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Today’s Agenda

Log in Project Reports
® 15t Log-In for Program Year e Download Data
Student Baseline Directory
® Search
e Add new Site Management
e Transfer
® Exit / Post date exit Help Guide

e Student Records Blue Links
e Follow-up Records Blue
Links

Tips and Tricks

Mentoring vs. TEC

Business Records
e Search
e Add new
® Blue Links

Q&A



e
What Data is collected?

DEMOGRAPHICS
e \Whenever possible this information comes straight from
|IEP or CASEMIS data

SERVICES
e The array of services page notes
what services the student received and who, or
what agency, provided them

PLACEMENTS
e WorkAbility is after all a job training program emphasizing
“on the job” learning



-
How is the data organized?

STUDENT RECORDS
e There are two types of students we want to collect data on:
O Those who are currently enrolled and receiving services
Baseline Records
0 Those who previously received services Follow-Up
Records

BUSINESS RECORDS
e We track employers who offer placement and those who
offer other training supports.



-
Why web based?

® |t is very secure

e Anyone with access to the web, and who has been assigned
an account, can access the database at anytime

® Troubleshooting errors, or problems become the
responsibility of the TEC Committee and the Sacramento
County Office of Education (SCOE),
so nhot every project needs to operate its own data reporting

system

® Reports can be submitted to CDE electronically



Back is Bad!




-
First Log-In

Work /\GGRYL

The first time you

. . Welcome to the WorkAbility Data Collection System
log into the site, y y
: ” b k d t To log in for the first time, please select and answer the questions below. After submitting your answers, you will be
you Wi € asSKe 0 prompted to choose a password. Should you forget your password in the future, you will need to answer these questions
Se|eCt a nd answer th ree correctly before being allowed to set a new password.
security questions. Question #1 | Select v
Answer #1 | |
If you forget your Question #2 |Se|ect v|
. Answer #2
password in the future, o | |
you will be asked to Queson £ [Selct. g

Answer #3 | |

Save | | Cancel

answer these questions.

® 2007 California Department of Education i:_ =




Next, choose a new
password to replace
the temporary
password you were
given.

Click the ‘Save’
button.

First Login

Your questions and answers have been saved. Next, choose a new password

Passwords must be 6-20 characters long, include at least one number and one letter, and are not case-sensitive. Please

enter your new password twice to make sure you have typed it corectly

Mew password |......". ‘

Re-enter password |......... ‘

Save | | Cancel

Passwords must be 6-20 characters long
and include at least one number and one letter

2007 Calfornia Department of Education {253




ATE

3

Login Name:

Password:

Forgot vour password?

For best results, a fully standards-compliant web browser such as Firefox is highly recommended to view this Web site.
You will need the free Adobe Eeader to access certain features, and JavaScript must be enabled.

| et d
S| \DOUE READER

& 2016 California Department of Educ ation




Whenever you successfully
log in, the data collection
system will open up on the
homepage.

The homepage shows a
summary

of your project information
as well as important
deadlines and contact
formation.

g,

; Work /A\GHT]

Sign Cn

Change Passwaor

Hel

Home

| NOT SERVED (521}

Student Reco

Vacaville USD (128-03)

Summary as of 9/21/2012

STUDENTS SERVED AND PLACED IN 2012-13

Eligitile: 622 Enrolled: * 573
To Serve (HS): 4089 Served (HS): 93
To Serve (MS3 180 Served (W3 u]
To Place: 102 Flaced: 20 On Campus: 0

Only currently enrolled students are included in this count.

*Students count as Enrolled once a school of attendance is entared.

FOLLOW-UP SURVEYS FOR 2013
Students to Follow Up: 142 Still Trying to Reach: 142

Successfully Reached: u] Unreachahle; u]
EMPLOYER PLACEMENTS
Emplovers with current placements: 10

Employers with no current placements: 53

STATUS OF REPORTS TO CDE
Final Budget: Send Print Copy

There are no comments from CDE &t this time.

A0 2012
1203172012
2na2013
FN20135
40172013

IMPORTANT DEADLINES

Final Budget

Erter &1l Followe-Up Cuestions
Mid-%ear Expenditure Report

CDE Approwves Follow-Up Cuestions
Fallowe-Up Period Begins

CDE Consuttant:

CDE &nalyst:

Region 3 Managet:

Region 3 Manager:

TEC Committee

Representative:

TEC Committee
Fepresentative:

IMPORTANT CONTACTS

Jill Larson

(916) 327-0366
larsonf@ode ca ooy
Fenmy Santa Cruz

(916) 327-3509
peantacruzcde ca.ooy
Arna Bell

(7071 399-4823
abelif@solanocoe.net
Joyce Mortoomery
(FO7) 5561700 = 50721
imortoomeryiEaleio k1 2. ca us
hdarie Lane

(707) 435-3051

hariel @@fsusd.org
hichael Holley

(707 431-3581
mholleyi@husd.com

CDE's Wark&hility 1 Wk Page:
bt M cde . ca.govispisedsr Avrkablty L asp

NOT PLACED (594)

NOT REACHED FOR FOLLOW-UP (142)

To start, make a selection from the main menu bar at the top of the page.



.
15t Log-in Each Year

The 1t log-in each program year, projects will see this message:

Summary as of 9/27/2011

This project must use the Project Information screen to
affirm that its information is accurate before being able
to add or update baseline records for the new year.

Projects must confirm that their project information is correct and up-to-date.

You are confirming contact information, number to serve and schools served - NOT
funding amounts.



.
15t Log-in Each Year

Some projects saw this message:

This project does not yet have any 2010-11 baseline data
in the system, pending grant approval.

FOLLOW-UP SURVEYS FOR 2011
Students to Follow Up: 0 3till Trying to Reach: 0

sSuccessfully Reached: 0 Unreachable: 0
EMPLOYER PLACEMENTS
Employers with current placements: n/a

Employers with no current placements: 222

STATUS OF REPORTS TO CDE

Submit Follow-Up Data: Submitted to CDE
Estimated Budget: Ciue 6/M15/M10

NOTE: “The project needs to complete their EQY requirements.



.
15t Log-in Each Year

While other projects saw this:

Summary as of 9/20/2011 IMPORTANT COMMENTS FROM CDE
891472011  Grant information has

STUDENTS SERVED AND PLACED IN 201112 been ...

Eligible: 26 Enrolled:* 32 View the full comment

To Senve (H3): 24 Semnwed (HS): 0

Ta Flace: 6 Placed: 0 OnCampus: 0 IMPORTANT DEADLINES

* Students count as Enrolled once a school of attendance is entered. 1043142011 Budget

FOLLOW-UP SURVEYS FOR 20172 1203152011 Enter All Follow-Up Questions .

Students to Follow Up: @ Still Trying to Reach: 9 e EEIE:”E;”;:;TQQ;E Guestions

Successfully Reached: 0 LUnreachable: 0 411512012 Rudget Amendment Request

CDE entered the following comments for 2011-12. Please read these comments as soon as possible and act upon the
needed. For reference, the status of any related report is listed below the comments.

Click the blue
‘View the full
comment’ link.

NOTES TO PROJECT

Date Topic Comment

9/14/2011 Budget Grant infarmation has been changed in the system and the Budget returned for
modification. The Budget will need to be updated accordingly and resubmitted to CDE.

Entered by Alan Murphy

STATUS OF 201112 REPORTS REFERENCED ABOVE

+ 2011-12 Budget — Returned to Project by Alan Murphy as of 971472011



e
Student Records

: Work AR e

Home Student Records Business Records Project Reports CDE Reporting Site Management Directory

Student Records — Baseline and Follow-Up Records

Search for WorkAbility 1 students for yvour project, then click a student name to see his or her record. To reduce the risk of
creating duplicate records, please search for an existing record before you add a new student.

