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Today’s Agenda
*

Log in
● 1st Log-In for Program Year

Student Baseline
● Search 
● Add new      
● Transfer
● Exit / Post date exit
● Student Records Blue Links
● Follow-up Records Blue 

Links

Business Records
● Search
● Add new
● Blue Links

Project Reports
● Download Data

Directory

Site Management

Help Guide

Tips and Tricks

Mentoring vs. TEC

Q & A



What Data is collected?
DEMOGRAPHICS
●Whenever possible this information comes straight from 

IEP or CASEMIS data

SERVICES
●The array of services page notes

what services the student received and who, or
what agency, provided them

PLACEMENTS
●WorkAbility is after all a job training program emphasizing 

“on the job” learning



How is the data organized?

STUDENT RECORDS
●There are two types of students we want to collect data on:

o Those who are currently enrolled and receiving services
Baseline Records

o Those who previously received services Follow-Up 
Records

BUSINESS RECORDS
●We track employers who offer placement and those who 

offer other training supports.



Why web based?
● It is very secure

●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 not every project needs to operate its own data reporting 
system

●Reports can be submitted to CDE electronically



Back is Bad!



First Log-In

The first time you 
log into the site, 
you will be asked to 
select and answer three 
security questions.

If you forget your 
password in the future, 
you will be asked to 
answer these questions.



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

Click the ‘Save’ 
button. 

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





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.

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



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.

1st Log-in Each Year

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



NOTE:  The project needs to complete their EOY requirements.

Some projects saw this message:

1st Log-in Each Year



Click the blue 
‘View the full
comment’ link.

1st Log-in Each Year
While other projects saw this:



Student Records



Student Records

Blue links:
Add a new student
This year’s students
Follow-up Records
Alphabetic list
Student name

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



Or click on the blue 
student name link.

Search for a student 
within your project.



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

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.



When adding a 
new student you 
will complete the New 
Student 
screen.

If the SSID entered is 
already in the database, 
you will receive this 
message.



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

Enter the 
Student’s name
and/or SSID.

Select:

Then click the 
‘Search’ button.



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.



*

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.’

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



*

You complete the New Student screen.

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



*

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



*

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



*

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

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:
● First name
● Last name
● Phone #
● Support Agency

Once saved, a case carrier 
cannot be edited or 
removed.



*

Check boxes on the Array of Services screen. 

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.

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
● Student First Name
● Student Last Name
● SSID
● Birth Date
● Gender
● Grade Level
● Disability
● Ethnicity/Race

SCHOOL/AGENCIES
● School Name

PLACEMENT
● Start Date
● Business Name
● Wage Per Hour
● Hours Per Week
● Career Cluster ID



*

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 
is GONE

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

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

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



*

If a student has left 
your project, enter 
the exit date and the 
exit reason.

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

Exiting a 
Student



*

Exit Reasons

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 Record: School/Agencies



*

Did the student 
leave last year, but 
didn’t get exited in 
the database? 

Click on the blue 
‘post-date’ link. 

Click on the blue 
‘post-date’ link.



*

● The ‘Post-date’ link allows us to delete this year's record and enter an exit date for last 
year.
● The following message will appear, “Are you sure you want to DELETE this record and 
enter an exit date for last year?”

● Select ‘OK’ – only if there is no data entered for this year.
● 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.



*

Let’s look at an exited 
student’s record.

Exited students are 
listed on the Student 
Records screen.



*

Blue Links:

● Reactivate
● Re-enroll

● History
year link(s)

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).

Clicked on exited student’s blue name link



*

Follow-Up Records
are listed at the bottom of 
the 
Student Records screen.

Let’s look at a follow-up 
record.



*

Blue Links:
● Follow-Up 

year link(s)
● Baseline year 

link(s)

Clicked on student’s blue name link
Student Follow-Up



*

Student Follow-Up

Blue Links:
● Reactivate
● Re-enroll
● History

year link(s)
● Follow-Up

year link(s)

Clicked on blue baseline year link

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.



*

Student Follow-Up

Bottom of screen has Continuing Education and Support Agency information

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

● Check the Database homepage 
for the Follow-Up start date.
● The Follow-Up period ends on 
June 15th.



*

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

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



*



*

Adding another 
placement, will archive 
the current  placement 
and move the 
information into the 
student’s placement 
history. This will allow 
you to enter information 
for a new placement.

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 
change your Business 
Records.

You can search for a 
business, or click one of 
the blue links:

Alphabetic list
Business name



*

Search for a business 
within your project.

Or click on the blue 
name link.



*

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



*

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

● Business Name

● Category:
Business Partner
Employer

● Status:
Active
Not Currently Active



*

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



*

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

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



*

DO NOT DELETE a business 
record that has data associated 
to it. 

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



*

Project Reports: Blue Links:
Download Data
Data SnapshotFor downloading data



*

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

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



*

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

Project Reports Clicked blue ‘Data Snapshot’ link



*

Directory

Blue Links:
Find / Print
Update Directory



*

Find/Print



*

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. 



*

Directory Clicked blue ‘Find / Print’ link

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

Click the blue link
to view additional search options.

The directory is like our own 
WorkAbility Yellow Pages.

Are you in the directory?



*

Update Directory



*

Directory Clicked blue ‘Update Directory’ link

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

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



*

Blue Links:
Customize Follow-Up
Manage User Accounts
Project Information

Site Management



*

Site Management Clicked blue ‘Customize Follow-Up’ link

In addition to the standard follow-up 
questions, 10 project-specific questions can 
be added.

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.

add a question



*

Site Management
Clicked blue ‘Manage User Accounts’ link

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 auto-
generated log-in
information will display at the top of the 
screen.

Blue Links: 
Add a new  
user account
Name link(s)



*

Remember you 
can check which 
type of access, if 
any, a person 
should have to 
areas in the data 
collection system. 

Read       Update        Create New       Delete      NONE
Information       Records         Records



*

Site Management Clicked blue  ‘Project Information’ link

Blue Links:
History year link(s)
Add another school served

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



*

Home Page

Eligible:  This number is the total of eligible students entered for Schools Served under Site 
Management / Project Information.

Eligible:   109
Enrolled: 101

Why are these
numbers different?

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



*

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

Have Questions?
Need Help?



*



*

Example of questions answered in the 
Quick Reference Guide



*

Example of questions answered in the 
Quick Reference Guide



Buttons: What do they do?
*

● 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.

● CANCEL: Cancels work in progress that has not yet been saved.
● DELETE: DELETE = GONE
● INACTIVATE: Changes status from active to inactive.
● NOT CURRENTLY ACTIVE: Changes status from active to

not active.
● RESET FORM: Resets form so new search criteria can be

entered.
● SAVE: Saves work in progress.
● SEARCH: Prompts on-line system to sort & filter information

requested, and provides user with the results.                                         



*

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 EOY data early

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

data will be lost

●Contact your TEC representative if you are unsure



*

Tips & Tricks
Before adding a student  or 
business record, it is 
recommended that a search be 
done to make sure they are not 
already in the system.  

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.



*

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

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

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.

OR simply right click on ‘add 
a new student / business.



*

Mentoring Committee 
helps with:
● how to fill-in 

information
● how to answer 

questions
● explaining 

definitions

TEC Committee helps with:
● problems regarding 

the operation and 
running of the data 
collect system

● maneuvering the 
system

Mentoring versus TEC



*

Questions?

●What didn’t I cover 
that you need to 
know?

●What do you know 
that I need to 
know?
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