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lllinois Even Start Leadership Project
Family LiteracyAssessment fdilinois Results
FLAIR Web-Based Database and Reporting System de&i0
Technical Manual FY ‘09
Instructions for Using FLAIR Web-Based Database Be@orting System Version 9.0

INTRODUCTION

The FLAIR (Family Literacy Assessment for lllindResults) Data Collection Forms were
developed to gather data for the lllinois FY’09f@anance Indicators, to provide the lllinois
State Board of Education with the information nekfite federal reporting, and to provide you
with information for continuous program improvemeiithe chart on page 2 shows which

FLAIR FY ‘09 Data Collection Forms relate to whiely ‘09 Performance Indicators. The
FLAIR forms are designed to be utilized by locadjpcts in gathering and recording information
that corresponds to the essential elements of gadbrmance indicator. Local projects have the
option of using these data collection forms or mgladaptations to their local assessment tools.

The information recorded on the FLAIR Data CollentForms or locally developed assessment
tools are to be entered into the FLAIR Web-BasethBase and Reporting System Version 9.0.
The FLAIR Web-Based Database and Reporting Systeraidh 9.0 facilitates the statewide
collection of local family literacy data. All lotprojects are required to collect and report the
data outlined in the data collection forms.

TheFLAIR Web-Based Database and Reporting Systemoviedsd Technical Manual

FY ‘09 explains in detail how to enter information colltivia FLAIR Data Collection Forms or
locally developed assessment tools into the FLAHRaDase. Instructions are also included for
using the FLAIR Community/Listserv. Instructior® tompleting the FLAIR Data Collection
Forms, themselves, are included in BbAIR Instructions for Completing Data Collection
Forms Manual

CHECK FOR UPDATES
Enhancements are occasionally added to the FLAIR-B&sed Database and Reporting

System. When you log in (see page 4), be centasiiéck for new updates and information in
the Additional Informatiorsection.
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Form Numbers, Names, and Audience/Performance Indator Addressed

[en

AUDIENCE /
FORM # DATA COLLECTION FORM NAME PERFORMANCE
INDICATOR(S)
1 Project Enroliment Information for Adult Particigan All Adults
2 Project Enroliment Information for Child Partiaits All Children
3 Adult Demographic Data All Adults
4 Child Demographic Data All Children
5,6,6.1, 7 | Adult Learning Gains A-1 and A-2
8 Education, Employability Skills and EmploymentaBo A-3
9 Child (birth—age 3) Language and Literacy Devalept Goals | C-1
10 Child (ages 3-5) Language Development & Literacy C-2
11.K Reading Readiness & Reading Level for Kinderga C-3
11.1% Reading Readiness & Reading Level for First Grade C-3
11.2 Reading Readiness & Reading Level for Second &rad C-3
11.3¢ Reading Readiness & Reading Level for Third Grade C-3
12 Child Attendance for Ages Birth to Three C-4
13 Child Attendance for Ages Three to Five C-5
14 Child School Attendance & Grade Promotion C-6 and C-7
15 Family Transition Activities F-1
16 Interactive Parents-Children Behaviors F-2
17 Family- and Community-Related Goals F-3
18 Adult Attendance All Adults
19 Non-Compulsory Education Attendance K — 4+ Child
23 Children Entering Kindergarten in September 2009: C-2
Assessments: PPVT-IIl and PALS-PreK (selected children)
FORMS FOR ADMINISTRATORS
FORM # DATA COLLECTION FORM NAME
20 Project Information
21 Site Master User Information
22 Site Master User Attendance Selection

All FLAIR forms and the related database systendasegned to ensure confidentiality. No names will
be submitted on the forms or through the databdsrmation concerning confidentiality as well as
other directions for recording and reporting paipant data is outlined in the Instruction Sheets.
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SYSTEM REQUIREMENTS

To use FLAIR Web-Based Database and Reporting 8y¥&rsion 9.0, you must have the
following:

A PC compatible computer with a Pentium 266 MHhigher processor,
Microsoft Windows 98 or later operating system Mg ram, 30 Mb of
available hard disk space, Super VGA resolutionitoorand a
Microsoft-compatible mouse

or
A Mac computer with OS 9.0 or later.

A reliable Internet connection with one of the éoling Internet browsers:
PC: Internet Explorer 5.5 or higher
Mac: Safari 1.0
Mac: Internet Explorer 5.0 or higher.
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LOGGING INTO THE FLAIR SYSTEM

Authorized Users

You must be an authorized user to log into the FRLAystem. This preserves confidentiality for
your families and ensures that only authorizedviddials are entering data for your local
project. Each local project has a Site Master Wssnally the Project Director) who identifies
and authorizes individuals for access to theirllpcaject’s data. The Site Master User is the
only person from a local project who may add, cleatiig status, or edit FLAIR user information
for a project.

The FLAIR administrators, Rod Garreton or Sue Rgstan assist Site Master Users in

assigning usernames and passwords to individuals the request of the Site Master User. The

Site Master User can request usernames and passusing) the following methods:

1. Use FLAIR’s Administration Menu, Maintain Usdfanction (see page 12).

2. List names and additional requested informadiof-orm 21, Site Master User Information,
and send to Sue Rasher.

3. Send an e-mail request to Rod Garretongdrreton@thecenterweb.org

The Site Master User is responsible for removirgrnsmes and passwords of staff members
who should no longer have access to your locakpts data. The Site Master User can request
additions/deletions to the authorized access jistding one of the three methods listed above.
Logging In

1. Log onto the Internet.

2. Go to the following linkhttps://flair.oerassociates.com/Login.aspx

3. The following screen will appear:

L'ﬂ SECURE WES SITE

vvvvvv
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4. Enter your Username and Password as assigned bysiteuMaster User.
Hint: If you forgot your username or passwordgcklon the sentenceClick here if you
forgot your username or password Follow the instructions. If you are an autheed
user, the FLAIR administrator will e-mail you yatorrect username or password. If
you are not an authorized user, contact your Iqualect’s Site Master User to obtain
authorization.

5. Click Login.
6. You are now ready to begin using FLAIR.

Request an Account Each local project has a Site Master User (Iistia¢ Project
Director) who identifies and authorizes individutds access to their local project's data.
The Site Master User can authorize and requestiadali usernames and passwords by
using FLAIR’s Administration Menu, Maintain Usersgriction (see page 12) or by
sending a request tagarreton@thecenterweb.org

Contact Us You can quickly send us an e-mail with questionsomments. General
guestions or comments that are of interest todbeaf the users will be posted on the
FLAIR Community Listserv. Send all questions andhments td&Gue Rasheat:
suerasher@oerassociates.com
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OPENING SCREEN/MAIN MENU for FLAIR USERS

FLAIR users are identified as Site Master UserBlokIR Users. FLAIR recognizes user type
based on usernames. OER has internally set @gasstThus, when a FLAIR User logs into the
system, FLAIR “knows” if you are a “Regular Usen”®“Site Master User”.

OPENING SCREEN/MAIN MENU FOR “REGULAR FLAIR USERS”
If you are a “Regular FLAIR User,” your optionstimee Opening Screen/Main Menu are:
FLAIR Data Entry System
Community/Listserv
Access to Fiscal Year 2004, 2005, 2006, 2007, ad@& Data
Click onFLAIR Data Entry System, and you will be at the Form 1 Data Entry Screen.
Click onCommunity/Listserv and you will be at the FLAIR Community/Listserv iHe Page.
Click onAccess to Fiscal Year 2004, 2005, 2006, 2007, af@& Dataand you will be able to

read/view FY2004, FY2005, FY2006, FY2007, and FY&@ata and print FY2004, FY2005,
FY2006, FY2007, and FY2008 reports.

OER Associates LLC (8/25/08) lllinois Even Stadership Project
FY’'09 Web-Based FLAIR Database and Reporting 8By$tersion 9.0 Technical Manual Page 6



OPENING SCREEN/MAIN MENU FOR “SITE MASTER USERS”

If you are a “Site Master User”, you have six option the Opening Screen/Main Menu:

A.

B.

Click onFLAIR Data Entry System, and you will be at the Form 1 Data Entry Screen.

Click onCommunity/Listserv and you will be at the FLAIR Community/Listserv iHe
Page.

Click onAdministration Menu, and you will be able to: 1) add, change the status
edit user information for your project, or 2) sgeadance data defaults for your project.
See page 12 for more information.

Click onProject Information, and you will be able to: 1) add Form 20 Inforroatior
2) add Site Master User and Waiting List informatio

. Click onAccess to Fiscal Year 2004, 2005, 2006, 2007, af0&2 Dataand you will be

able to read/view FY2004, FY2005, FY2006, FY200W &Y2008 data and print
FY2004, FY2005, FY2006, FY2007, and FY2008 reports.

Click on the box next tData are Complete & Ready for Midyear Data Collecton or
the box next t@ata are Complete & Ready for End-of-Year Data Cokction,and

you will be giving OER Associates (as the lllin@tate Board of Education’s agent) the
confirmation that you have entered all of your pobdjs FLAIR FY’09 data for midyear
or end of year, respectively, and the data areyré&adnclusion in statewide analyses.
See page 8 for more information.
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SITE MASTER USER: CONFIRMATION DATA ARE COMPLETE A ND
READY FOR MIDYEAR OR END-OF-YEAR DATA COLLECTION

All projects are required to “send in” data to thieois State Board of Education (ISBE) twice a
year: midyear and end of year. Only the Site Mddser can give confirmation that the data are
complete and ready for inclusion in statewide asedy

Midyear FLAIR Data Collection

The Midyear FLAIR Data Collection is fall FLAIR data collected and entered between July 1,
2007 and December 31, 200Bclude all the data that reflect your projedirst six months

(FY ‘09) of Even Start programming. Confirmatidrat data are complete and ready for
inclusion in statewide analyses must be giveddmyary 31, 2009.

Confirmation Data are Complete & Ready for Midyear Data Collection

When all of the data are complete and ready foryead data collection, the Site Master User
should do the following:

1. Log into FLAIR. Your Opening Screen has an optoicheckData are Complete &
Ready for Midyear Data Collection.

2. Place a check in the box labeledta are Complete & Ready for Midyear Data
Collection.

3. Click Save.

BE CERTAIN TO DO THIS BY JANUARY 31, 2009. PLEASE KEEP THE BOX
CHECKED. ONCE WE HAVE ENSURED THAT YOUR DATA HAVE BEEN
PROPERLY ADDED TO THE STATEWIDE DATABASE, WE WILL “ UNCHECK”
THE BOX.
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End-of-Year FLAIR Data Collection

The End of Year collection is fail FLAIR data collected and entered between Jul082and
June 30, 2009Include all the data that reflect your projedZmonths (FY '07) of Even Start
programming. Permission for OER Associates toaextihe data and deliver it to the ISBE must
be given byduly 15, 2009.

Confirmation Data are Complete & Ready for End-of-Year Data Collection

When all of the data are complete and ready foradngear data collection, the Site Master User
should do the following:

1. Loginto FLAIR. Your Opening Screen has an optmicheckData are Complete &
Ready for End-of-Year Data Collection

2. Place a check in the box labelgdta are Complete & Ready for End-of-Year Data
Collection.

3. Click Save.

BE CERTAIN TO DO THIS BY JULY 15, 2009. PLEASE KEEP THE BOX
CHECKED. ONCE WE HAVE ENSURED THAT YOUR DATA HAVE BEEN
PROPERLY ADDED TO THE STATEWIDE DATABASE, WE WILL “ UNCHECK”
THE BOX.

Below is an example of an “unchecked” box.
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Below is an example of a “checked” box.

If you would like additional information on the dimmation you are authorizing, click tt @
button. This explains that you are confirming that have entered all of your project’s data for
the specified time period, and the data are readintlusion in statewide data analyses. All
adult names and child names are “stripped” befoeedita are added to the statewide database.
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SITE MASTER USER: ADMINISTRATION MENU

Using the Administration Menu, the Site Master Usan: 1) add, change the status, or edit user
information for your project, or 2) set attendadega defaults for your project.

Click on Administration Menu .
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SITE MASTER USER: ADMINISTRATION MENU: ADDING, CHA NGING STATUS,
OR EDITING USER INFORMATION

After clicking onAdministration Menu, you will see the screen below. To add, change the
status, or edit user information for your projettiCUsers.

You will see the screen below (note: 2 screenpanged so that you can see all of the available
columns).
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You can Add a User, Edit a User, or Change theuStaita User.