By default, this year's students are listed below the search form.




Student Records

From here, if you have
access privileges, you can
search for a student,
view, add, or change your
student records.

?Work[ﬁﬁwﬂ

St Business Records Project Reports CDE Reporting

Student Records — Baseline and Follow-Up Records

Site Management

Sign Out
Change Password
Help

Directory

Search for WorkAbility 1 students for your project. then click a student name to see his or her record. To reduce the risk of
creating duplicate records, please search for an existing record before you add 2 new student.

By default, this year's students are listed below the search form.

Find students by:

Name or SSID [ |
First Last SsID
WA1 Project Vacaville USD (128-03) v
School of Attendance | Any School v
Program Year 201617 ~
Record Type / Status Baseline Only — Include: Active Students Exited Students
Follow-Up Only

® Any Baseline or Follow-Up Record

| SEARCH | |Reset Form | | cancel |

= All Students

Baseline Records (626 found)

Name: A B CDEFGHIJKLMNOP QRST v
School Exit Date

1 o. Jacob “acaville High School -

2 son. Jason Vacaville High Scheol -

3 1. Flerida Vacaville High Scheol -

4 1s. Jordan Will C. Wood High School -

5. 1s. Laine Willis Jepson Middle School -

6. ara. Jude Willis Jepseon Middle School -

T jo. Marisa Vacaville High Scheol -

8. Aguirre_Julia Will C. Wood High School -

9. Alexander. Garrett Will C. Wood High School -

10. Alhussani. Ali Vacaville High Scheol -

[ skip down to Follow-Up Records ]

w Y £

Baseline *
201617
201617
201617
201617
2016-17
2016-17
201617
201617
201617
201617




Student Records — Baseline and Follow-Up Records
Search for a student

. h . Search for WorkAbility 1 students for your project, then click a student name to see his or her record. To reduce the risk of
within your prOIeCt- creating duplicate records, please search for an existing record before you add a new student.

By default, this year's students are listed below the search form.

Find students by:
—
Mame or $5ID | | | | |
First Last S50
WA1 Project | Dublin Unified School District (058-03-03) |
Schoaol of Attendance |Any Schoaol V|

Program Year 201112 v

Record Type / Status (O Baseline Only — Include: O Active Students () Exited Students & All Students
O Follow-Up Only

(& Any Baseline or Follow-Up Record

| sEARCH || Resetform || cancel |

Or click on the blue

. Baseline Records (75 found) [ skip down to Follow-Up Records |
student name link. ABCDEFGHIJKLMNOPORS T UVW
Hame School Exit Date Baseline *
1. Ahmed. Dublin High School - 201112
2. Alakoza Walley High School - 201112
3. Ayubyal Dublin High School - 201112
4. Banks. | Dublin High School - 201112
5. Bamett Dublin High School - 201112



If you do a search, all student records matching your search criteria will be listed
on the Search Results screen.

Search Results — Baseline Records

The following 4 records match your search critena. Click on a student’'s name to view the record. If you hay

data you need, search again or add a new student record

S
Name school Exit Date Baseline *
1. Smith. Brittany Dublin High Schoo - 2011-12
2. Smith. Jamiah Dublin High Schoo - 2011-12
3. Smith Jasmyn Dublin High Schoo - 2011-12
4. Smith. Kevin Dublin High Schoo - 2011-12

Click on the blue name link to open the record.



If there are no records matching your search criteria, you
can click on the blue ‘add a new student’ link to add them.

Search Results

There are no records matching your search criteria. Search again or add a new student record.

Find students by:

MName or 3510

WAT Project
School of Attendance
Frogram Year

Record Type / Status

| chin

Firzt La=t SSID

Dublin Unified School District (058-03-03) |

Any School w

201112 |»

> Baseline Only — Include: O Active Students () Exited Students
0 Follow-Up COnly
&) Any Baseline or Follow-Up Record

| SEARCH || ResetForm || cancel




New Student

When adding a

5 MName Ahdrew Smith
new student you :
. Firzt Lazt

will complete the New ssiD

Student 5550000000

screen. Date of Birth 06/19/92
Gender @ Male (O Female
WAT Project Dublin Unified School District (058-03-03) |+
Record Type (#)Baseline (2011-12) O Follow-up (2012)

LSEI'-.-'E!” Cancel |

Sorry, your request cannot go through until the following items are addressed:

—_—
If the SSID entered is + This 551D is already in the database.
. + Please enter a valid birthdate.

already in the database,

you will receive this Name andrew

message. First Last
SSID 1100000000|
Date of Birth




If the student is already in the database, you will need to search all WAI Projects to find
them.

Student Records — Baseline and Follow-Up Records

-

ents for your project. then chck 3 student name to see hs or her record. To reduce the n
search for an exsting record before you add 3 new student

search for YoricAbalty 1 st

_..:E.II__|_ lom=s
-l = e e i
=

i =
Pl

o

[ =8

Enter the
Student’s name By default. this year's students are listed below the search form.

and/or SSID. Find students by:

\

Hame or 55

- P

Select; Frsd st S50
— WA Projact '.'.é‘- Project v
School of Attendance :ha-:i v
Frogram Year
Then click the 5 e S - = X & .
. , Racord Typs / Siatus ™) Basebne Only - Include: ) Actre Students () Exied Students w
Search’ button.

"} Follow-Up Only

| searcH | [ Resetform || Cancal |




Records matching

your search criteria will

be listed.

If the student has
been exited from

the other project,
with the correct exit
reason, they are
available for transfer.

To transfer a student,
click on the student’s
blue name link on the
search results screen,
then click the blue
‘Transfer’ link on the
next screen.

Search Results — Baseline and Follow-Up Records

followng F8 records match your search cntena. Chek on a student’'s name to wiew the recard. B you hay
dats you need, search sgan or add 3 new student racord
Baseline Records (58 found) [ skop down to Foll
Nams Project Exit Date Baselne "

912008
£/10/2011

82572008

2003-09
2010-11
2008-09

Corona-Morco Unified
Pleasanton USD
Rrerzide USD

1 Min. View Los Altos UHSD 2011-12

Baseline and Follow Along: And (2008-09)
STUDENT BASICS | Addresses | School/Agencies | Armay of Senices | Placements | Case Notes | Other | Print
The period for entering and updating 200809 baseline records has closed for this project.

| History

jarss v Exited 91/08

& Male ¢ Female Carona-Morca Unified

+ 2007-08

132-05-05) — Exited 9/1/2008 Corona-Norco Unified



When you click the
transfer link, the next
screen will have this
message:

‘This student has been
successfully transferred
and a new baseline
record has been
created.’

Baseline and Follow Along: Andrew (2011-12)

STUDENT BASICS | Addresses | School/Agencies | Amay of Senices | Placements | Case Motes | Other | Print

This student has been successfully transferred and a new baseline record has been created.

MName

55D
Date of Birth

Gender
Grade
Disability
Ethnicity

WA1 Project

Andrew \_E
Firat Last
71211590

® Male () Female
O 06 O7T 08 0% 010 O 012 @ Ungaded
Mental Retardation (MR) v

201 Chinese v

Dublin Unified School District (058-03-03)

(save] [ Cancel | | DELETEBASELNE | | Addalje/Stuent |

Quick Check

+ Enrolled - Ho
¢ Served-HNo
+ Placed - No

History

+ Current
Dublin Unified Schoal Distri
Exited 61011
Pleasanton USD
Exited 6/30/10
Dublin Unified School Distri
+ 200809

Dublin Unified School Distri
+ 200708

Dublin Unified School Distri

NOTE: The History highlight shows which WA1 Project(s) a student has been exited

from.



Let’s go back and look at adding a new student.

