development. 
Personnel Professional Development/Partner/Provider/Details
Allows supervisors to view the details of staff member professional development activity. 
Afterschool program Grantee Overview
Will provide supervisors with aggregate data on their sites operations and demographics such as am/pm programs, proposed/enrolled students, gender, ethnicity, and grade levels.  

Grantee—APR Reports

These reports are required submissions for all 21CCLC grantees.

PPICS Report

APR Reporting:  This is the report submitted to DESE that includes all required Federal Reporting for Demographics, program operations, Attendance, activities, staff, grades, and map score reporting.  This may be run with or without explanatory information.

APR Teacher Survey Aggregated Data Report
APR Reporting:  Provides the aggregated teacher survey information necessary to complete that section of the APR. This reports the completed surveys for students attending more than 30 days for which teacher survey results have been entered into the DESE Teacher Survey outcome.

Site Reports

These will provide the user with the opportunity to retrieve information from a particular site under a grantee.

Afterschool Program Attendance Aggregate by Site
Provides a quick tally of AM, PM, and Total days of attendance for a specified time period.

Afterschool Program Attendance Detailed-By Date Range
Provides a quick tally an individual student’s attendance for specified time period.

Afterschool Program Attendance Summary-By Date Range
Provides a summary of attendance for each student with days of possible attendance, days present, and days absent.

Activity Attendance Detailed-By Date Range
Provides a quick tally an individual student’s attendance for specified time period in a particular activity.

Activity Attendance Summary-By Date Range
Provides a summary of attendance for each student with days of possible attendance, days present, and days absent for a particular activity.

Afterschool Program: Daily Attendance by Student

Returns daily attendance at the individual Level for a selected date range

NOTE: If their enrollment date is after the start date you chose to search on, only absences occurring "on or after" their enrollment date will be counted in the report.

Activity Student Attendance by Month
This report provides attendance data by student for a single activity.  The report returns the days scheduled and attended for the month selected, and for the year to date.
Monthly Attendance for Mail Merge
Provides a summary of attendance for each student with days attended for a particular program.  The report Provides All the information needed to generate bills to parents using a Word Merge Document.  The Spreadsheet provides places to create calculation of costs per student to generate parent fees.  Utilizing this requires discussion with the Kids Care Center Administrators to create the appropriate merge.

Parent Sign-In Sheet
Provides a blank, weekly roster that can be used to have parents sign their children in and out.  

Weekly Program Attendance Sheet
Provides a blank, weekly attendance form that can be used to record daily attendance.  The printed roster may be sorted by last name or by grade and then last name.

Weekly Activity Sign-in Sheet
Provides a blank, weekly attendance form for a specific activity that can be used to record daily attendance. This is particularly useful when activities are in different locations.  The printed roster is sorted by last name.

Program Mailing List
Provides an excel sheet with student/parent mailing information that can be merged into a word document to produce form letters or mailing labels.

Program Authorized Pick-up List
Provides a list of each student with the names of those people who are authorized/unauthorized to pick them up from the program (only available if you have recorded this information for each student.

Student Outcome Details Report
Retrieves data entered under non-APR reporting outcomes.  If you report grades for other subjects such as science or social studies; standardized test scores other than the MAP; disciplinary actions, or any other outcome created specifically for a grantee, this report will return this information by student.  There are no calculations or analysis here just the raw data that can then be manipulated how the grantee sees fit.

Personnel Professional Development/Details Report
Provides all detailed Professional Development/ data for each Personnel for the specified year and Site.
Student List
Provides a list of the students enrolled in your program, along with their grade level, enrollment date, date of birth, ethnicity, and gender

Site Event Summary 
Provides a list of events at a particular site and the participation figures for each event.  It also totals participation figure across events.  This report may be run for all events or a particular category such as advisory board meetings, Lights On Afterschool, or field trips.

Leveraged Resources Detailed

Displays complete breakdown of all recorded resources for a specific site for a selected Year.
APR Teacher Survey Blank Survey
APR Reporting:  Creates an excel workbook with tabs for each student of blank forms to submit to teachers to fill out.  These results are then inputted into Kids Care Center and are used to compile the aggregate report described below.

APR Teacher Survey Aggregated Data Report
APR Reporting:  Provides the aggregated teacher survey information necessary to complete that section of the APR. This reports the completed surveys for students attending more than 30 days for which teacher survey results have been entered into the DESE Teacher Survey outcome.

Academic Data entry Status Report—MAP Scores
Allows supervisor to view MAP score entry for students as well as attendance days for their students for a particular site.

Academic Data entry Status Report—Pre/Post Scores
Allows a supervisor to view pre/post grade entry for students as well as attendance days for their students for a particular site.

Staff Report
Provides a detailed individual staff report for each staff member that includes demographics, training, certifications, etc.
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