To Edit a User or Change the Status of a User:
Click to the left of the line of the user and clitie Edit User button.

You can now change any of the User informatioretigiUser First Name, User Last Name, User
Name [used to login], Password, E-mail, or Useejyp The only types of users relevant to your
project are: User or Site Master User. You magp éilmit the user’s ability to view, update, or
delete data. To save the changes, you must cBeke.
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If you wish to edit another user follow the procedures described on the previcagep

If you wish to change the status of a user (e.g.Attive” to “Inactive”):

If the user’s status is active and you wish to geatinat status to inactive (the user will no longer
be an authorized FLAIR user), click the “no” circlext toActive. If the user’s status is inactive
and you wish to change that status to active (8ee will be an authorized FLAIR user), click

the “Yes” circle next tAActive. To save the change in status, you must cli8kve.

If you wish to permit a user to view the data, buhot edit or delete adults/children/families:
Click the “No” circle next tAllow Update; the “Yes” circle next tdllow View, and the “No”
circle next toAllow Delete. To save the change in status, you must cligave.

If you wish to permit a user to read the data andd edit data, but not to delete
adults/children/families: Check the “Yes” circle next tAllow Update; the “Yes” circle next to
Allow View; and the “No” circle next téllow Delete. To save the change in status, you must
click: Save.

If you wish to permit a user to read the data, to @it, and to delete adults/children/families:
Check the “Yes” circle next tAllow Update; the “Yes” circle next td\llow View; and the
“Yes” circle next toAllow Delete. To save the change in status, you must clig&ve.

If you are finished editing users: click Return to return to the Maintain Users screen.

Click Return to get to the Maintenance Menu.

Click Main Menu to return to the Opening Screen.

To Add a User:
Click theAdd User button (see page 13).

Enter all data requested. To save the changesnysticlick: Save
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Now click Assign Componentso you can authorize the user to access FLAIR fin the
FLAIR Community Listserv.

Click onSelect;then click on the arrow to the right. Click @@mmunity if you would like the
user to join the Community Listserv. CliSave.

Click onFLAIR if you would like the user to have access to ymoject's FLAIR data entry
system. ClickSave.

If you wish to Add another user follow the procedures described above.
If you are finished Adding users: click Return to return to the Maintain Users screen.
Click Return to get to the Maintenance Menu.

Click Main Menu to return to the Opening Screen.
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SITE MASTER USER: ADMINISTRATION MENU: SETTING ATT ENDANCE
HOURS DEFAULTS

After clicking onAdministration Menu, you will see the screen below. To set default fdar
child or adult attendance, cliédtendance Possible Hours.

You may set up to two default “possible number aiis” for adult education (Form 18), two
default “possible number of hours” for child cengglucation (Forms 12 and 13), and two default
“possible hours for child education” for child edtion (Form 19) (for more information, see
page 99 on Form 18 Adult Attendance Data, pagen/Foosm 12 (Child Attendance Data), page
83 on Form 13 (Child Attendance Data), and pagedtOborm 19 Child Attendance Data).

Hint #1: “Default possible hours” help reduce thember of times hours have to be entered
within Forms 12, 13, 18, and 19. Not all prograwi$i need to have two different types of
default “possible number of hours.” For examplieyou have a program that has one group of
adults meeting from 9-11 AM, then you would wadéfault of 2 “possible hours”. If you have
another group of adults meeting from 12:30-3:3@tlyou would want a default of 3 “possible
hours”.

Hint #2: Some of this may be unclear; see the rnoneplete explanations for Forms 12, 13, 18,
and 19 in this manual.
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To enter Forms 12 and 13 child center education “psible default hours”, enter the number
of hours per day that you would like to have agfaudlt (in the example below, two defaults are
set: default 1 is 5 hours and default 2 is 2 housave.

To enter Form 18 adult education “possible defaulhours”, enter the number of hours per
day that you would like to have as a default (im ¢élxample below, two defaults are set: default
1 is 5 hours and default 2 is 3.5 hourSave.

To enter Form 19 child education “possible defaulhours”, enter the number of hours per day

that you would like to have as a default (in tharaple below, two defaults are set: default 1 is
4 hours and default 2 is 2 hour§ave.

Click Return to get to the Maintenance Menu.

Click Main Menu to return to the Opening Screen.
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SITE MASTER USER: PROJECT INFORMATION—FORM 20

Only the Site Master User is authorized to ent¢és d&to Form 20, to enter Site Master User
information, and to enter waiting list informatioff.you are a “Site Master User”, the option
Project Information appears on your Opening Screen (Main Menu) aftarlgg into the
system. After clicking oProject Information, you will see the screen below. To enter Form
20 information, clickForm 20 and you will be at the Form 20 Data Entry Screen.

Enter the requested information for Items 1, 1A, 18, 2, 2A, 2B, 2C, and 3, which you
included on Attachment 7 of your project’'s FY’'0®posal to the lllinois State Board of
Education.

Enter the requested information for Items 4A (Fetgd Number of Adults Who will Earn Their
High School Diploma) and 4B (Projected Number otiAsiWho Will Earn Their General
Equivalency Diploma [GED]. This information wastmocluded in your FY ‘09 proposal, but is
needed for federal reporting purposes. Pleasgaige‘best guess” projection.

For Item 4C, check the geographical setting(s)+rur@an, and suburban—that best describes
the geographical setting of your project. You reakect one, two, or three geographical settings
by clicking on the box to the right of each setting

Click Save

To print a copy of Form 20, clidRun Report.

To return to the Main Menu, clidReturn.

Hint: If you are not the Site Master User, you npaiynt a copy of Form 20 by clicking on
Reports Tab in the data entry system (to get tdréygorts Menu). Then click: Summary

Reports, Form 20, Run Report, Show PDF, and th& pron on the Adobe toolbar (see page
129 for example).
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IMPORTANT DATE AND ACCESSIBILITY INFORMATION:  Form 20 is unique in that
it is completed only by the Site Master User anataims public information included in your
proposal. Form 20 must be entered and saved loAddR-by October 17, 2008

Any changes in projected numbers from your proposast be approved by an ISBE Even Start
Consultant (Cindy Zumwalt) before you enter theto iform 20. AfteNovember 30, 2008

Site Master Users will no longer be able to refisem 20 on FLAIR. Requested changes after
that date must be approved by an ISBE Even Stars@tant, who will contact OER and request
that OER revise your project’s Form 20 data.
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SITE MASTER USER: ADDITIONAL PROJECT INFORMATION

Only the Site Master User is authorized to ent¢és d&to Form 20, to enter Site Master User
information, and to enter waiting list informatioif.you are a “Site Master User”, the option
Project Information appears on your Opening Screen (Main Menu) aftarlgg into the
system. After clicking oProject Information, you will see the screen below. To enter Site
Master User information or waiting list informatiaclick Additional Project Information and
you will be at the Additional Project Informatioraf Entry Screen.

Enter the requested information, including the naftae Site Master User and the phone
number of the Site Master User. If there are tiwte Baster Users at your site, use the User #1
and #2 fields; if there is only one Site Master tUsteyour site, use only tiéame of Site

Master User #1landPhone of Site Master User #1ields.

If you had families on a waiting list as of Jun€@08, enter the number of families on the
waiting list.

Click Save

To return to the Main Menu, clidReturn.
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ALL USERS: ACCESS TO FISCAL YEAR 2004, YEAR 2005 ¥EAR 2006, YEAR 2007,
AND 2008 DATA

The Access to Fiscal Year 2004, 2005, 2006, 200 2808 Data option permits you to read
and view FY2004, FY2005, FY2006, FY2007, and FY2@&8&, and to print FY2004,
FY2005, FY2006, FY2007, and FY2008 reports.

A. From the Opening Screen/Main Menu, clickAecess to Fiscal Year 2004, 2005, 2006,
2007 and 2008 Datand you will be able to read/view FY2004, FY208%2006,

FY2007, and FY2008 data and print FY2004, FY20082006, FY2007, and FY2008
reports.

B. You will be asked to select the Archived FLAFRoject you would like to access. Click

Fiscal Year 2004or Fiscal Year 2005or Fiscal Year 2006or Fiscal Year 2007or
Fiscal Year 2008
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Note: Due to yearly changes in screens and catleking on Fiscal Year 2004 actually takes
you to Version 4.0, FY2004's version of FLAIR. €{ing on Fiscal Year 2005 actually takes
you to Version 5.0, FY2005's version of FLAIR, etif.you were not a registered user of FLAIR
in FY2004 or FY2005, FY2006, FY2007, or FY 2008t are a registered user in FY2009,
contact Rod Garreton atgarreton@thecenterweb.cagd request to be listed as a registered
user of the FY 2004 or FY2005 or FY2006 or FY200F%2008 version of FLAIR.

Hint: When you clicliscal Year 2004you are actually accessing the old FLAIR FY2004
Version 4.0. The text on Welcome to FLAIR in tperihg Screen mentions that this is the
“...new web-based...database.” This text—and all otbet--is not edited (or updated),
because it is the archived FY2004 version.

C. Click FLAIR Data Entry System, and you will be at Form 1, Fiscal Year 2004 chl
Year 2005 or Fiscal Year 2006, or Fiscal Year 2@ Fiscal Year 2008, depending on
the year your selected. You can use all read/yient/features available in FY2004 or
FY2005 or FY2006 or FY2007, or FY2008, respectively

D. To return to FY2009 FLAIR, clickog Out in the upper right hand corner.

E. Click Yesto Log Out.

F. Go back to the FLAIR FY2009 linlattps://flair.oerassociates.com/Login.asprd log
into FY2009.
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MY ACCOUNT

Once you are an authorized user of the FLAIR sysy@m may change your user name or
password, or other user information. To do so:
1. Log into FLAIR.

2. Click My Account (at the upper right hand corner of the screen).

3. The following screen will appear:

4. Change whichever fields you would like to update
User First Name
User Last Name
User Name
Password
Email Address
Email Format

5. Click Save

6. Read the Confirmation Screen carefully, ensurirag ylour changes are correct. If yes,
click Continue.
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7. You will see the following acknowledgement screen.

8. Check your e-mail to ensure the change was madédwe included this step as a
security measure, so if anyone unknown to you makasges to your account, you will
receive notification). See the screen below feaimple of the e-mail you will receive.
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LOST USERNAME OR PASSWORD

1. If you have lost your username or passwordkan:
Click here if you forgot your username or password.

2. You will be asked to enter the e-mail address assstwith your account. If thisis a
valid e-mail account that you have registered Wit\IR, your correct username and
password will be sent to that e-mail address.

3. Click Request Profile
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DATA ENTRY

1. When you have successfully logged on and clidkedlIR Data Entry System on the
Opening Screen/Main Menu, the following screen ejipear:

2. Note that your Project ID number and Project Napyear in the upper right hand corner.
Your username and password is specific to youd lpcgect’s data. Thus, your local data
are only accessible to users authorized by yoer8éster User.

Hint: If you are a local evaluator who is workimgth more than one project, you must have a
different username and password for each projeatwork with.

3. All data entry begins at this screen, Data Coltecfrorm 1. You may begin entering data
here (see page 27). You may also Log Out.

4. To Log Out, clickLog Out on the top right side of the screen. You willewe this
message:

Do you wish to Log Out?
If you wish to Log Out, clickres You will be returned to the Login screen (segepd).

If you do not wish to Log Out, clicklo. You will be returned to the Data Collection Fotm
screen.
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DATA COLLECTION FORM 1 — Adult Info
FORM 1: PROJECT ENROLLMENT INFORMATION FOR ADULT P ARTICIPANTS

PROJECT ID and PROJECT NAME: Your project number has been assigned by OER
Associates, as an agent for the lllinois State 8odfiEducation. This appears on the upper right
hand corner of your screen. Your project namepvasgided by the lllinois State Board of
Education. This also appears on the upper righd ltarner of your screen. This ID and Name
will appear on every form in the FLAIR Web-Basedd@rse and Reporting System.

STATUS: This shows you the status of your records. Galyemhen you first enter Form 1,
you will see the messaggll records shown.If you save changes or additions to your data set
you will see the messag®ecord was savedf there is an error in data entry that the Syste
can identify, an error message will appear herenwoal try to save the change. For example, if
you enter an invalid enrollment date, you might the® messageThe enrollment date must be
greater than 7/1/2002. Please correct the date i@stibmit.