Student Records — Baseline and Follow-Up Records

Search for WorkAbility 1 students for your project, then click a student name to see his or her record. To reduce the risk of
creating duplicate records, please search for an existing record before youl add a new student.

You complete the New Student screen.

New Student

MName Ahdrew Smith
First Lazt
3310 5550000000
Date of Birth 06/19/92
Gender @ Male (& Female
WA Project Dublin Unified School District (058-03-03) »

Record Type (#)Baseline (2011-12) & Follow-up (2012)



Then you can begin entering the
Baseline and Follow Along
information.

Baseline and Follow Along: Amoni Adkins (2012-13)

STUDENT BASICS | Rddresses | Schoolibgencies | Array of Services | Placements | Case Notes | Dther | Print
Harne |Amoni || Adking \
First Last
55D 4118401440
Date of Birth
Gender O Male & Female
Grade 05 OB ®@7 08 Q9 O1MW ON ©12 O Ungraded
15 thiz student served under & middle school grant? s
Digability | Other Health Impairment (OHI) v|
Ethnicity Is this student Hispanic or Latinn? O Yes @ Mo O Declined to State
Race Mo matter how the guestion about Hispanic ethnicity was answered, please

WA Project

indicate below what you consider to be the student's primary race.

O American Indian or Alaska MNative
Agian
O Chinese
O Jlapaneze
O Korean
O Asian Indian
O Wiethamese
O Laotian
O Cambodian
O Filipina
© Hmong
O Other Asian
Iative Hawaiian or Other Pacific lslander
O Hawaiian
) Guamanian
O Samoan
O Tahitian
O Other Pacific slander
@ Black or African American
O White
O Other
(O Declined to State

Wacaville USD (128-03)

C ez Doancer | [peere paseune | [ o new Student

Guick Check

s Enrolled - Yes
s Served - No
s Placed - No




Baseline and Follow Along: Jason.i._.._.__.. (2016-17)

Student Elasic:4 | ADDRESSES | Sctlool.-"Auem:ies | Array of Services | Placements | Case Motes | Other | Print

Student's Residence

Street Address e =

City, State, Zip Vacaville CA 95688
Phone (707) &

Email

Parent/Guardian Same address as student?

Mame(s) N .

Street Address |179 Stinson AVE

City, State, Zip [Vacaville CA 95688
Phone (TOT) 4T -0
Email

Secondary Contact

MName Linda AT T T
First Last

Street Address
City, State, Zip CA
Phone (707) 448-0___

Email

Save Cancel

This screen is for your convenience.
Addresses are not required information.




Student Basics | Addresses

SCHOOL/AGENCIES II Array of Services | Placements | Case |

This student is currently enrolled.

School DfAttEﬂdEﬂE(Publin High School

T

Teacher

%P Mot listed?
it

Mot listed?

WA

[] ROC/P

[] Dept of Rehab
School Counselor
[] Business

[] WIA

Regional Center

Support Agencies

Other

Speech & Language

Case Carrier

b See contact info Mot listed?

Once the school of attendance is selected, the student is counted as

enrolled.

STUDENTS SERVED AND PLACED IN 201112

Eligible: 110  Enrolled: * 73e
To Serve (H3): 75  Served (H3) 0
To Place: 18  Placed: 1 OnCampus: 0

* Studentz count a= Enrolled once a =chool of attendance i= entered.

Enrolled numbers show on your Home
Page.



NOTE:

A ‘Case Carrier’ is
the case carrier for
a support agency.

If you decide to list a case
carrier, you will need to
enter:

e First name

e Last name

e Phone #

« Support Agency

Student Basics | Addresses

SCHOOLFAGENCIES || Array of Senices | Placements | Casel

This student is currently enrolled.

School of Attendance |Dublin High School

Teacher

Support Agencies

Case Carrier

World

Home Student

Baseline

Student Basic

This student

School of Att
Teacher

Support Ager

v/ Not listed?

| v| Nt listed?

WA

] ROC/P

[] Dept of Rehab
School Counselor
[] Business

O WA

Regional Center

Other |Speeu:h & Language |

| ¥

See contact info @ Mot listed®

First Name

Last Mame

Title

City, State. Zip

Phone

|
|
|
Street Address | |
|
|
|

Ermnail

Support Agency (O WA1 O Business
O ROC/P O wiA
O Dept of Rehab O Regional Center
O School Counselor O Qther

Save | | Cancel



Check boxes on the Array of Services screen.

Student Basics | Addresses | SchooliAgencies | ARRAY OF SERVICES | Placements | Case Notes | Other | Print

Please check the boxes below to indicate services provided for this student. This page will be used to determine whether or
not the student is considered "served” by WorkAbility 1.

SCHOOL-BASED PREPARATORY General Special Deptof School Regional Community
EXPERIENCES Ed Ed Wa1 ROC/P Rehab Counselor Business WIA Center College Other

Career/Vocational Assessments

Employment/Post-Secondary Education
Planning

Curriculum Integration of Work-Readiness
Skillsf Contextual Learmning

CareerMocational Education

CAREER PREPARATION & WORK General Special Deptof School Regional Community
BASED LEARNING EXPERIENCES Ed Ed WA1 ROC/P Rehab Counselor Business WIA Center College Other

Career Awareness / Exploration Activities

Career PreparationfJob Search
Work-Based Learning

Job Development

Employment / Work Experience
Job Retention

Work-Site Mentor! Supervisor

Job Coach

Work-Site Follow-Along! Employer
Communication

COLLABORATION / YOUTH General Special Deptof School Regional Community
DEVELOPMENT & LEADERSHIP Ed Ed WaA1 ROC/P Rehab Counselor Business WIA Center College Other

Self-Advocacy/ Disability Awareness

Youth Leadership
Destination / Transportation Training
Life Skillsfindependent Living

Family Participation & Support of
Transition

Partnership and Collabaoration

The Array of Services can be considered complete if
no boxes are checked , but the student will not be considered served.



You can have more than
one active placement at
a time, but only one will
be counted towards
your placement
numbers.

Baseline and Follow Along: | (2016-17)

Student Basics | Addresses | SchooliAgencies | Amay of Seraces | PLACEMENTS | Case Motes | Other | Pont
This student has been placed this year

Update the placemant below. View all placaments entered inta the systam far this yéar of open a panterfnendly varsion of
this student’s entire placement history. Or, gdd another placement

Update Placement - Ended

Start Date Prizoe
Emgloyer WVUSD Custodial Alama » Dot hstad?
Supenasor Cheryl Ramaos
Frsi Last
Fhane {T07) 4537211

Wage Per Hour 5 10.00
Hours Per Week  20.00
SEN

Caveer Cluster Marketing, Sales & Serace -

VWas thiz placement previously subsidized?

transfered from subsidized to unsubsidized?

i 30 sammi pob? diflerent pbT  when?
If this placernent is not @ direct hire, is it

on the student’s home school s1e?

¥ subsidized? — I 50, by whom? WAT -

* Date Ended 1292016

* Reason Ended Student completed allotled subsidized hours -

Save | | Cancel DELETE

DO NOT DELETE any record that has data associated to it!




Fields that are required to have data entered in order for your ‘End of Year’
reports to be successfully submitted in June:

STUDENT BASICS SCHOOL/AGENCIES
« Student First Name « School Name

« Student Last Name

« SSID PLACEMENT

« Birth Date o Start Date

« Gender « Business Name

« Grade Level « Wage Per Hour

« Disability « Hours Per Week

« Ethnicity/Race o Career Cluster ID



Baseline and Follow Along: (2011-12)

STUDENT BASICS | Addresses | Schoolifgencies | Array of Senices | Placements | Case Motes | Other | Prnt

Mame

SSID

Date of Birth
Gender
Grade
Disability
Ethnicity

WAT Project

Fouad | A |

First Last
+ Enrolled - Yes

4080000000 + Served - No
+ Placed - No

1/6/1994
) Male (O Female

5 ; 7 8 1 10 11 @ 12 Ungraded ¢ Lurremt
© v - © {:}. © © O Hre Dublin Unified School
Specific Leaming Disability (SLD) v e 2010-11
: : Dublin Unified 3chaol
205 Asian Indian v o 2009-10
Dublin Unified School District (058-03-03) Dutdin Linihed School
e 00G-03)
Save || Cancel | | DELETEBASELINE | | Adda New Student Cutin Kniited Scheol

Exited last year?
Fost-date last
vEars record and
B o

DO NOT DELETE any record that has data associated to it!