ADULT FIRST NAME: Enter the Adult’s first name in the space provided.
ADULT LAST NAME: Enter the Adult’s last name in the space provided.
ADULT ID: Enter the Adult’s unique ID number in the spacevgled. Each Adult ID must be

a unique, non-repeating number. That is, if adtagassigned the ID # 1001, even if that adult
exits the project, the ID # 1001 can never be assigo another adult. The Adult ID numbers
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are always unigue, and are never assigned to reutgults. The Adult ID number is key to
linking all other data, so be certain to enteoitrectly. For confidentiality purposes, do NOT
use the adult’s social security number as the ID maber.

Hint: Do not use your Project ID# as part of thdult’s ID number. This will help maintain
confidentiality.

PRIMARY ADULT: Click Yesif this is the Primary Adult. Cliclo if this is not the Primary
Adult. Note: All child data are linked to the Pary Adult.

Hint: Notice the @ next to the space for Primary Adult. Wheneversgrithis symbol, you can

click on it for more information. For exampleyiu click on the@ for Primary Adult, you will
see this help screen:

ENROLLMENT DATE: Enter the date the adult enrolled in the proje¢hafollowing
format: MM/DD/YYYY (M=Month, D=Day, Y=Year).

Reminder: For families (adults and children) caonting from the FY 02 through FY '08 project
years, the earliest enroliment date for the adaill®7/01/2002.

EXIT DATE: Enter the date the adult exited the project infdtlewing format:
MM/DD/YYYY (M=Month, D=Day, Y=Year).

REASON FOR EXIT CODE: Click on the arrow key to the right of the box nexReason for
Exit. Click on the appropriate code.

Hint: You must enter an Exit Date if you enteresaBon for Exit Code.

OPTIONAL CODE: You may enter an optional code for your projeceheFhis can be used
to select subgroups for Reports.

HAS IEP OR CLASSIFIED AS SPECIAL NEEDS: Click this box if the adult has an IEP, or
has been classified as being a special needs dtlthis box is checked, then the adult's TABE-
R, BEST Literacy, BEST Plus, or CELSA scores wit be included in the performance
indicator calculations.

SAVE: You must clicsaveto save all the data you entered for this adifithe changes are
saved correctly, you will receive the following segge in the Status BarStatus: Record was
saved”. If there is an error in data entry that the Systam identify, an error message will
appear in the Status Bar. For example, if youraamanvalid enrollment date, you might see this
messageThe enrollment date must be greater than 7/1/2@2ase correct the date and
resubmit. After you correct the invalid entry, you must egelick Save
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HOW TO PROCEED

*** BEFORE PROCEEDING, MAKE CERTAIN THAT YOU HAVE C LICKED SAVE
FOR THE DATA JUST ENTERED ***

YOU WANT TO CONTINUE ENTERING MORE DATA FOR THIS AD ULT:
Locate the list oAdult Participant Forms on the right hand side of the screen and clickhen t
appropriate form.

Here are your choices:

Related Adults (only valid if you have already entered Form ladar one or more Non-
Primary Adult)

Form 3: Adult Demographics

A-1 Form 5: A-1 TABE Reading ABE/ASE Gains
Hint: You must click on the box to the right ol Aefore you can click dRorm 5.

A-2 Forms 6, 6.1, or 7: A-2 ESL Gains
Hint: You must click on the box to the right o Aefore you can click dform 6 A-2
BEST ESL GainsForm 6.1 BEST Plus ESL Gainsor Form 7 CELSA ESL Gains

A-1 & A-2 Not Applicable

Hint: Click on the box to the right of this to ens that this adult is not included in any
missing data identifiers or reports for A-1 or A-bh the example above, this box is
already checked.
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A-3 Form 8: A-3 Adult Education & Employment Goals
Hint: You must click on the box to the right o8 Aefore you can click dRorm 8.

Form 18: Adult Attendance Data.
*kkkkk
YOU WANT TO DELETE THIS ADULT FROM THE SYSTEM:
Click Delete Adult and follow instructions (see page 115 Navigatihgoligh the System).

*kkkkk

YOU WANT TO ENTER DATA FOR A NEW ADULT:
Click Add Adult and enter all of the data in Form 1 for the newitadu
Remember t&avethe data for the new adult.

*kkkhkk

YOU WANT TO ENTER DATA FOR AN ADULT WHO IS NOT THE PRIMARY

ADULT:

A. Click Add Adult button and enter all of the data in Form 1 forNkwa-Primary Adult. For
the Primary Adult field, clickNo.

B. Go back to the Primary Adult's Form 1, and clickRelated Adults (first listing under

Adult Participant Forms).

Click Add Adult.

Click on the arrow to the right and see the lispo$sible “related adults”.

Click on the name of the “related adult” you wishstlect.

Click Save.

Click Return.

Note that there is now a check mark next to them&ty Adult’'s and the Related Adult’s

forms.

IOTMMOO

*kkkkk

YOU WANT TO ENTER ADDITIONAL DATA FOR ANOTHER ADULT AND WOULD
LIKE TO “SEARCH” FOR THE ADULT BY NAME OR NUMBER:

A. Click Enter Searchbutton.

B. The Search Adult Screen will appear asking/fotous types of Search Criteria:
- Enrollment Date Fronfenter date desired)

Enrollment Date Tofenter date desired)
Optional Code: I{ you entered an Optional Code for at least onalaith Form 1, then
enter the code number you are searching for)
Adult ID (Click on the arrow to the right, and all possibl2 numbers will appear. Click
on the ID number you are searching for)
Adult Last NamgClick on the arrow to the right, and all possilidest names will
appear. Click on the last name you are searchamy f
Adult First NamgClick on the arrow to the right, and all possiliiesst names will
appear. Click on the first name you are searcHor
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Enter a Pattern of Adult Last Name (e.g., if yoteefima”, you will find all adults
whose last names begin with “ma”

Enter a Pattern of Adult First Name (e.qg., if yoiiez “be”, you will find all adults whose
first names begin with “be”

C. Enter one of the above, and Form 1 of the desegl adult (or adults) will appear.
Note: Names are “case sensitive”, so entering*$to the Adult First Name space will
only find adults with the first name of “Sue” andt adults with the first name of “sue”. If
there is more than one adult with the first nai@eée” (e.g., 3 adults with the first name
“Sue”), note that the bottom right hand cornel véhdRecord 1 o8. If you were searching
for a different “Sue”, clickNext to locate the adult you are looking for. Notet tthe
message in the Status Bar iSearch Mode.” To return to the full dataset, €liexit
Search. To conduct another search, Clidlew Search.

More information on the Search Function is incdid@ page 115. If you are using the
Search Function for the first time, read careftitlg section on the All Records Shown/
Search Mode.

*kkkkk

YOU WANT TO ADD FAMILY INFORMATION FOR THIS PRIMARY  ADULT:
Click Family Forms.

The following list of forms will appear. Click ahe family form for which you would like to
enter data:

Form 15: F-1 Family Transaction Activities

Form 16: F-2 Interactive Parents-Children Behasior

Form 17: F-3 Family and Community Related Goals.
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YOU WANT TO ADD/ENTER A CHILD ASSOCIATED WITH THIS ADULT:
Click Add Child.

*kkkhkk

YOU WANT TO ENTER DATA FOR CHILDREN ASSOCIATED WITH THIS ADULT:
Click to the left of the Child’s ID number. Cligkdit Child .

The forms available for you to enter data on thi&lchill appear. Click on the form for which
you wish to enter data.
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YOU WANT TO CHANGE THE PRIMARY ADULT OF A FAMILY: If you wish to

change the Primary Adult (e.g., the original PriynAdult leaves the program; another stays or
enrolls, but the children remain in the prograro)lofv these steps.

A. Designate the “new Primary Adult” as a Relafetllt to the “old Primary Adult” (see
page 119).

B. Locate Form 1 for the “old Primary Adult” antic&k on Primary Adult? No

C. ClickSave.

D. TheSave Confirmationscreen will appear.
Notice the “Select Adult (ID —Last Name, Eiame) field. All currently identified Related

Adults for the “old Primary Adult” will appea Click on the name of the Related Adult that
you want to be the “new Primary Adult”. HiBave.

E. Note that the “old Primary Adult” is now listead a Non-Primary Adult (see Form 1) and the
“new Primary Adult” is now listed as a Primary Ad(dee Form 1).
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DATA COLLECTION FORM 2 — Child Info
FORM 2: PROJECT ENROLLMENT INFORMATION FOR CHILD P ARTICIPANTS

HOW TO MOVE INTO THE FORM 2 SCREEN: Go to Form 1 and locate the Primary
Adult for the child. Go to the bottom of Form lddocate the section titledhild Data
(Form 2).

If you have not previously entered any informationthis child, clickAdd Child

If you have previously entered information for thrsld, click Edit Child

*kkkkk

HOW TO ADD A CHILD: Go to Form 1 and locate the Primary Adult for tHel@ Go to
the bottom of Form 1 and locate the section ti@#ald Data (Form 2). Click Add Child.

Note that the Project ID, Project Name, Primary iAdlD, Primary Adult Last Name, and
Primary Adult First Name automatically appear ia tlpper right hand side of the screen.

Hint: Children can only be associated with a Prim@dult. If you clickAdd Childon a Non-
Primary Adult’'s Form 1, you will receive the followg error messageThe children can only be
associated with the primary adult. Please upda&etimary adult option and resubmit.
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CHILD FIRST NAME: Enter the Child’s first name in the space provided.
CHILD LAST NAME: Enter the Child’s last name in the space provided.

CHILD ID: Enter the child’s unique ID number in the spacevgled. Remember, each Child
ID must be a unique, non-repeating number. Thatt @schild is assigned the ID # 101, even if
that child exits the project, the ID #101 can ndwemssigned to another child. The Child ID
numbers are always unique, and never assigned ltplawchildren either within the same
family or across different families. The Child Hiimber is key to linking all of the child’s data,
so be certain it is entered correctior confidentiality purposes, do NOT use the childs nor
the adult’s social security number as the ID number

Hint: Do not use your Project ID# as part of th&ild’s ID number. This will help maintain
confidentiality.

ENROLLMENT DATE: Enter the date the child enrolled in the projedhia following

format: MM/DD/YYYY (M=Month, D=Day, Y=Year).

Reminder: For families (adults and children) conting from the FY’02 through FY ‘08 project
year, the earliest enrollment date for the child®01/2002.

EXIT DATE: Enter the date the child exited the project inftll®ewing format:

MM/DD/YYYY (M=Month, D=Day, Y=Year).

GRADE CATEGORY: Click on the arrow key to the right of the box nextGrade Category.
Click on the appropriate age category.

Hint #1: The forms that are available for the chdre dependent on the child’s grade category.
For example, if you click: Birth to Three, a mdouForm 9 and Form 12 will appear. If you
click Grade K, a menu for Form 11.K, Form 14, aratra 19 will appear.

Hint #2: Please be careful when changing the Gr@déegory. The change will remove any
data entered so far on the related forms that areralevant to the new Grade Category.
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HAS IEP OR CLASSIFIED AS SPECIAL NEEDS: Click this box if the child has an IEP, or
has been classified as being a special needs dhilis box is checked, then the child’s literacy
scores will not be included in the performancedathr calculations.

SAVE: You must clickSaveto save all the data you entered for this chifdhe changes are
saved correctly, you will receive the following rsage in the Status BarStatus: Record was
saved. If there is an error in data entry that the Systam identify, an error message will
appear in the Status Bar. For example, if youreamanvalid enrollment date, you might see this
messageThe enrollment date must be greater than 7/1/2@2ase correct the date and
resubmit. After you correct the invalid entry, you must egelick Save

TO ENTER ADDITIONAL DATA FOR THE CHILD: Click on the form for which you
would like to enter data. Note that forms avaigadte dependent on the Grade Category
selected. For example, if Grade CategBrgde K is selected, the following forms are available
for data entry: Form 4, Form 11.K, Form 14, and@&9.

HOW TO PROCEED

1. IF YOU WANT TO CONTINUE ENTERING MORE DATA FOR THIS CHILD:
Proceed through the individual form instructions.

2. IF YOU WANT TO ENTER DATA FOR A NEW CHILD FOR THIS FAMILY:
Go to the middle of Form 1 of the Primary Adultddocate the section title@hildren
(Form 2). Click onAdd Child or Edit Child , as appropriate.

3. IF YOU WANT TO ENTER DATA FOR A CHILD IN ANOTHER FA MILY:
Go to Form 1 and locate the Primary Adult for thédc(you can use th8earch Modeto
locate the Primary Adult)Go to the middle of Form 1 and locate the seciitedtChild
Data (Form 2). Click onAdd Child or Edit Child, as appropriate.

OER Associates LLC (8/25/08) lllinois Even Stadership Project
FY’'09 Web-Based FLAIR Database and Reporting 8By$tersion 9.0 Technical Manual Page 36



DATA COLLECTION FORM 3 — Adult Demographics
FORM 3: ADULT PARTICIPANT DEMOGRAPHIC INFORMATION

HOW TO MOVE INTO THE FORM 3 SCREEN: Go to Form 1 and locate the Adult for
whom you wish to enter demographic data. Locagdisth of Adult Participant Forms on the
right hand side of the screen and cliEkrm 3 Adult Demographics

Note that the Project ID, Project Name, Primary iAdlD, Primary Adult Last Name, and
Primary Adult First Name automatically appear ia tlpper right hand side of the screen.

PRIMARY LANGUAGE SPOKEN IN HOME CODE: Click on the arrow key to the right of
the box next to Primary Language Spoken in Homkck®©n the appropriate code.

NO. IN HOUSEHOLD: Enter the total number of people living in the hetusd.

INCOME RANGE: Click on the arrow key to the right of the box nexincome Range. Click
on the appropriate code.
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ADULT DOB (DATE OF BIRTH): Enter the adult’s date of birth. Use the followiogmat:
MM/DD/YYYY (M=Month, D=Day, Y=Year).

Hint: The adult date of birth must be before 51@P9. An error message will appear in the
Status Bar if you enter an adult birthdate of 54®H9 or later.

ADULT GENDER: Click on the arrow key to the right of the box nextAdult Gender. Click
on the appropriate code.

HISPANIC OR NON-HISPANIC STATUS: Click on the arrow key to the right of the box
next to Hispanic or Non-Hispanic Status. Clicktbe appropriate code.

ETHNIC/RACIAL BACKGROUND: Click on the arrow key to the right of the box next
Ethnic/Racial Background. Click on the approprictee.

Hint: You must click Hispanic or Non-Hispanic $tbefore you can enter Ethnic/Racial
Background.

WORK STATUS: Click on the arrow key to the right of the boxnht Work Status. Click on
the appropriate code.

ADULT EDUCATION PROVIDER 1: Click on the arrow key to the right of the box néxt
Adult Education Provider 1. Click on the approfeiaode.

ADULT EDUCATION PROVIDER 2: If the adult is receiving education services fnorore
than one provider, click on the arrow key to tightiof the box next to Adult Education Provider
2. Click on the appropriate code.

HIGHEST GRADE COMPLETED: Click on the arrow key to the right of the box next
Highest Grade Completed. Click on the appropcatie.

SCHOOL AGE STATUS: Click on the arrow key to the right of the box hexSchool Age
Status. Click on the appropriate code.

ADULT EARNED HIGH SCHOOL DIPLOMA IN FY’09:  Click on the box to the right if
the adult earns a high school diploma in FY’09.uYoay update this at any time during FY’09.
Hint: You must go to Form 8 and enter informationAdult Goal 20 ‘Earn a high school
diploma’ before you can click on this box.

ADULT EARNED GED IN FY’09: Click on the box to the right if the adult eaen&ED
Certificate in FY’09. You may update this at amge during FY’09.

Hint: You must go to Form 8 and enter informationAdult Goal 15 ‘Pass the GED exams’
before you can click on this box.

ADULT EXITED AND RE-ENROLLED WITHIN FY'09: Click on the box to the right if
the adult has exited in FY'09 and then re-enrollatthin FY'09.
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SAVE: You must clicksaveto save all the data you entered for this adultfiorm 3. If the
changes are saved correctly, you will receive tiewing message in the Status Bare

record was added; or, if the record was editede rBlcord was updatedif there is an error in

data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again cl&&ve

Click Return to return to Form 1.
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DATA COLLECTION FORM 4 — Child Demographics
FORM 4: CHILD PARTICIPANT DEMOGRAPHIC INFORMATION

HOW TO MOVE INTO THE FORM 4 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter degnaphic data. Go to the bottom of Form 1
and locate the section titl€zhild Data (Form 2). Click to the left of the Child’s ID number.
The screen will refresh, and a long horizontal ik outline the child’'s name.

Hint: If the child’s name does not appear, then yave not entered Form 2 data for the child.
Go to Form 2 (see page 34), enter and save thenemjdata, and locate the section titl€dhild
Data (Form 2).

Click Edit Child.

Click Form 4: Child Demographics.
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Note that the Project ID, Project Name, Primary lAdtlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

CHILD DOB (DATE OF BIRTH): Enter the child’s date of birth. Use the followifoggmat:
MM/DD/YYYY (M=Month, D=Day, Y=Year).

Hint: The child date of birth must be after 1/19Y9 An error message will appear in the Status
Bar if you enter a child birthdate of 1/1/1997 @arker.

CHILD GENDER: Click on the arrow key to the right of the box nexChild Gender. Click
on the appropriate code.

RESIDES WITH PRIMARY ADULT: Click on the arrow key to the right of the box next
Resides with Primary Adult. Click on the approteiaode.

HISPANIC OR NON-HISPANIC STATUS: Click on the arrow key to the right of the box
next to Hispanic or Non-Hispanic Status. Clicktbe appropriate code.

ETHNIC/RACIAL BACKGROUND: Click on the arrow key to the right of the box next
Ethnic/Racial Background. Click on the approprietee.

Hint: You must click Hispanic or Non-Hispanic $tbefore you can enter Ethnic/Racial
Background.
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CHILD EXITED AND RE-ENROLLED WITHIN FY'09: Click on the box to the right if the
child has exited in FY’'09 and then re-enrolled witgY’09.

SAVE: You must cliclbaveto save all the data you entered for this childForm 4. If the
changes are saved correctly, you will receive tiewing message in the Status Bare

record was added; or, if the record was editede rBlcord was updatedif there is an error in

data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again clsave You must clicsavebefore you can enter

the Child’s Current Educational Program(s).

CURRENT EDUCATIONAL PROGRAM: To enter or add an educational program, click
Add Program. A Child Data — Educational Program Screen will agpeClick on the arrow
key to the right of the box next to Educationalg?ean. Click on the appropriate code. Click
Save. The screen will refresh. You can then enter agid#i programs by clickingdd
Program andSavefor each program. You may include as many edocatiprograms as
applicable.

Click Return to return to Form 2.
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DATA COLLECTION FORM 5 — ABE/ASE Adult Learning Gai ns
FORM 5: ADULT PERFORMANCE INDICATOR A-1:
TABE ABE/ASE ADULT LEARNING GAINS

HOW TO MOVE INTO THE FORM 5 SCREEN: Go to Form 1 and locate the Adult for
whom you wish to enter TABE data. Locate thedisAdult Participant Forms on the right
hand side of the screen and click the box to et wfA-1. Click Form 5: A-1 TABE
Reading ABE/ASE Gains

Note that the Project ID, Project Name, Primary iAd¢lD, Primary Adult Last Name, and
Primary Adult First Name automatically appear ia tlpper right hand side of the screen.
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PRE-TEST FORM #: Click on the arrow key to the right of the box nexPre-Test Form #.
Click on the appropriate form number.

PRE-TEST LEVEL: Click on the arrow key to the right of the box nexPre-Test Level.
Click on the appropriate level.

PRE-TEST SCORE: Enter the Pre-Test TABE Scale Score.
Hint: Pre-Test Score must be 160 or higher.

PRE-TEST DATE: Enter the Pre-Test Date here in the following farmdM/DD/YYYY.
Hint: Pre-Test date must be on or after 3/3/08.

SAVE: You must clicaveto save all the data you entered for this adultform 5. If the
changes are saved correctly, you will receive tiewing message in the Status Barme

record was added; or, if the record was editede rBlcord was updatedif there is an error in

data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again clgave You must

click Savebefore you can enter the Adult’'s Post-Test data.

To add Post-Test data, Clidldd Post Test. An Adult Performance Indicator — Post Test screen
will appear.

POST-TEST NAME: Click on the first Post-Test column. Click on tight arrow and select
the next consecutive number for the Posttest (E'qpsttest=Post-Test 1"%posttest=Posttest
2, etc. You may enter up tol10 post-tests per adult

POST-TEST FORM #: Click on the first Form column. Click on the rigintrow and select the
appropriate form number.

POST-TEST LEVEL: Click on the first Level column. Click on the rigirrow key and select
the appropriate level.

POST-TEST SCORE: Enter the Post-Test TABE Scale Score.
Hint: Post-Test Score must be 160 or higher.

NUMBER OF HOURS COMPLETED SINCE LAST TEST: Enter the number of hours
completed since the last test (e.qg., for Post-Teshter the number of hours completed between
the Pre-Test and Post-Test 1; for Post-Test 21 émenumber of hours completed between Post-
Test 1 and Post-Test 2, etc.)

POST-TEST DATE: Enter the Post-Test Date here in the following farrmMM/DD/YYYY.
Hint: Post-Test date must be on or after 7/2/08.

SAVE: You must clicbaveto save all the Post-Test data you entered far dllult for Form 5.
You may now add subsequent Post-Test scores ygngicAdd Post Test. You may change

already-entered Post-Test data by clicking onitieeyou wish to edit and entering data as
described above.
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Note: If you accidentally enter the same Post-Neshe more than once, you will receive this
message Selected Post Test already exists. Please makeheer selection and resubmitif
you receive this message, rename the Post-Testliakcbave.

Click Return to return to Form 1.
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DATA COLLECTION FORM 6 — BEST ESL Adult Learning Ga ins
FORM 6: ADULT PERFORMANCE INDICATOR A-2:
BEST Literacy ESL ADULT LEARNING GAINS

HOW TO MOVE INTO THE FORM 6 SCREEN: Go to Form 1 and locate the Adult for
whom you wish to enter BEST Literacy data. Lodhtelist ofAdult Participant Forms on the
right hand side of the screen and click the batkhéoright ofA-2. Click Form 6: A-2 BEST
ESL Gains.

Note that the Project ID, Project Name, Primary lAdlD, Primary Adult Last Name, and
Primary Adult First Name automatically appear ia tlpper right hand side of the screen.
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PRE-TEST FORM #: Click on the arrow key to the right of the box nexPre-Test Form #.
Click on the appropriate form type (B, C, or D).

PRE-TEST SCORE: Enter the Pre-Test BEST Literacy Scale Score.

PRE-TEST DATE: Enter the Pre-Test Date here in the following farmM/DD/YYYY.
Hint: Pre-Test date must be on or after 3/3/08.

SAVE: You must clicbaveto save all the data you entered for this adultform 6. If the
changes are saved correctly, you will receive tiewing message in the Status Bare

record was added; or, if the record was editede rBlcord was updatedif there is an error in

data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again cl8ave You must clicsavebefore you can enter

the Adult’'s Post-Test data.

To add Post-Test data, Clidldd Post Test. An Adult Performance Indicator — Post Test screen
will appear.

POST-TEST NAME: Click on the first Post-Test column. Click on tight arrow and select
the next consecutive number for the Posttest (E'qpsttest=Post-Test 1"%posttest=Posttest
2, etc.). You may enter up to 8 post-tests peltadu

POST-TEST FORM #: Click on the first Form column. Click on the rigintrow and select the
appropriate form type (B, C, or D).

POST-TEST SCORE: Enter the Post-Test BEST Literacy Scale Score.

NUMBER OF HOURS COMPLETED SINCE LAST TEST: Enter the number of hours
completed since the last test (e.q., for Post-Teshter the number of hours completed between
the Pre-Test and Post-Test 1; for Post-Test 21 émenumber of hours completed between Post-
Test 1 and Post-Test 2, etc.)

POST-TEST DATE: Enter the Post-Test Date here in the following farmMM/DD/YYYY.
Hint: Post-Test date must be on or after 7/2/08.

SAVE: You must clicSaveto save all the Post-Test data you entered far dllult for Form 6.

You may now add subsequent Post-Test scores yndicAdd Posttest. You may change
already-entered Post-Test data by clickifgtit Post Test.

Note: If you accidentally enter the same Post-Nashe more than once, you will receive this
message Selected Post Test already exists. Please maltheer selection and resubmitif
you receive this message, rename the Post-Testliak®Gave.