What actually happens if you click the
“delete” button?

® The record will be deleted
forever

® Once information is deleted
from the online database it
iIs GONE

e Clicking the browser’s BACK
button will not retrieve the
data

e The only time you should
delete something, is if it
should have never been
entered.

e If the student is no longer
with your project, don’t
delete them, instead ‘exit’
them




Exiti ng a Student Basics | Addresses | SCHOOL/AGENCIES | Array of Services | Placements | Case Motes | Other |

This student is currently enrolled.

St u d e nt School of Attendance | Dublin High School ¥ ot listed?

Teacher |Smith_ Brittany V| Mot listed?
Support Agencies WA
If a student has left [] ROC/P
your project, enter [] Dept of Rehab
. Schoal Counselor
the exit date and the 0] Business
exit reason. [0 WA

[] Regional Center
Other |CareerCenter |

Case Carrier | "’| See contact info Mot listed?

" Program Exit Date

" Exit Reason |ﬂ|

Deceased

Dropped out, includes attempts to contact unsuccessful or not known to be continuing
Graduated from high school with a diploma (Waiver authorized by EC B0851(c))

* If the student has exiteq Graduated from high schoal with certificate of completion or other than diploma
Graduated from high school with regular diploma

Moved and known to be continuing, transfer to another program

Parent withdrawal/self withdrawal if over 18

Feached maximum age

Received high schoaol completion/achievement certificate through GED or EC 56380
I - cturned to reg ed. no longer eligible for spec ed. or completion of IEP/FSP/ISP l

Note: A student cannot be exited with an open placement.



Exit Reasons

Student Record: School/Agencies

Deceased

Dropped out, includes attempts to contact unsuccessful or not known to be continuing
Graduated from high school with certificate of completion or other than diploma
Craduated from high school with reqular diploma

’ | Moved and known to be continuing, transfer to another program |
Obtained diploma with exemption reason (ED 60852.3)
Parent withdrawal fself withdrawal if over 18
Reached maximum age

Received high school completion/achievement certificate through GED or EC 56390
Returned to reg ed, no longer eligible for spec ed, or completion of IEP/IFSP/ISP

These exit reasons will NOT put a student into the follow-up survey queue.

Use this exit reason if a student is transferring into another WA project.




STUDENT BASICS | Addresses | School/Agencies | Array of Services | Placements | Case Notes | Other | Prnt

Did the student

leave last year, but Name — ! Quick Check
didn’t get exited in = - |
5 | + Enrolled - Yes
the database: 53D + Served - o
+ Placed-No

Date of Bith ~ |4//1994
Click on the blue History

Gender ® Male () Female

‘post-date’ link.

Grage 506 07T 08 QY 0N ON ©12 O Ungraded ¢ Current
0P O OTororo 0 0 O thy Dublin Unified Schoal Distric

Disability Specific Leaming Disability (SLD] ¥ o 20101
N Oublin Unified School Distric
Ethnicity 205 Asian Indian v o 200910
WAT Project  Dublin Unffed School Distict (058-03-03) gggé‘”ﬂg”me“ sefool Distic
LA it

(e | Cancel | | DELETEBASELWE | | Add aNew Studet | Dublin Unifed Schaol Distic




o The ‘Post-date’ link allows us to delete this year's record and enter an exit date for last

year.
o The following message will appear, “Are you sure you want to DELETE this record and

enter an exit date for last year?”

Baseline and Follow Along: (2010-11)

STUDENT BASICS | Addresses | SchoollAgencies | Array of Sernices | Placements | Case Motes | Other | Print

x .
Nalﬂe Indows increrne Hplorer _I uick Check
2) . .
re Are wou sure you want ko DELETE this record and enter an exit dake Faor last yvear? « Enrolled — Yes
S50 + Served - No
| Ok I Cancel | « Placed — No
Date of Birth
History
Gender  Male & Female
Grade c5 06 7 8 9 10 11 & 12 ¢ Ungraded » 2003-10 o
Dublin Unified School Distric
Disability IDther Health Impairment {QHI) | « 2005-09
o Dublin Unified School Distric
Ethnicity [ 700 white =] e 2007-08

WA1 Project  Dublin Unified School District (058-03-03) Dublin Unified School Distrit

Exited last year?
Post-date last
wear's record and
delete thiz year's.

Save | Cancel | DELETE BASELIME | Add a Mew Student

o Select ‘OK’ — only if there is no data entered for this year.
o If there is data entered for this year, cancel out of this action and enter an exit
date under School/Agencies.

« Remember, deleting a records is OK only if there is no data associated to that record.



, , Student Records - Baseline and Follow-Up Records
Let’s look at an exited

’ Search for WaorkAbility 1 students for yvour project, then click a student name to see his or her record. To reduce the risk of
StUdent S record : creating duplicate records, please search for an existing record before you add a new student.

By default, this year's students are listed below the search form.

Exited students are

listed on the Student Find students by:
Records screen. Name or SSID | | I
First Last 55D
WAT Project ' Dublin Unified School District (058-03-03) ¥/
School of Attendance ‘Any School v|

Program Year 201112 #

Record Type / Status (O Baseline Only - Include: O Active Students (O Exited Students & All Students
O Follow-Up Only
(® Any Baseline or Follow-Up Record

| SEARCH || ResetForm || Cancel |

Baseline Records (75 found) [ skip down to Follow-Up Records |
ABCDEEGHIJKLMHNOPEP R S

HName School Baseline *
16. DelMatt Dublin High Schaal 201112
17. Dillon. £ Dublin High Schoal 201112
18. Espinoz Dublin High Schaal 201112
19 Fast S Valley High Schoal TI2672011 201112

20. Fernand Dublin High Schoal - 201112



Clicked on exited student’s blue name link

Baseline and Follow Along: Alison Pitts (2010-11)

STUDENT BASICS | Addresses | School/Agencies | Aray of Services | Placements | Case Motes | Other | Prir

Blue Links:

This record is read-only because the student has exited.
» Reactivate

Name Alison Reactivate « Re-enroll

First Last Re-enroll
S50 .

o History
Date of Birth 3/2/1994 History year Iink(s)
Gender  Male & Female s 2008-10
Grade 65 66 67 €8 €9 €10 &11 €12 € Ungaded Dublin Uni
« 2008-09

Disability |Speciﬁc Leaming Disability (SLD) 7] Dublin Uni

Reactivate: This action will reactivate enrollment for a previously enrolled student who should
not have been exited
(clears original exit date).

Re-enroll: This action will re-enroll a student who exited the program and has now returned
(keeps original exit date intact).



Follow-Up Records

are listed at the bottom of
the

Student Records screen.

Let’s look at a follow-up
record.

Student Records - Baseline and Follow-Up Records

ar your project Bhae click a sfudet na

SR DODRLEE TECITTLS pHLEIR SHanCh far an ex '."_:'-\.