Click Return to return to Form 1.
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DATA COLLECTION FORM 6.1 — BEST Plus ESL Adult Lear ning Gains
FORM 6.1: ADULT PERFORMANCE INDICATOR A-2:
BEST Plus ESL ADULT LEARNING GAINS

HOW TO MOVE INTO THE FORM 6.1 SCREEN: Go to Form 1 and locate the Adult for
whom you wish to enter BEST Plus data. Locatdigt@f Adult Participant Forms on the
right hand side of the screen and click the batkhéoright ofA-2.Click Form 6.1: A-2 BEST
Plus ESL Gains

Note that the Project ID, Project Name, Primary iA¢lD, Primary Adult Last Name, and
Primary Adult First Name automatically appear ia tlpper right hand side of the screen.
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PRE-TEST SCORE: Enter the Pre-Test BEST Plus Score.

PRE-TEST DATE: Enter the Pre-Test Date here in the following farmdM/DD/YYYY.
Hint: Pre-Test date must be on or after 3/3/08.

SAVE: You must clicsaveto save all the data you entered for this adultHorm 6.1. If the
changes are saved correctly, you will receive thiewing message in the Status Barhe

record was added; or, if the record was editede rElecord was updatedif there is an error in

data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again cl&ave You must clicksavebefore you can enter

the Adult’'s Post-Test data.

To add Post-Test data, Clidldd Post Test. An Adult Performance Indicator — Post Test screen
will appear.

POST-TEST NAME: Click on the first Post-Test column. Click on tight arrow and select
the next consecutive number for the Posttest (€'qosttest=Post-Test 1Td2posttest:Posttest
2, etc.). You may enter up to 8 post-tests peltadu

POST-TEST SCORE: Enter the Post-Test BEST Plus Score.

NUMBER OF HOURS COMPLETED SINCE LAST TEST: Enter the number of hours
completed since the last test (e.q., for Post-Teshter the number of hours completed between
the Pre-Test and Post-Test 1; for Post-Test 21 émenumber of hours completed between Post-
Test 1 and Post-Test 2, etc.)

POST-TEST DATE: Enter the Post-Test Date here in the following farmMM/DD/YYYY.
Hint: Post-Test date must be on or after 7/2/08.

SAVE: You must clickaveto save all the Post-Test data you entered far dldliult for Form
6.1.

You may now add subsequent Post-Test scores yrgicAdd Posttest. You may change
already-entered Post-Test data by clickifgtit Post Test.

Note: If you accidentally enter the same Post-Nashe more than once, you will receive this
message Selected Post Test already exists. Please makeheer selection and resubmitif
you receive this message, rename the Post-Testliakcbave.

Click Return to return to Form 1.
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DATA COLLECTION FORM 7 — CELSA ESL Adult Learning G ains
FORM 7: ADULT PERFORMANCE INDICATOR A-2:
CELSA ESL ADULT LEARNING GAINS

HOW TO MOVE INTO THE FORM 7 SCREEN: Go to Form 1 and locate the Adult for
whom you wish to enter CELSA data. Locate thedfshdult Participant Forms on the right
hand side of the screen and click the box to et wfA-2. Click Form 7: A-2 CELSA ESL

Gains.

Note that the Project ID, Project Name, Primary iAdlD, Primary Adult Last Name, and
Primary Adult First Name automatically appear ia tlpper right hand side of the screen.
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PRE-TEST FORM #: Click on the arrow key to the right of the box nexPre-Test Form #.
Click on the appropriate form number.

PRE-TEST SCORE: Enter the Pre-Test CELSA Raw Score.

Hint: Pre-Test Score may not be 70 or higher. Ifsdwith CELSA scores of 70 or higher have
completed the High Advanced ESL level and are ngdoeligible to participate in ICCB Adult
Education and Family Literacy ESL-funded classes.

PRE-TEST DATE: Enter the Pre-Test Date here in the following farmdM/DD/YYYY.
Hint: Pre-Test date must be on or after 3/3/08.

SAVE: You must clicsaveto save all the data you entered for this adultform 7. If the
changes are saved correctly, you will receive thiewing message in the Status Barhe

record was added; or, if the record was editede rElecord was updatedi there is an error in

data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again cl&ave You must clickavebefore you can enter

the Adult’'s Post-Test data.

To add Post-Test data, Clidldd Post Test. An Adult Performance Indicator — Post Test screen
will appear.

POST-TEST NAME: Click on the first Post-Test column. Click on tight arrow and select
the next consecutive number for the Posttest (€'qosttest=Post-Test 1Td2posttest:Posttest
2, etc.). You may enter up to 8 post-tests peltadu

POST-TEST FORM #: Click on the first Form column. Click on the rigintrow and select the
appropriate form number.

POST-TEST SCORE: Enter the Post-Test CELSA Raw Score.

NUMBER OF HOURS COMPLETED SINCE LAST TEST: Enter the number of hours
completed since the last test (e.g., for Post-Teshter the number of hours completed between
the Pre-Test and Post-Test 1; for Post-Test 21 émenumber of hours completed between Post-
Test 1 and Post-Test 2, etc.)

POST-TEST DATE: Enter the Post-Test Date here in the following farrmMM/DD/YYYY.
Hint: Post-Test date must be on or after 7/2/06.

SAVE: You must clicbaveto save all the Post-Test data you entered far dllult for Form 7.

You may now add subsequent Post-Test scores yrngicAdd Posttest. You may change
already-entered Post-Test data by clickifgtit Post Test.

Note: If you accidentally enter the same Post-Neshe more than once, you will receive this
message Selected Post Test already exists. Please makeheer selection and resubmitif

you receive this message, rename the Post-Testliakcbave.

Click Return to return to Form 1.
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DATA COLLECTION FORM 8 — Adult Education and Employ ment Goals
ADULT PERFORMANCE INDICATOR A-3:
EDUCATION AND EMPLOYMENT-RELATED GOALS

HOW TO MOVE INTO THE FORM 8 SCREEN: Go to Form 1 and locate the Adult for
whom you wish to enter Performance Indicator A-Badalocate the list ohdult Participant
Forms on the right hand side of the screen and cliclbtiveto the right oA-3. Click Form8:

A-3 Adult Education & Employment Goals.

Hint #1: Form 8 must be completed for all Evenr&dults who are NOT taking ABE, ASE, or
ESL classes (i.e., are not assessed by Performadomtors A-1 or A-2). If A-1 & A-2 are not
applicable for the adult, be certain to check tlo o the left of “A-1 & A-2 Not Applicable”.

Hint #2: A-3 is OPTIONAL for adults who are curtlgrtaking ABE, ASE, or ESL classes. If
you wish to enter A-3 data for these adults, diekbox to the right of A-3 and do not click the
“A-1 & A-2 Not Applicable” box.
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Note that the Project ID, Project Name, Primary iAdlD, Primary Adult Last Name, and
Primary Adult First Name automatically appear ia tlpper right hand side of the screen.

Hint: If yours is a continuing project and goalem set for this adult last year, these goals may
reappear this year in the FY2009 dataset. If theynot relevant for FY’09, delete the goal. If
they are relevant, update the goal assessment eyyeropriate.

To add goal information, clickdd Goal.

GOAL CODE: Click on the first Goal column. Click on the riglnrow and select the
appropriate code.

DATE GOAL SET: Enter the date this goal was set with the adule the following format:
MM/DD/YYYY (M=Month, D=Day, Y=Year).

TIMEFRAME FOR ATTAINMENT: Click on the first Timeframe for Attainment column
Click on the appropriate code.

EXTENT OF GOAL ATTAINMENT: Click on the first Extent of Goal Attainment column
Click on the appropriate code.

DATE OF ASSESSMENT: Enter the date of assessment using the followingdt:
MM/DD/YYYY (M=Month, D=Day, Y=Year).

NOTES: Staff members may use this section to type in¢ertments, observations, and
follow-up notes that offer evidence for how the Igpas assessed, and why the rating of extent
of goal attainment (none, some, or full) was intkdafor the adult.
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SAVE: You must clickSaveto save all the data you entered for this adult fo
Form 8.

IF YOU WISH TO ENTER ANOTHER GOAL FOR AN ADULT: Click Add Goal.
Continue as before. You may enter as many goasrf@dult as you wish.

IF YOU WISH TO EDIT A GOAL FOR AN ADULT: Click in the column you wish to edit.
Enter the desired changes, and clave

Click Return to return to Form 1.

Hint: If you choose Goal #20, ‘Earn a high schdglloma’, or Goal 15 ‘Pass the GED exams’,
please remember to complete the School Age Staldisnf Form 3.
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DATA COLLECTION FORM 9 — Child Language and Literac y Development Goals
FORM 9: CHILD PERFORMANCE INDICATOR C-1:
CHILD AGES BIRTH TO THREE YEARS DEVELOPMENTALLY
APPROPRIATE LANGUAGE AND EMERGENT LITERACY GOALS

HOW TO MOVE INTO THE FORM 9 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter Gdata. Go to the bottom of Form 1 and locate
the section titledChild Data (Form 2). Click to the left of the Child’s ID number.

Hint: If the child’s name does not appear, then yxave not entered Form 2 data for the child.
Go to Form 2 (see page 34), enter and save thaedqlata, and locate the section tit@hild
Data (Form 2). Click Edit Child .

Click Form 9: C-1 Language and Literacy Developmental Gda (located on lower middle,
right side of screen).

Hint: If Form 9: C-1 Language and Literacy Developmental Godlses not appear in the box,
you must first select “Birth to Three” as the Gra@ategory. The Grade Category options are
located on the upper middle, right side of the snre
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Note that the Project ID, Project Name, Primary lAdtlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

To add goal information, clickdd Goal.

GOAL CATEGORY: Click on the first Language and Emergent Litera@&v€&opmental Code
Category column. Click on the right arrow andesethe appropriate goal category. Click on
appropriate code.

DATE GOAL FIRST DISCUSSED AND IDENTIFIED: Enter the date this goal was first
discussed and identified for this child. Use thiofving format: MM/DD/YYYY (M=Month,
D=Day, Y=Year).

OBSERVATIONS OF CHILD’S BEHAVIORS: Click on the first Observations of Child’s
Behaviors column. Click on the right arrow andesethe appropriate observation rating. Click
on the appropriate rating.

DATE ASSESSED: Enter the date this goal was assessed for thid.chise the following
format: MM/DD/YYYY (M=Month, D=Day, Y=Year).

NOTES: Staff members may use this section to type in¢ertments, observations, and
follow-up notes that offer evidence for how the Igsas assessed, and why the results of
observing the child’s behaviors (not observed labhalserved sporadically, observed
consistently) was indicated for the child.

SAVE: You must clickSaveto save all the data you entered for this childBorm 9.
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IF YOU WISH TO ENTER ANOTHER GOAL FOR A CHILD: Click Add Goal.
Continue as before. You may enter as many goals é¢bild as you wish.

IF YOU WISH TO EDIT A GOAL FOR A CHILD: Click in the column you wish to edit.
Enter the desired changes, and ckave.

Click Return to return to Form 2.

Click Return again to return to Form 1.
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DATA COLLECTION FORM 10 — Child Language Development and Literacy
FORM 10: CHILD PERFORMANCE INDICATOR C-2: CHILD A GES 3-5 CONTINUOUS
PROGRESS IN LANGUAGE DEVELOPMENT AND LITERACY

HOW TO MOVE INTO THE FORM 10 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter Gdata. Go to the bottom of Form 1 and locate
the section titledChild Data (Form 2). Click to the left of the Child’s ID number.

Hint: If the child’s name does not appear, then yave not entered Form 2 data for the child.
Go to Form 2 (see page 34), enter and save th@edglata, and locate the section tit(&aild
Data (Form 2). Click Edit Child.

Click Form 10: C-2 Continuous Progress in Language Devglment and Literacy (located
on lower middle, right side of screen).

Hint: If Form 10: C-2 Continuous Progress in Language Devaioent and Literacydoes not
appear in the box, you must first select “Thre&iwe” as the Grade Category. The Grade
Category options are located on the upper middightrside of the screen.
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Note that the Project ID, Project Name, Primary lAdtlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

BASELINE ASSESSMENT: Date: Enter the date of the baseline assessment, using th
following format: MM/DD/YYYY (M=Month, D=Day, Y=Yaer).

BASELINE ASSESSMENT: Teacher: Enter the name of the child’s teacher here.
BASELINE ASSESSMENT: School: Enter the name of the child’s school here.

Hint: If this is a “continuing” child from FY ‘09the original baseline data will appear. You
must enter a new update of most recent assessfoeattsskills.