Follow-Up Records (41 found)

A B CDE G H I J
Hame

1. Abra

2. Aust

3. Aven

e 80 soe hes or her

mcod To reduce the nsk of

pcard before yvou pdd 3 nes 3l

" £ fad School Destnct (S800.07 =
ELBCH ':le'.'r:':'."u'__||_'.' ancal ._
[ back up to Baseline Records |

K M o P R ST v W L

School Follow-Up * Years Out

Valley High School 2011-12 1 yr out

Dublin High School 201112 2 yrs out

Dublin High School 201112 1 yr out



Student Follow-Up

Blue Links:
e Follow-Up
year link(s)

® Baseline year
link(s)

Student Records Business Records

Clicked on student’s blue name link

Project Reports CDE Repoarting Site Management Directory

Student FoIIow-Upl Alisson A (2017)

CONTACT INFORMATION | Follow-Up Survey | Case Notes | Print

Only contact information can be updated until the follow-up period begins.

Quick Check
Name Alisson PN
First Last « Not Reached
SSID 2081164015 + 1 Year Out
Baseline
Date of Birth 5/27/1938
« 2015-16
Phone Vacaville USD
Email Is this student
currently
, . . . enrolled?
WAT Project Vacaville USD (128-03) Go to the most
recent baseline
Last School Will C. Wood High School record to
reactivate or
Exit Date 5/13/2016 re-enroll
Exit Reason Dropped out, includes attempts to contact unsuccessful or not known to be
continuing

Student's Residence

Street Address
City, State, Zip

Secondary Contact

Name

First
Street Address
City, State, Zip

Phone

Last




N —
StUdent FOI IOW-U p Clicked on blue baseline year link

Baseline and Follow Along: Talyn (2009-10)

STUDENT BASICS | Addresses | School/Agencies | Array of Sernvices | Placements | Case Motes | Other | Print

The period for entering and updating 2009-10 baseline records has closed for this project.

Blue Links:

ame [raiyn - Reactivate « Reactivate
Firat Re-enroll
I' [ NOTE: Both links will ¢ Re_en rO”
delete thiz vear's 1
Date of Birth I P fullu':;-U||:u r}::-c?:u:d. ° HIStory
) o year link(s)
) e e e e e e e e History o Follow-Up
| « Exited 610110 year link(s)
= = Dublin Unified Schoal |
E F can-American ] 2|:||:|8-|:|E|

Dublin Unified Schoaol |

Follow-Up

| ]

0
011

Reactivate: What happens when you reactivate a record?
Re-enroll: What happens when you re-enroll a record?
NOTE: On a follow-up record, both links will delete this year’s follow-up record.

[

2




StUdent FOI IOW-U p o Check the Database homepage

for the Follow-Up start date.
Student Follow-Up: Rami Bahu {(2010) « The Follow-Up period ends on

th
Contact Information | FOLLOW-UP SURVEY | Case Mates | Print JUne 15™.

Log each attempt to contact this student for follow-up. After three unsuccessful attempts, the student will be
as unreachable.

Atternpt #1 on |5,r1;3,-'1|:| by Iphippgl Cheryl ;I Reached? [ Yes
Atternpt #2 on |5,-'25,-'1|:| by Iphippgl Cheryl ;I Reached? [ Yes
Atternpt #3 on I by I ;l Reached? [T Yes
UNABLE TO CONTACT — |EE;|uﬂE this student from future follow-up T Yes Jjlf ves, enterwhy below] |

Exclude the student from future follow-ups only if there is no way to contact : N
the student e.g. no valid phone #, no current address. '

Follow-Up Survey

Wears Out |1

Employed within the 0 Yes & Mo 0 Mo Hesponse/Mot Applicable
last 12 months?

Living Situation T Independent  Supported & Family & Other |
0 Mo ResponsefMot Applicable

Bottom of screen has Continuing Education and Support Agency information



Before we move out of Students Records, I'd like to remind you of a few things...

Baseline and Follow Along: Fouad Ahmed (2011-12)

STUDENT BASICS | Addresses | School/Agencies | Array of Services | Placements | Case Motes | Other | Print

Mame Fouad |

First La=t

« Enrolled - Yes
S5ID ¢+ Served - No
« Placed - No

Date of Birth 1/6/1994

Gender @& Male (& Female

Grade O5 O6 O7T 08 09 O10 OM1 @ 12 © Ungraded + Current
Dublin Unified School
Disability Specific Learning Disability (SLD) v « 2010-11
o Cublin Unified Schoal
Ethnicity 205 Asian Indian v « 2009-10
WA1 Project  Dublin Unified School District (058-03-03) Dublin Unified School
+ 2008-09

|save|| Cancel | | DELETEBASELINE | | AddaNew Student Dublin Unified School

Exited last year?
Post-date la=st
vear's record and
delete this vear's.

DO NOT DELETE any record that has data associated to it!



Baseline and Follow Along: Joseph (2011-12)

STUDENT BASICS | Addresses | School/Agencies | Armay of Services | Placements | Case

MName Joseph
Firzt La=t

=310 5177000000

Cate of Birth 8/12/1997

Gender & Male & Female

Grade s O6 OT7T @8 O O O1 O12 O Ungraded
|s this student served under a middle school grant’?

Dizability Specific Learning Disability (SLD) v

Ethnicity 700 White ~

WA Project Solano COE (056-03-03)

|save|| cancel | | DELETEBASELINE | | Add aMNew Student




Baseline and Follow Along: Tyler Green (2016-17)

Student Basics | Addresses | School/Agencies | Array of Servicks | PLACEMENTS | ®ase Notes | Other | Print

Ad d i ng a n Oth e r This student has been placed this year.
lacement, will archive e e et e e ey e for e year o open a aupierendy vetsion o
P )
the current placement Update Placement
and move the StatDate  10/17/2016
. . . Employer City of Vacaville »  Not listed?
information into the Supenisor
First Last
student’s placement Phone
history. This will allow Wage Per Hour 5 10.00
. . Hours Per Week  9.00
you to enter information S5
for‘ ad hew placement. Career Cluster Marketing, Sales & Senvice -

Was this placement previously subsidized?

[ transferred from subsidized to unsubsidized?
Ifso, [O] same job? [T different job? when?

If this placement is not a direct hire, is it:

[[] on the student’s home school site?

subsidized? — If so, by whom? wa1 +

* Date Ended

* Reason Ended -

l Save I l Cancel

* Complete these fields only when the placement has ended.

DO NOT DELETE any record that has data associated to it!



Business
Records

From here (if you have
access privilege) you

can view, add, or My MNOR JE i [l TN NS OOt B M T s
S22 2 FSLEmL O OEEUL. 28I JCIVe BIMEIOars: ane BS0ed Desond. o mce or 3 business name fo 588 ke
change your Business plets socusd
Records. Busness Hams
1 :: mann Baren Efvu:.l.r E v :'-’I_:: il [
You can search for a ey :
R LSS Agnculure, Food and Mabwel Resguces ~

business, or click one of Architacture & Construction

. Msmdactunng
the blue links: Transpartation. Distrbution & Logistics v

AI habetlc IISt i CTRL ke o Sy mone Milel S8 Cansss ohghss
Business name

| SE*RCH Resel Fam Jl caniel

Business Category Address

Aaron Brothars Employe T151 Regonal Streel. Dubln
2. Aaron Brothers - Walnut Creet Employe 80 Locust Street E1. Walnut
3. Ace Hardware Employer 3438 Camino Tassajara. Danvil




Business Records

Search the employers and business partners working with your project. To add a business, first search
Search for a business it is not already in the system. By default, all active employers are listed below. Click on a business nai

o . complete record.
within your project.

——p Business Name | |

Status [] Business Partner Employer Active  [] Mot Currenthy Act
Career Cluster(s) || Agriculture, Food and Natural Resources ~

Architecture & Construction =

Manufacturing

Transportation, Distribution & Logistics v

(uze CTRL key to select more than one career cluster)

| sErrcH || ResetForm || cancel |

Or click on the blue ABCDEEGHIJKLMNOPQRSTIUVWXYZ
name Imk' Business Category Address
1. Aaron Brothers Employer 7151 Regional Street, Dublin
2. Aaron Brothers - Walnut Creek Employer 1180 Locust Street E1, Walnut

3. Ace Hardware Employer 3438 Camino Tassajara, Danvill



If there are no records matching your search criteria, you can click on the blue ‘add a
new business’ link to add them.

Search Results

There are no business records matching your search criteria. Search again or add a new business.

Business Mame

Status

Career Cluster(s)

bakers

[ ] Business Partner Employer Active
Agriculture, Food and Matural Resources ~
Architecture & Construction =
[Manufacturing

Transportation, Distribution & Logistics b

(uze CTRL key to =elect more than one career cluster)

| SEARCH || ResetForm || Cancel |

[[] Mot Currently Active



When adding a new business,
the following is required data:

e Business Name

» Category:
Business Partner
Employer

o Status:
Active
Not Currently Active

Business Mame
Street Address
City, State, Zip
Phone

Fax

Email

Contact Person

WAT Project

Career Cluster(s)

Category
Placements
Status

Comments

Business Record

First

| CJUSD (115-09-01) [+

Manufacturing

Agriculture, Food and Matural Resources
Architecture & Construction

Transportation, Distribution & Logistics

{use CTRL key to select more than one career cluster)

i) Business Partner

Subsidized

() Active () Not Currently Active

& Employer
Mot Subsidized

Both

lSa'u'e] ’ Cancel ]




Business Record

Business Mame
Street Address
City, State, Zip
Phone

Fax

Email

Contact Person

WAT Project

Career Cluster(s)

Current: current placements for this program year

DUSD - Earl Anthony Bowl

8151 Village Parway

Dublin CA 94564

First Last
Dublin Unified School District (058-03-03)

Agriculture, Food and Natural Resources
Architecture & Construction
Manufacturing

Transportation, Distribution & Logistics

[ =

| £

YYYY-YY: all placements for year listed

To Date: all placements to date with this business

e Current (2)




Let’s go back and look if we had clicked a blue business name link:

Business Record

Business Name ILUCR‘_'.-’ Pizza

Street Address  [7410 Amador Valley Blvd # A » Current (1)

City. State, Zip [Dublin lca 94568

Current: current placements for this program year
YYYY-YY: all placements for year listed
To Date: all placements to date with this business

All Placements To Date

Retum to business record

Name Placement Dates Wage Per Hour  Hours Per Week
1 Darragan 2572009 to 57772009 56.00 2.00
2 Chin 2M6/2010 to 562010 5600 2.00
3 Fast 1/11/2009 to 673072003  58.00 20.00
4 Femandez 1/26/2010 to &30/2010  38.00 2.00

o 2010-11 (1)
+ To Date (16)

Subsidized
Yes (WA1
Yes (WA1
Mo

Yes (WA1

g



DO NOT DELETE a business Business Record
record that has data associated | Buseecs Mame  [DSD £t Aoy Bin Placements

LA - i A
to it. S e B
¢ 1112 &2
Lubln CA alsan

Instead, change the status to
‘Not Currently Active.’

-11
= & P _:__. __.__’l'Ei . A
- -.".
rafactunng
Transpaortation Distrbaton & Log "
L ETH gt 17 o1 E -
#ego Businass Padner & Emplover
Pia i % Subsidized Py Mot Subsidized Bal
: Wi :.I:
T

[".::'.Ei:.:..-dl'-t--.. [ REwsove frou DaTABASE |




Project Reports:

For downloading data
You are here: Home = Project Reporis

MFTI
Sign Out

. S WA bilityl e

Student Records Business Records Project Reports CDE Repoarting Site Management Directory

Project Reports

Select one of the following options:

Download Data
Download data in comma-delimited files to use outside of the system.

Data Snapshot

The Data Snapshet is an up-to-the-minute lock at the data that has been entered for this WorkAbility 1 project. Includes
counts and percentages for all students, and counts broken out by ethnicity, age, grade level and disability.

® 2016 California Department of Education -



From here you can click on a blue link to download data reports.

Download Data

Clownload any of the following sets of data to use outside of the online system (e.g. ad hoc reporting, calculations). Click on
a link to generate a comma-delimited file that yvou can save to your desktop and import into the application of vour choice
(e.g. Word, Excel, Access).

EMPLOYERS AND BUSINESS PARTNERS FOLLOW-UP STUDENT DATA

2012 | 2011 | 2010 | 2009 | 2008

BASELINE AND FOLLOW AL ONG DATA
Continuing Education (one row per provider)
201112 | 2010-11 | 2009-10 | Z2003-09

| 2007-08 2012 | 2011 | 2010 | 2008 | 20085
Student Service Data (one row per service) Support Agencies (one row per agency)
2011-12 | 2010-11 | 2009-10 | Z005-09 2012 | 2011 | 2010 | 2009 | 20085
| 2007-08

Answers to Custom Questions (one row per question)

Student Placement Data (one row per placement)
2012 | 2011 | 2010 | 2009 | 2008

2011-12 | 2010-11 | 2009-10 | Z005-09
| 2007-08

ENROLLED STUDENTS by Program Status, with Home Addresses (if available)
Served | MOT Served Placed | MOT Placed Eeached for Follow-Up | MOT Reached for Follow-Up

It's important to remember that this data will only be as current as the date and time of
the request.



.
PrOjECt Re ports Clicked blue ‘Data Snapshot’ link

Data Snapshot|as of 9/27/2011

Dublin Unified School District (058-03-03)

Below is an up-tothe-minute snapshot of 2011-12 data entered into the system for this California WorkAbility 1 project. The
first table has counts and percentages for all students entered into the system, while the second breaks student counts out
by age, grade level, ethnicity and disability.

Eligible students 110

Funded to serve (HS) ik

Mumber to place 18

Currently served (H3) 0|% of HS students funded to serve 0%

Currently placed 3|% of students funded to place 17%

Currently placed on campus 0|% of students currently placed 0%

Required to follow up (2012} 41

Successfully reached 0|% of follow-up students 0%

Still trying to reach 41|% of follow-up students 100%

Unreachable 0|% of follow-up students 0%

Actual Follow-up (2012)
Served on Trying to
HS | M5 Placed |Campus |Required|Reached| Reach |Unreachable
BY AGE
13

View an up-to-the minute snapshot of the current year’s data.



s
Directory

Abili I Directo Ly, Change F‘%&ﬁ

A California Transition Program

Home Student Records Business Records Project Repors CDE Reporting Site Management Directory

Directory

Select one of the following options:

Find / Print

Search, sort and print information fram the WorkAbility 1 Project Directory.

Blue Links:

Update Directory

Update information in the WarkAbility 1 Project Directory.

Find / Print
Update Directory




-
Find/Print

Abili l D i'rec.tory Change Pﬁﬁ
Help

A California Transition Program

Home Student Records Business Records Project Reports CDE Reporting Site Management Directory
| Find /Print
Update

Directory

Select one of the following options:

Find / Print
Search, sort and print infarmation from the WaorkAbility 1 Project Directory.

Update Directory

Update information in the WorkAbility 1 Project Directory.



From here you can
search information from
the WorkAbility Project
Directory.

Click into one of the
categories and you will ™\
see additional search
options to help narrow
your search.

Sign Qut
Change Password
Help

Home Student Records Business Records Project Reports CDE Reporting Site Management  Directory

Find / Print

Use the search aptions below to find information from the WorkAbility 1 Project Directory.