MOST RECENT ASSESSMENT: Teacher:Enter the name of the child’s teacher here.
MOST RECENT ASSESSMENT: School: Enter the name of the child’s school here.

SAVE: You must clickSaveto save all the data you entered for this childMorm 10. Note
that once you click Save, the Assessment Skilld &ppears.
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To edit or add an assessment, click on the BasAksessment or Most Recent Assessment
column you wish to enter

BASELINE ASSESSMENT: Skills 1-12: Skills 1-4 will initially appear (see above). by

wish to enter Baseline Assessment Skill 1, clicklenBaseline Assessment column for Skill 1.
Click on the right arrow and select the approprégsessment rating. To move to Skill 2, click
on the Baseline Assessment column for Skill 2.clCéin the right arrow and select the
appropriate assessment rating. Follow these step@mplete all Baseline Skill assessments.
Hint #1: After you finish entering the rating f8Kill 4, use the scroll bar on the right hand side
of the assessment grid to access Skills 4-12.

Hint #2: You can enter “1”, “2”, or “3” directly into each skill column if you do not wish to use
the drop down rating codes.

Click Savewhen you are finished entering baseline assessrfaritss child.
MOST RECENT ASSESSMENT: Skills 1-12: Skills 1-4 will initially appear (see above). If

you wish to enter Most Recent Assessment Skillidk on the Most Recent Assessment column
for Skill 1. Click on the right arrow and selebetappropriate assessment rating. To move to
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Skill 2, click on the Most Recent Assessment coldarrSkill 2. Click on the right arrow and
select the appropriate assessment rating. Follesetsteps to complete all Most Recent Skill
assessments.

Hint: After you finish entering the rating for 8ld4, use the scroll bar on the right hand side of
the assessment grid to access Skills 4-12.

Click Savewhen you are finished entering most assessmentkifochild.

MOST RECENT ASSESSMENT: Date: For each Most Recent Assessment of a skill, enter
the most recent assessment date using the folldiemgat: MM/DD/YYYY (M=Month,

D=Day, Y=Year). Note: different skills may havedn assessed on different dates.

SAVE: You must clickSaveto save all the data you entered for this childBorm 10.

Click Return to return to Form 2.

Click Return again to return to Form 1.

OER Associates LLC (8/25/08) lllinois Even Stadership Project
FY’'09 Web-Based FLAIR Database and Reporting 8By$tersion 9.0 Technical Manual Page 61



DATA COLLECTION FORM 11.K — Child Reading Readiness and Reading Level
FORM 11.K: CHILD PERFORMANCE INDICATOR C-3:
READING READINESS AND READING LEVEL FOR KINDERGARTE N

HOW TO MOVE INTO THE FORM 11.K SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter Gddta. Go to the bottom of Form 1 and locate
the section titlecChild Data (Form 2). Click to the left of the Child’s ID number.

Hint: If the child’s name does not appear, then yave not entered Form 2 data for the child.
Go to Form 2 (see page 34), enter and save th@edqglata, and locate the section tit&aild
Data (Form 2). Click Edit Child.

Click Form 11.K: C-3 Reading Readiness and Reading Levhir Kindergarten (located on
lower middle, right side of screen).

Hint: If Form 11.K: C-3 Reading Readiness and Reading LdwvelKindergartendoes not
appear in the box, you must first select “Grade &' the Grade Category. The Grade Category
options are located on the upper middle, right fléhe screen.
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Note that the Project ID, Project Name, Primary iAtlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

CLASSROOM ENTRY ASSESSMENT: Date: Enter the date of the baseline assessment,
using the following format: MM/DD/YYYY (M=Month, BDay, Y=Year).

CLASSROOM ENTRY ASSESSMENT: Teacher:Enter the name of the child’s teacher here.
CLASSROOM ENTRY ASSESSMENT: School: Enter the name of the child’s school here.
MOST RECENT ASSESSMENT: Teacher:Enter the name of the child’s teacher here.
MOST RECENT ASSESSMENT: School: Enter the name of the child’s school here.

SAVE: You must clickSaveto save all the data you entered for this childForm 11.K. Note
that once you click Save, the Assessment Skilld Gppears.
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CLASSROOM ENTRY ASSESSMENT: Skills 1-12: Skills 1-4 will initially appear (see
above). If you wish to enter Classroom Entry Asegnt Skill 1, click on the Classroom Entry
Assessment column for Skill 1. Click on the rightow and select the appropriate assessment
rating. To move to Skill 2, click on the Classro&miry Assessment column for Skill 2. Click
on the right arrow and select the appropriate agsest rating. Follow these steps to complete
all Classroom Entry Skill assessments.

Hint #1: After you finish entering the rating f8Kill 4, use the scroll bar on the right hand side
of the assessment grid to access Skills 4-12.

Hint #2: You can enter “1”, “2”, “3”, or “4” direc tly into each skill column if you do not wish
to use the drop down rating codes.

Click Savewhen you are finished entering classroom entryssssents for this child.

MOST RECENT ASSESSMENT: Skills 1-12: Skills 1-4 will initially appear (see above). If
you wish to enter Most Recent Assessment Skillidk on the Most Recent Assessment column
for Skill 1. Click on the right arrow and selebetappropriate assessment rating. To move to
Skill 2, click on the Most Recent Assessment coldarrSkill 2. Click on the right arrow and
select the appropriate assessment rating. Follesetsteps to complete all Most Recent Skill
assessments.

Hint: After you finish entering the rating for 84, use the scroll bar on the right hand side of
the assessment grid to access Skills 4-12.
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Click Savewhen you are finished entering most assessmenthigochild.

MOST RECENT ASSESSMENT: Date: For each Most Recent Assessment of a skill, enter
the most recent assessment date using the folldemgat: MM/DD/YYYY (M=Month,

D=Day, Y=Year). Note: different skills may havedn assessed on different dates.

SAVE: You must clickSaveto save all the data you entered for this childMorm 11.K

Click Return to return to Form 2.

Click Return again to return to Form 1.
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DATA COLLECTION FORM 11.1 — Child Reading Readinessand Reading Level
FORM 11.1: CHILD PERFORMANCE INDICATOR C-3:
READING READINESS AND READING LEVEL FOR FIRST GRADE

HOW TO MOVE INTO THE FORM 11.1 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter Gdd@ta. Go to the bottom of Form 1 and locate
the section titledChild Data (Form 2). Click to the left of the Child’s ID numbeHint: If the
child’s name does not appear, then you have naredtForm 2 data for the child. Go to Form
2 (see page 34), enter and save the required daidh|ocate the section titlgdhild Data (Form
2). Click Edit Child .

Click Form 11.1: C-3 Reading Readiness and Reading Levfer Grade 1 (located on lower
middle, right side of screen).

Hint: If Form 11.1: Reading Readiness and Reading Level@&ade 1does not appear in the
box, you must first select “Grade 1” as the Gradat€jory. The Grade Category options are
located on the upper middle, right side of the snre
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Note that the Project ID, Project Name, Primary iA¢tlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

CLASSROOM ENTRY ASSESSMENT: Date: Enter the date of the baseline assessment,
using the following format: MM/DD/YYYY (M=Month, BDay, Y=Year).

CLASSROOM ENTRY ASSESSMENT: Teacher:Enter the name of the child’s teacher here.
CLASSROOM ENTRY ASSESSMENT: School: Enter the name of the child’s school here.
MOST RECENT ASSESSMENT: Teacher:Enter the name of the child’s teacher here.
MOST RECENT ASSESSMENT: School: Enter the name of the child’s school here.

SAVE: You must clickSaveto save all the data you entered for this childForm 11.1. Note
that once you click Save, the Assessment Skilld Gppears.
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CLASSROOM ENTRY ASSESSMENT: Skills 1-10: Skills 1-4 will initially appear (see
above). If you wish to enter Classroom Entry Asegnt Skill 1, click on the Classroom Entry
Assessment column for Skill 1. Click on the rightow and select the appropriate assessment
rating. To move to Skill 2, click on the Classro&mtry Assessment column for Skill 2. Click
on the right arrow and select the appropriate agsest rating. Follow these steps to complete
all Classroom Skill assessments.

Hint #1: After you finish entering the rating f8Kill 4, use the scroll bar on the right hand side
of the assessment grid to access Skills 4-10.

Hint #2: You can enter “1”, “2”, “3”, or “4” direc tly into each skill column if you do not wish
to use the drop down rating codes.

Click Savewhen you are finished entering classroom entryssssents for this child.

MOST RECENT ASSESSMENT: Skills 1-10: Skills 1-4 will initially appear (see above). If
you wish to enter Most Recent Assessment Skillidk on the Most Recent Assessment column
for Skill 1. Click on the right arrow and selebetappropriate assessment rating. To move to
Skill 2, click on the Most Recent Assessment coldorrskill 2. Click on the right arrow and
select the appropriate assessment rating. Fohegetsteps to complete all Most Recent Skill
assessments.

Hint: After you finish entering the rating for 8ld4, use the scroll bar on the right hand side of
the assessment grid to access Skills 4-10.
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Click Savewhen you are finished entering most assessmentkifochild.

MOST RECENT ASSESSMENT: Date: For each Most Recent Assessment of a skill, enter
the most recent assessment date using the folldiemgat: MM/DD/YYYY (M=Month,

D=Day, Y=Year). Note: different skills may havedn assessed on different dates.

SAVE: You must clickSaveto save all the data you entered for this childForm 11.1

Click Return to return to Form 2.

Click Return again to return to Form 1.
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DATA COLLECTION FORM 11.2 — Child Reading Readinessand Reading Level
FORM 11.2: CHILD PERFORMANCE INDICATOR C-3:
READING READINESS AND READING LEVEL FOR SECOND GRAD E

HOW TO MOVE INTO THE FORM 11.2 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter Gdd@ta. Go to the bottom of Form 1 and locate
the section titlecChild Data (Form 2). Click to the left of the Child’s ID numbeHint: If the
child’s name does not appear, then you have naredtForm 2 data for the child. Go to Form
2 (see page 34), enter and save the required dai)ocate the section titledhild Data (Form
2). Click Edit Child .

Click Form 11.2: C-3 Reading Readiness and Reading Levfer Grade 2 (located on lower
middle, right side of screen).

Hint: If Form 11.2: Reading Readiness and Reading Level@&nade 2does not appear in the
box, you must first select “Grade 2” as the Gradat€yjory. The Grade Category options are
located on the upper middle, right side of the snre
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Note that the Project ID, Project Name, Primary iAtlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

CLASSROOM ENTRY ASSESSMENT: Date: Enter the date of the baseline assessment,
using the following format: MM/DD/YYYY (M=Month, BDay, Y=Year).

CLASSROOM ENTRY ASSESSMENT: Teacher:Enter the name of the child’s teacher here.
CLASSROOM ENTRY ASSESSMENT: School: Enter the name of the child’s school here.
MOST RECENT ASSESSMENT: Teacher:Enter the name of the child’s teacher here.
MOST RECENT ASSESSMENT: School: Enter the name of the child’s school here.

SAVE: You must clickSaveto save all the data you entered for this childForm 11.2. Note
that once you click Save, the Assessment Skilld Gppears.
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CLASSROOM ENTRY ASSESSMENT: Skills 1-11: Skills 1-4 will initially appear (see
above). If you wish to enter Classroom Entry Asegnt Skill 1, click on the Classroom Entry
Assessment column for Skill 1. Click on the rightow and select the appropriate assessment
rating. To move to Skill 2, click on the Classro&miry Assessment column for Skill 2. Click
on the right arrow and select the appropriate agsest rating. Follow these steps to complete
all Classroom Entry Skill assessments.

Hint #1: After you finish entering the rating f8Kill 4, use the scroll bar on the right hand side
of the assessment grid to access Skills 4-11.

Hint #2: You can enter “1”, “2”, “3”, or “4” direc tly into each skill column if you do not wish
to use the drop down rating codes.

Click Savewhen you are finished entering classroom entrysassents for this child.

MOST RECENT ASSESSMENT: Skills 1-11: Skills 1-4 will initially appear (see above). If
you wish to enter Most Recent Assessment Skillidk on the Most Recent Assessment column
for Skill 1. Click on the right arrow and selebetappropriate assessment rating. To move to
Skill 2, click on the Most Recent Assessment coldarrSkill 2. Click on the right arrow and
select the appropriate assessment rating. Follesetsteps to complete all Most Recent Skill
assessments.

Hint: After you finish entering the rating for 8ld, use the scroll bar on the right hand side of
the assessment grid to access Skills 4-11.