Search by one of the following cateqories, or simply click SEARCH to find all directory records:

N\

By Region
By Commites
By Projec
By Name

‘ SEARCH H ResetForm H Cancel ‘




S
Di rECtO ry Clicked blue|‘Find / Print’ Iink

Use the Find / Print
screen to search for people;
projects; committees; region Find / Print

|nf0rmat|0n . UUse the search options below to find information from the WaorkAbility 1 Project Directory.

Search by one of the following categories, or simply click SEARCH to find all directory records:

Click the blue link \ B Recion

to view additional search options. By Commitee € Advisory
) Business, Education, Labor
= Family Transition MNetwork

The directory is like our own o oy Traneiion e
WorkAbility Yellow Pages. © tuman Suppor Sendca

) State and Regional Trainings
= Technology, Education, Communication

Are you in the directory? € Wage, Labor and Sefety

By Project
By Name

l SEARCH ] [ Reset Form l l Cancel l




e
Update Directory

Home Student Records Business Records Project Reports CDE Reporting Site Management Directory
Find / Print
U 1] date

Directory

Select one of the following options

Find / Print
Search, sort and print information from the WorkAbility 1 Project Directory

Update Directory

Update information in the WorkAbility 1 Project Directory



Dl rECtO rV Clicked blue ‘Update Difectory’ link

3 - Sign Out
Work /A7l ot g

Help

Home Student Records Business Records Project Reports CDE Reporting Site Management Directory

Update Directory

The following people are listed under Vacaville USD in the WaorkAbility 1 Project Directory. Click on a name to update
someone’s information, click the "remove” link to remove someone from the directory, or use the pulldown menu at the
bottom of the screen to add someone.

Hame Title Project / Affiliation Remove from Directory *
1. [(Advisory Rep) Ramos. WorkAbility | Program 128-03 [EMmoye
Cheryl Technician
2.  Cavazos. Sue Instructional 128-03 remaove
Assistant/Job Developer
3. Hesterman. Cathy Instructional 1258-03 remaove
Assistant/Job Developer
4. Mills. Kerri Assistant Supt. of 128-03 [EMoYE
Commmim|l Caiimmbimem

o Click on a name to update that person's information.
e Click remove’ to remove someone from the directory.
e Use the pull down menu at the bottom of the screen to add someone. 2

Note: The blue ‘add someone’ link does nothing . . .
Removing someone from the directory will not affect their access /&
to the database



s
Site Management

A California Transition Program

Home Student Records Business Fecords Project Heports CDE Reporting Site Management

Site Management

Select one of the following options:

Customize Follow-Up

Customize additional questions for the student follow-up survey.

Manage User Accounts

Add accounts or change settings for people with online access to vour WorklAbility 1 project data.

Project Information

lUpdate mailing address, contacts and schools served by your WorkAbility 1 project.



Site Ma nagement Clicked blue ‘Customize Follow-Up’ link

Student Records Business Records Project Reports CDE Reporting Site Management Diractary

Customize Follow-Up

At a minimum, each WorkAbility 1 Project must follow up with participants their first two years out. If you want to follow
participants beyond the second year, indicate how many years so that next year's follow-up records can be generated as
needed at the start of the new program year:

@ 2vyears © Jyears © dyears © &years

Project-Specific Survey Questions

In addition to the standard survey guestions, you may include as many as 10 project-specific questions for the upcoming
follow-up period.

All customized questions should be entered into the system by 12/31/2016 to allow CDE an opportunity to review them prior
to the follow-up period. Up until this deadline you may add, change or delete questions as necessary.

Click here to add a question.

Add a Survey Question

oy Type of Question @ YesMNo ) Multiple Choice
In addition to the standard follow-up i

questions, 10 project-specific questions can (00 harce i
be added Answer Chaices

Projects are advised not to change
customized questions during the follow-up
period to ensure that all survey participants
are asked the same set of questions.

Qmuam Pamenl



s
Site Management

Clicked blue ‘Manage User Accounts’ link

Manage User Accounts

The people listed below have been given access to the online WorkAhbility Data Collection System. Clicl
update someone’s information or to change a person’s access privileges. Or, add a new user account.

Hame Access

1. Phipps. Cheryl Dublin Unified School District (058-03-03)

When creating a new
user account, if an email
address is entered,

log-in information will
automatically be emailed.

If an email is not entered, the user’s a
generated log-in

User Account

Use the form below to create a new user account. If you enter an email address, this |
automatically sent. Otherwise, the user's auto-generated login name and temporary p
you may forward the information.

Marme

Firzt Lazt
Level of Access PROJECT Account Status: & Active { Closed
Froject(s)

| Dublin Unified School District 058-03-03 =]

Email |

information will display at the top of the

screen.



User Account

ze the form below to create a new user account. If you enter an email address, this person's login information will be
autormatically sent. Otherwise, the user's auto-generated login name and temporary password will display onscreen so that
you may forward the inforrmation.

Mame I I
First Last
Remember you Access Privileges
can check which Check which type of access, if any, this person should have to each area of the WarkAbility 1 Online Data Collection

type of access. if System for the WA Project(s) identified above.
’

any, a person Checkboxes are disabled where a minimum level of access is automatically applied to all users, or where access is not
should have to applicable for a particular area of the system. If no boxes are checked for an area, the default will be NONE.

areas in the data Create

] Read Update " Delete HONE

collection system. e Information oW Records

Records

Student Baseline and Follow Along ] [] [l []

Student Follow-Up Survey F O] ] ]

Business Records ¥ Hl O O] n/a

Project Snapshot V¥ nla nfa n/a na

Run a Report ] nia n/a nia

Download Data O nia n/a nia

EOY Report / Renewal O O nia n/a

WorkAbility 1 Profile ] [] nia n/a

Read</Update wCreate News? Delete s/ NONE
Information ~ Records Records




Site Management

Project Information

Grantee Name  |Dublin Unified School District

Froject Name |Dublin Unified School District
Project Mumber 058-03-03

Froject Type  COE & District <& DM O NPS O ROC/P O SELPA O

YVendor Mumber

Student Records si Project Reports CDE Reporting

Project Information — Schools (2016-17)
Vacaville USD (128-03)

555

Clicked blue ‘Project Information’ link

History

201011
2005-10
2005-09
2007-08

Directory

Basic Information | Funding | Special Conditions | SCHOOLS | Teachers | Case Carriers | Report Status | Comments

Please update school information below as needed. Start with a blank form to add a school. or click on a school name to
update an existing school record or to mark the school as closed. Use the buttons in the first column to delete a school from
the database. Please do not add a school by overwriting information entered for another school.

UPDATE SCHOOL DATA:

School NMame: Anova (Concord MPS) Contact Mame-
County: Contra Costa - Contact Phone:
# of Eligible Students: 0

School Status:-

[ Save School Data ] [ Cancel ]

Cheryl Ramos
TOT-453-T211

@ Opean & Closed

Delete School Mame County
1. Anova (Concord MPS) Contra Costa
2. Buckingham Charter School Solano

« DO NOT add a school by overwriting another.
e DO NOT move schools from line to line in the list.

Contact Name
Cheryl Ramos

Cheryl Ramos

Contact Phone
TOF-453-T211

(FOF) 453-7211

# of Eligible
Students

[u}

27



Home Page

Home Student Records Business Records Project R4

Eligible: 109
Dublin Unified School District (058-03-  E"roled: 101

Summary as of 10/20/2010 Why are these
numbers different?

STUDENTS SERVED AND PLACED IN Eﬂ1ﬂ-y/

Eligible: 109 Enrolled:® 101
To Semnve (H3). 75 Served (HS) 63
To Place: 18  Placed: 9 OnCampus: 0

* Students count a= Enrclled once a =chool of attendance iz entered.

Eligible: This number is the total of eligible students entered for Schools Served under Site

Management / Project Information.