Click Savewhen you are finished entering most assessmenthigochild.

MOST RECENT ASSESSMENT: Date: For each Most Recent Assessment of a skill, enter
the most recent assessment date using the folldemgat: MM/DD/YYYY (M=Month,
D=Day, Y=Year). Note: different skills may havedn assessed on different dates.

SAVE: You must clickSaveto save all the data you entered for this childForm 11.2

Click Return to return to Form 2.
Click Return again to return to Form 1.
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DATA COLLECTION FORM 11.3 — Child Reading Readinessand Reading Level
FORM 11.3: CHILD PERFORMANCE INDICATOR C-3:
READING READINESS AND READING LEVEL FOR THIRD GRADE

HOW TO MOVE INTO THE FORM 11.3 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter Gddta. Go to the bottom of Form 1 and locate
the section titledChild Data (Form 2). Click to the left of the Child’s ID numbeHint: If the
child’s name does not appear, then you have naredtForm 2 data for the child. Go to Form
2 (see page 34), enter and save the required dat)ocate the section titledhild Data (Form
2). Click Edit Child .

Click Form 11.3: C-3 Reading Readiness and Reading Levfer Grade 3 (located on lower
middle, right side of screen).

Hint: If Form 11.3: Reading Readiness and Reading Level@ade 3does not appear in the
box, you must first select “Grade 3” as the Gradat€gjory. The Grade Category options are
located on the upper middle, right side of the snre
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Note that the Project ID, Project Name, Primary lAdtlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

CLASSROOM ENTRY ASSESSMENT: Date: Enter the date of the baseline assessment,
using the following format: MM/DD/YYYY (M=Month, BDay, Y=Year).

CLASSROOM ENTRY ASSESSMENT: Teacher:Enter the name of the child’s teacher here.
CLASSROOM ENTRY ASSESSMENT: School: Enter the name of the child’s school here.
MOST RECENT ASSESSMENT: Teacher:Enter the name of the child’s teacher here.
MOST RECENT ASSESSMENT: School: Enter the name of the child’s school here.

SAVE: You must clickSaveto save all the data you entered for this childForm 11.3. Note
that once you click Save, the Assessment Skilld Gppears.
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CLASSROOM ENTRY ASSESSMENT: Skills 1-10: Skills 1-4 will initially appear (see
above). If you wish to enter Classroom Entry Aseent Skill 1, click on the Classroom Entry
Assessment column for Skill 1. Click on the rightow and select the appropriate assessment
rating. To move to Skill 2, click on the Classro&miry Assessment column for Skill 2. Click
on the right arrow and select the appropriate assest rating. Follow these steps to complete
all Classroom Skill assessments.

Hint #1: After you finish entering the rating f8kill 4, use the scroll bar on the right hand side
of the assessment grid to access Skills 4-10.

Hint #2: You can enter “1”, “2”, “3”, or “4” direc tly into each skill column if you do not wish
to use the drop down rating codes.

Click Savewhen you are finished entering classroom entrysassents for this child.

MOST RECENT ASSESSMENT: Skills 1-10: Skills 1-4 will initially appear (see above). If
you wish to enter Most Recent Assessment Skillidk on the Most Recent Assessment column
for Skill 1. Click on the right arrow and selebetappropriate assessment rating. To move to
Skill 2, click on the Most Recent Assessment coldarrsSkill 2. Click on the right arrow and
select the appropriate assessment rating. Fohegetsteps to complete all Most Recent Skill
assessments.

Hint: After you finish entering the rating for 84, use the scroll bar on the right hand side of
the assessment grid to access Skills 4-10.
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Click Savewhen you are finished entering most assessmentkifochild.

MOST RECENT ASSESSMENT: Date: For each Most Recent Assessment of a skill, enter
the most recent assessment date using the folldiemgat: MM/DD/YYYY (M=Month,

D=Day, Y=Year). Note: different skills may havedn assessed on different dates.

SAVE: You must clickSaveto save all the data you entered for this childForm 11.3

Click Return to return to Form 2.

Click Return again to return to Form 1.
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DATA COLLECTION FORM 12 — Child Attendance for Ages Birth to Three
CHILD PERFORMANCE INDICATOR C-4

HOW TO MOVE INTO THE FORM 12 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter Gddta. Go to the bottom of Form 1 and locate
the section titlecChild Data (Form 2). Click to the left of the Child’s ID numbeHint: If the
child’s name does not appear, then you have naredtForm 2 data for the child. Go to Form
2 (see page 34), enter and save the required dai)ocate the section titledhild Data (Form
2). Click Edit Child .

Click Form 12: Attendance Module(located on lower middle, right side of screen).

Hint: If Form 12: Attendance Modul@loes not appear in the box, you must first séRicth to
Three” as the Grade Category. The Grade Categ@tyons are located on the upper middle,
right side of the screen.

Note: Your Site Master User will make the decismmether your project is using the Daily
Attendance Screens or the Monthly Attendance Serierentering attendance data. Both types
of attendance data entry are described for Form 12.
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FORM 12 (continued)
FOR PROJECTS USING THE DAILY ATTENDANCE SCREENS FOR DATA ENTRY

Note that the Project ID, Project Name, Primary iAdtlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.
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Selecting the Month. There are two ways to select the month for which would like to enter
data:

1. Click “Previous Month” or “Next Month” until the month for which you would like to enter
data appears.

2. Click on the box in the middle of “Previous Mbhand “Next Month”, scroll down to find
the month for which you would like to enter datag @lick on that month.

Selecting Default Hours. Your Site Master User may set up to two defaafisible number of
hours for child education. To enter child eduacapossible default hours, your Site Master User
should go to the Administration Menu and click ottedance Possible Hours (see page 16 for
additional instructions for setting default hour§nce your Site Master User has set one or two
default possible number of hours for child eduaatimu may apply this default as follows:

1. Click on the arrow key to the right of the baexhto Child Education Possible Hours. Click
on the number of hours you would like to be thiadk possible hours for this child (in the
example below, the Site Master User has set “52bas Child Education Possible Hours,
so the User for this project can select eitherd6"2”.

2. Click on the days of the week for which you wblike the default hours to apply. For
example, if this child attends child educatiorssks 3 hours per day on Monday,
Wednesday, and Friday, you would click the boxetheé right of: “Monday”, “Wednesday”,
and “Friday”.

3. Click Apply Default. You will see the default hours appear in alihef days specified. For
the example described above, a “5” will appeafaurs Possible for every Monday,
Wednesday, and Friday for the month.

Hint #1: Apply Default only applies to the momhwhich you clickApply Default.
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Hint #2: You may “override” a default in a partitar day by typing in a new value in the day’s
Hours Possible slot (for example, if class did matet on a particular Monday, you can replace
the default value of “3” by deleting the “3” andpyng in “0”. Remember t&ave.

Caution: If you click Apply Default after you haveverridden a default value, the default
value will reappear.

ENTERING CHILD ATTENDANCE HOURS
There are five buttons across the middle of theestrCenter Education, Center Interactive
Literacy, Home Education, Home Interactive Literacy, andView Monthly Summary.
- To enter Child Center-Based Child Education Atteraga clickCenter Education;
To enter Child Center-Based Interactive LiteracteAtlance, cliciCenter Interactive
Literacy;
To enter Child Home-Based Child Education Atten@amtickHome Education;
To enter Child Home-Based Interactive Literacy Attance, clickHome Interactive
Literacy.

The following instructions apply to each of the fdypes of activities. When entering
attendance, be certain you are entering datahetcdrrect type of activity.

Daily Attendance is entered into a monthly caler(@saily Attendance Screens). The month
appears in the middle of the screen (e.g., July2B80gust 2008, etc.). First, be certain you are
in the correct month. To move to a different moistick Next Month or Previous Month, as
applicable, or click on the month for which you vablike to enter data. For every date,

Monday through Saturday, for the selected mon#retlare two rows, one for hours possible and
one for hours attended. For each day of the mamiter the number of possible hours (number
of hours offered to the child) in the top row. the bottom row, enter the number of hours
attended by the child.

Hint #1. The number of attended hours must be l@wvequal to possible hours.
Hint #2: If “N.A.” is recorded on Form 12, leavldse spaces blank on the Attendance Table.
Hint #3. Record hours in decimals or whole numbetsg., 1, 1.2, 2.5, 5).

Hint #4: Possible hours must be input before atezhhours in order for attended hours to be
saved.

SAVE: You must clickSaveto save all the data you entered for this childefach type of
attendance activity for Form 12.

To see a summary of hours possible and attendeabbyh (and by type of activity), clickiew
Monthly Summary. Note that you will not be able to enter directlio your Monthly
Summary. You must enter all data into the DailjeAtlance Screens.

Click Return to return to Form 2.

Click Return to return to Form 1.
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FORM 12 (continued)
FOR PROJECTS USING THE MONTHLY ATTENDANCE SCREENS F OR DATA ENTRY

Note that the Project ID, Project Name, Primary iAdlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildH-irst Name automatically appear in the
upper right hand side of the screen.

There are four buttons across the middle of theescrCenter Education, Center Interactive
Literacy, Home Education,andHome Interactive Literacy.
- To enter Child Center-Based Child Education Atteroga clickCenter Education;
To enter Child Center-Based Interactive LiteracteAtlance, cliciCenter Interactive
Literacy;
To enter Child Home-Based Child Education Atten@amtick Home Education;

To enter Child Home-Based Interactive Literacy Attance, clickHome Interactive
Literacy.
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The following instructions apply to each of the fbypes of activities. When entering
attendance, be certain you are entering datahetcdrrect type of activity.

Monthly Attendance is entered into a table. Thaeel2 rows, one for each month in FY ‘09.
There are two columns, one for possible hours aredfor attended hours. For each month, enter
the number of possible hours (number of hours eff¢o the child) in the first column. In the
second column, enter the number of hours attengelebchild.

Hint #1. The number of attended hours must be l@wvequal to possible hours.

Hint #2: If “N.A.” is recorded on Form 12, leavldse spaces blank on the Attendance Table.

Hint #3: Record hours in decimals or whole numbetsg., 1, 1.2, 2.5, 5).

Hint #4: Possible hours must be input before atezhhours in order for attended hours to be
saved.

SAVE: You must clickSaveto save all the data you entered for this childefach type of
attendance activity for Form 12.

Click Return to return to Form 2.

Click Return to return to Form 1.
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DATA COLLECTION FORM 13 — Child Attendance for Ages Three to Five
CHILD PERFORMANCE INDICATOR C-5

HOW TO MOVE INTO THE FORM 13 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter Gd&ta. Go to the bottom of Form 1 and locate
the section titlecChild Data (Form 2). Click to the left of the Child’s ID numbeHint: If the
child’s name does not appear, then you have naredtForm 2 data for the child. Go to Form
2 (see page 34), enter and save the required dai)ocate the section titledhild Data (Form
2). Click Edit Child .

Click Form 13: Attendance Module(located on lower middle, right side of screen).

Hint: If Form 13: Attendance Modul@loes not appear in the box, you must first sélEutee

to Five” as the Grade Category. The Grade Categmstions are located on the upper middle,
right side of the screen.

Note: Your Site Master User will make the decismmether your project is using the Daily
Attendance Screens or the Monthly Attendance Seremrentering attendance data. Both types
of attendance data entry are described for Form 13.
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FORM 13 (continued)
FOR PROJECTS USING THE DAILY ATTENDANCE SCREENS FOR DATA ENTRY

Note that the Project ID, Project Name, Primary iAdlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildH-irst Name automatically appear in the
upper right hand side of the screen.

Selecting the Month. There are two ways to select the month for which would like to enter

data:
1. Click “Previous Month” or “Next Month” until the month for which you would like to enter

data appears.
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2. Click on the box in the middle of “Previous Mbhand “Next Month”, scroll down to find
the month for which you would like to enter datad @&lick on that month.

Selecting Default Hours. Your Site Master User may set up to two defaafisible number of
hours for child education. To enter child eduaagossible default hours, your Site Master User
should go to the Administration Menu and click otteddance Possible Hours (see page 16 for
additional instructions for setting default hour§nce your Site Master User has set one or two
default possible number of hours for child eduaatimu may apply this default as follows:

1. Click on the arrow key to the right of the baexhto Child Education Possible Hours. Click
on the number of hours you would like to be thiadk possible hours for this child (in the
example below, the Site Master User has set “52bas Child Education Possible Hours,
so the User for this project can select eitherd6"2”.