School Name County iﬁidz:_iusble

AN
[Dublin High School | Alartegda -l |95
[Valley High School | Alameda =l 4

Enrolled: This number is the total of all current student records that have School of
Attendance information entered on the School/Agencies screen.



e
Have Questions?

Need Help?

AT H H Sign Out
WOII'II Ablll l Change Password
A California Transition Program | Help

Home Student Records Business Records Project Reports CDE Reporting Site Management Directory

Click on the blue ‘Help’ link
to access our quick reference guide.



[P ouIck REFERENCE WorkAbility 1
GLIDE Data Collection System

[P BUSINESS RECORDS
[P CDE REPORTING
=[P pDIrRECTORY

[P a0D somECHE TO
THE DIRECTORY

Quick Reference Guide

A Califorain Temnaition Pﬁog-rm'n

QUICK REFERENCE GUIDE

This quick reference guide o the WorkAbility | Data
Collection System was created by the Technology,

|:F' FIMND SOMEOME IM Education & Communication (TEC) Committee.
THE DIRECTORY The data collection system is continuously being

EF' EEMOWE SOMECME updated and improved. As new releases are
FROM THE completed the guide will be up-dated to include those
DIRECTORY changes.

|:F' UPDATE If you have guestions that are not addressed in this

guide, please contact one of your region’s TEC

INFORMATION TN representatives who are listed on the Home page of

THE DIRECTORY your data collection site.
EF GEMER AL INFORMATICN
E HOME LAYOUT OF QUICK REFERENCE GUIDE
E PROIECT REPORTS
Main Heading:
[P SITE MaNAGEMENT This guide is |aid out alphabetically by main headings. —FI BUSINESS RECORDS |
E STUDENT RECORDS Main headings comespond with the options listed on

the main menu bar in the data collection system.

H

& TROUBLE SHOOTIN
[P INDEX: ALPHARETIC

Sub-Heading: in Busirmss Arcords
Sub-headings are listed alphabetically beneath the

INDEX: ALPHABETIC

A
Access privilege Pg 21 F
Additional funding: Reason for Pg 21 Final Budget FPg 8-9
Array of Services: High School Pg 25 Final Expenditure Report Fg 9
Array of Semvices: Middle School Pg 26 First login for program year. Mo Baseline Pg 16

B First login for program year. Project Info Pg 16
Baseline data: Submit (EQY) Pg 11-12 | Fiscal Year Pg 17
Baseline Record: Required data Pg 26 Follow-up: Add new follow-up record Pg 30
Budget Amendment Pg 4-5 Follow-up: Customize survey questions Pg 22
Budget Revision Pg 5 Follow-up data: Submit (EOY) Pg 13
Business: Add new Pg 2 Follow-up queue Pg 17 & 29



e
Example of questions answered in the

Quick Reference Guide

L OGIN NAME: CHANGE ﬁ
under Site Management / Manager User Accounts User Account

in specific user account :

e bz Lafl
Firnt B TH
. EI"IHI'IQE' I['gln name Lewnl of fircemmn PROELT Aornunt Sinte: S Acive {5 (laned
- P . Frogaci|s) Thiz persas @ authermad ta sccass daka far
» Click the “save’ button

o |y Umified Schood Digiict

To changs assigred popcds. dich an ke sppnpiets popd nane|s) oy To sslect or desabec
rrulipls prapecie, held down the CTRL lowy whils cliciong

Cuailin Urifes ekl gl 100-00-07 |

1 =: L hiamas [y ]

Fasgatid Encrypied [abs

PASSWORD: CHANGE )
under Home on the main menu Sign Out

,__._--—-—-'-"*""'d* Change Password
* Click on Change Password link

Help
in the upper right hand comer
* Complete password information
* Click the “Save’ button




e
Example of questions answered in the

Quick Reference Guide

PASSWORD: FORGOT
at login Login Hame:

= Click the Forgot your password? link Password:
= Complete required information
= Click the “Save’ button

Foroot your password?®

PASSWORD: NEW USER
under Site Managemeaent f Manager User Accounts

Site]Management

Califarnia Transitios Prediam

A new users password is set up when the new users
account is created.

Manage User Accounts
= Click the add 3 pew user account link

- : : = TFa T i cee=ss o tha anling Wik by Data Colkectien Systemn. Click on a2 mana .
EﬂmpIEtE rE'QL“rEd information upsdaie mmm?ﬁm?;_w

= Click the “Save’ button

Kz Becess
MNOTE: If an email address is entered, the new user's 1 Pamns Chanl - Tkl Hindiad Srhonl Teem et MRS
login information will be automatically sent via email.
If no email address is entered, the user's login nams
and temporary password will display on screen.
Femember o make note of this information before
closing down the screen.
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Buttons: What do they do?

e« ARCHIVE: This button is used for student placements when a
job has ended. It will move current employment information
into the student’s placement history.

NOTE: Archived records can not be edited or reactivated.

e CANCEL: Cancels work in progress that has not yet been saved.
e DELETE: DELETE = GONE
o INACTIVATE: Changes status from active to inactive.

e NOT CURRENTLY ACTIVE: Changes status from active to
not active.

e RESET FORM: Resets form so new search criteria can be
entered.

e SAVE: Saves work in progress.

e SEARCH: Prompts on-line system to sort & filter information
requested, and provides user with the results.



e
Tips & Tricks

.BACK IS BAD

Never delete a record that has data associated to it!

DELETE = GONE
.Use the ‘Help’ link in the system to answer questions
«Enter EQY data early

.Save often - Your browser will time out and any unsaved

data will be lost

.Contact your TEC representative if you are unsure



N
Tips & TriCkS Business Records

Search the employers and business partners working with your project. To add a business, first search be

Befo re add|ng a Student or Egiﬁ1gf.:t:|$2§y1 the system. By default. all active employers are listed below. Click on a business name
business record, it is

recommended that d SearCh be Status [T Business Partner [ Employer v Active [T Mot Currently Active
done to make sure they are not Career Cluster(s)
already in the system.

Business Mame |

Agriculture, Food and Matural Resources il
Architecture & Construction

Manufacturing

Transportation, Distribution & Logistics hd|

(uze CTRL key to =elect more than one career cluster)

( SEARCH Reset Form | Cancell

If you are SURE they are not in the system, simply click the ‘search’ button and the blue
‘add a new business’ link will appear.

Student Records Business Records Froject Reports CDE Reporting Site Management

Search Results

The following business records match your search criteria. Click on a business name to see the complete record, search
again or add a new business.




You can work on two screens
within the collection system
at once.

Mew Tab Chrl4T
Chp|+M
Ckrl40

s Records

You are here: Home = Business Records

Sane (e

Save A=, ., ome

s o | WierdkAhilite 1
NG alsdvwr

Log-in to th& data collection system;
Go to ‘File’ on the main menu bar; select New Window;
and a second screen will appear,

Student Records — Baseline and Follow-Up Records

OR S|mp|y right click on ‘add Search for WorkAbility 1 students for your project, then click a student name ta see his or her record. T
creating duplicate records, please search for an existing record before you add a new student

a new student / business,—— 8 ——o—"m Mm—7F ———————— ————————————" b
By default, this year's students are listed below the search form. Open in Mew Tab
— .
Find students by: ﬁ Tar;et ns-..t
Prink Target

This feature is very helpful when you are in a student baseline record and need to add an
employer to business records. Simply open a new window and add the employer without
maneuvering out of the student’s record.



Mentoring versus TEC

TEC Committee helps with:

helps with: :_ e problems regarding
e how to fill-in IR the operation and
information ﬁ : ' running of the data
e how to answer j’ collect system
guestions X ® maneuvering the
e explaining system
definitions i




Questions?

e What didn’t | cover TKAbi y
that ;c/ou neted to @oe&,aate I’{lp/

know?

e \What do you know
that | need to
know?
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