2. Click on the days of the week for which you wblike the default hours to apply. For
example, if this child attends child educatiorssks 3 hours per day on Monday,
Wednesday, and Friday, you would click the boxethé right of: “Monday”, “Wednesday”,
and “Friday”.

3. Click Apply Default. You will see the default hours appear in alihef days specified. For
the example described above, a “5” will appeafaurs Possible for every Monday,
Wednesday, and Friday for the month.

Hint #1: Apply Default only applies to the momthwhich you cliclApply Default.

Hint #2: You may “override” a default in a partitar day by typing in a new value in the day’s

Hours Possible slot (for example, if class did m&et on a particular Monday, you can replace

the default value of “5” by deleting the “3” andyng in “0”. Remember t&Gave.

Caution: If you click Apply Default after you haveverridden a default value, the default

value will reappear.
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ENTERING CHILD ATTENDANCE HOURS

There are five buttons across the middle of theestrCenter Education, Center Interactive
Literacy, Home Education, Home Interactive Literacy, andView Monthly Summary.
- To enter Child Center-Based Child Education Atteraga clickCenter Education;
To enter Child Center-Based Interactive LiteracteAtlance, cliciCenter Interactive
Literacy;
To enter Child Home-Based Child Education Atten@amtickHome Education;
To enter Child Home-Based Interactive Literacy Atance, clickHome Interactive
Literacy.

The following instructions apply to each of the fdypes of activities. When entering
attendance, be certain you are entering datahetcdrrect type of activity.

Daily Attendance is entered into a monthly caler@aily Attendance Screens). The month
appears in the middle of the screen (e.g., July2B80gust 2008, etc.). First, be certain you are
in the correct month. To move to a different moistitk Next Month or Previous Month, as
applicable, or click on the month for which you vablike to enter data. For every date,

Monday through Saturday, for the selected mon#retlare two rows, one for hours possible and
one for hours attended. For each day of the mamiter the number of possible hours (number
of hours offered to the child) in the top row. the bottom row, enter the number of hours
attended by the child.

Hint #1. The number of attended hours must be l@wvequal to possible hours.
Hint #2: If “N.A.” is recorded on Form 13, leavldse spaces blank on the Attendance Table.
Hint #3. Record hours in decimals or whole numbetsg., 1, 1.2, 2.5, 5).

Hint #4: Possible hours must be input before atezhhours in order for attended hours to be
saved.

SAVE: You must clickSaveto save all the data you entered for this childefach type of
attendance activity for Form 13.

To see a summary of hours possible and attendeaabbyh (and by type of activity), clickiew
Monthly Summary. Note that you will not be able to enter directlio your Monthly
Summary. You must enter all data into the DailjeAtlance Screens.

Click Return to return to Form 2.

Click Return to return to Form 1.
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FORM 13 (continued)
FOR PROJECTS USING THE MONTHLY ATTENDANCE SCREENS F OR DATA ENTRY

Note that the Project ID, Project Name, Primary iAdtlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

There are four buttons across the middle of theestrCenter Education, Center Interactive
Literacy, Home Education,andHome Interactive Literacy.
- To enter Child Center-Based Child Education Atteroga clickCenter Education,;
To enter Child Center-Based Interactive LiteracteAtlance, cliciCenter Interactive
Literacy;
To enter Child Home-Based Child Education Atten@amtick Home Education;

To enter Child Home-Based Interactive Literacy Attance, clickHome Interactive
Literacy.
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The following instructions apply to each of the fbypes of activities. When entering
attendance, be certain you are entering datahetcdrrect type of activity.

Monthly Attendance is entered into a table. Thael2 rows, one for each month in FY ‘09.
There are two columns, one for possible hours aredfor attended hours. For each month, enter
the number of possible hours (number of hours eff¢o the child) in the first column. In the
second column, enter the number of hours attengeldebchild.

Hint #1. The number of attended hours must be l@wvequal to possible hours.

Hint #2: If “N.A.” is recorded on Form 13, leavldse spaces blank on the Attendance Table.

Hint #3: Record hours in decimals or whole numbetsg., 1, 1.2, 2.5, 5).

Hint #4: Possible hours must be input before atezhhours in order for attended hours to be
saved.

SAVE: You must clickSaveto save all the data you entered for this childefach type of
attendance activity for Form 13.

Click Return to return to Form 2.

Click Return to return to Form 1.
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DATA COLLECTION FORM 14 — School Attendance and Grade Promotion
FORM 14: CHILD PERFORMANCE INDICATOR C-6 and C-7:
SCHOOL ATTENDANCE AND GRADE PROMOTION

HOW TO MOVE INTO THE FORM 14 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter Caid C-7 data. Go to the bottom of Form 1
and locate the section titl€zhild Data (Form 2). Click to the left of the Child’s ID number.
Hint: If the child’s name does not appear, then yave not entered Form 2 data for the child.
Go to Form 2 (see page 34), enter and save thenejdata, and locate the section titl€dhild
Data (Form 2). Click Edit Child .

Click Form 14: C-6 and C-7: School Attendance and Graderomotion (located on lower
middle, right side of screen).

Hint: If Form 14: C-6 and C-7: School Attendance and Gra@emotiondoes not appear in
the box, you must first select “Grade K”, “Grade 1'Grade 2", or “Grade 3" as the Grade
Category. The Grade Category options are locatedhe upper middle, right side of the screen.
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Note that the Project ID, Project Name, Primary lAdtlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

NO. OF DAYS PRESENT: Enter the number of days present in the No. ofslRresent box.
You may enter partial days (e.g., ¥2 day=.5; ¥ d2fyF.

NO. OF DAYS ABSENT: Enter the number of days absent in the No. ofsDysent box.
You may enter partial days (e.g., ¥z day=.5; ¥4 d2y)=.

NO. OF DAYS POSSIBLE: Enter the number of days possible in the No. ayPossible
box. You may enter partial days (e.g., ¥2 day=.%ia=.25).

SCHOOL BUILDING’S ATTENDANCE RATE: Enter the school building’s attendance rate
(recorded in percentages) included in the mostitesehool Report Card. Note: attendance
rates may be entered with up to two decimal pdmts., the entry 95.43 means that the building
attendance rate is 95.43%). Do not enter the ‘i¢fii. s

GRADE PROMOTION: Click on the arrow key to the right of the box un@ade Promotion.
Click on the appropriate code:

Y=Yes

N=No

C=Conditional

SAVE: You must clickSaveto save all the data you entered for this childdorm 14.
Click Return to return to Form 2.
Click Return to return to Form 1.
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DATA COLLECTION FORM 15 — Family Transition Activit ies
FORM 15: FAMILY PERFORMANCE INDICATOR F-1:
FAMILY TRANSITION ACTIVITIES

HOW TO MOVE INTO THE FORM 15 SCREEN: Go to Form 1 and locate the Primary

Adult for whom you wish to enter family transitidiata. Locate thEamily Forms button in the
center of the screen. Cli¢lamily Forms.

Click Form 15: F-1 Family Transition Activities.
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Note that the Project ID, Project Name, Primary iAdlD, Primary Adult Last Name, and
Primary Adult First Name automatically appear ia tlpper right hand side of the screen.

To add transition information, clickdd Transition.

TRANSITION CODE: Click on the arrow key to the right of the box nexiTransition Code.
Click on appropriate code.

NUMBER OF ACTIVITIES ATTENDED: Enter the total number of activities attended for
the transition code.

SAVE: You must clickSaveto save all the data you entered for this famolyForm 15.

IF YOU WISH TO EDIT THE NUMBER OF ACTIVITIES ATTEND ED: Click Edit
Transition, enter the revised number of activities, and cBeke.

IF YOU WISH TO ENTER ANOTHER TRANSITION CODE FOR A FAMILY: Click
Add Transition.
Click Return to return to the Family Forms screen. Cli&turn to return to Form 1.

OER Associates LLC (8/25/08) lllinois Even Stadership Project
FY’'09 Web-Based FLAIR Database and Reporting 8By$tersion 9.0 Technical Manual Page 92



DATA COLLECTION FORM 16 — Parents-Children Behavior s
FORM 16: FAMILY PERFORMANCE INDICATOR F-2:
INTERACTIVE PARENTS-CHILDREN BEHAVIORS

HOW TO MOVE INTO THE FORM 16 SCREEN: Go to Form 1 and locate the Primary

Adult for whom you wish to enter family interactibehaviors data. Locate tRamily Forms
button in the center of the screen. Clikmily Forms.

Click Form 16: F-2 Interactive Parents-Children Behaviors
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Note that the Project ID, Project Name, Primary iAdlD, Primary Adult Last Name, and
Primary Adult First Name automatically appear ia tlpper right hand side of the screen.

Click on the circle in the F16 F-2 column to thghti of the Child’s ID number for which you
wish to report an interactive parent-child behavior

Note that the Project ID, Project Name, Primary iAdtlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

To add behavior information, clickdd Behavior.
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BEHAVIOR CODE: Click on the arrow key to the right of the box nexBehavior Code.
Click on appropriate code.

BEHAVIOR DEMONSTRATED: Click on the arrow key to the right of the box next
Behavior Demonstrated. Click on the appropriatdeco

SAVE: You must clickSaveto save all the data you entered for this childifafor Form 16.

IF YOU WISH TO ENTER ANOTHER BEHAVIOR FOR A CHILD: Click Add
Behavior.

Continue as before. You may enter as many goals éhild/family as you wish.
IF YOU WISH TO EDIT A BEHAVIOR FOR A CHILD/FAMILY: Click Edit Behavior.

Click Return to return to the Family Forms screen. Clgturn to return to Form 1.
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DATA COLLECTION FORM 17 — Family/Community Goals
FORM 17: FAMILY PERFORMANCE INDICATOR F-3:
FAMILY- AND COMMUNITY-RELATED GOALS

HOW TO MOVE INTO THE FORM 17 SCREEN: Go to Form 1 and locate the Primary
Adult for whom you wish to enter family goal dateocate thé=amily Forms button in the
center of the screen. Cli¢tlamily Forms.

Click Form 17 F-3: Family and Community Related Goals
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Note that the Project ID, Project Name, Primary iAdlD, Primary Adult Last Name, and
Primary Adult First Name automatically appear ia tlpper right hand side of the screen.

To add goal information, clickdd Goal.

GOAL CODE: Click on the first Goal column. Click on the riglirow and select the
appropriate code.

DATE GOAL SET: Enter the date this goal was set with the famijge the following format:
MM/DD/YYYY (M=Month, D=Day, Y=Year).

TIMEFRAME FOR ATTAINMENT: Click on the first Timeframe for Attainment column
Click on the appropriate code.

EXTENT OF GOAL ATTAINMENT: Click on the first Extent of Goal Attainment column
Click on the appropriate code.
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DATE OF ASSESSMENT: Enter the date of assessment using the followingdit:
MM/DD/YYYY (M=Month, D=Day, Y=Year).

NOTES: Staff members may use this section to type ind¢ertments, observations, and
follow-up notes that offer evidence for how the Igpas assessed, and why the rating of extent
of goal attainment (none, some, or full) was intkdefor the family.

SAVE: You must clickSaveto save all the data you entered for this fanolyForm 17.

IF YOU WISH TO ENTER ANOTHER GOAL FOR A FAMILY:  Click Add Goal.

Continue as before. You may enter as many goals family as you wish.

IF YOU WISH TO EDIT A GOAL FOR A FAMILY:  Click in the column you wish to edit.
Enter the desired changes, and clave

Click Return to return to the Family Forms screen. Cl&turn to return to Form 1.
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DATA COLLECTION FORM 18 — Adult Attendance Data

HOW TO MOVE INTO THE FORM 18 SCREEN: Go to Form 1 and locate the Adult for
whom you wish to enter attendance data. Locatéghef Adult Participant Forms on the
right hand of the screen and clickorm 18: Adult Attendance Data.

Note: Your Site Master User will make the decismmether your project is using the Daily
Attendance Screens or the Monthly Attendance Seremrentering attendance data. Both types
of attendance data entry are described for Form 18.
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FOR PROJECTS USING THE DAILY ATTENDANCE SCREENS FOR DATA ENTRY

Note that the Project ID, Project Name, Adult IDjulkt Last Name, and Adult First Name
automatically appear in the upper right hand sidb® screen.
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Selecting the Month. There are two ways to select the month for which would like to enter
data:

1. Click “Previous Month” or “Next Month” until the month for which you would like to enter
data appears.

2. Click on the box in the middle of “Previous Mbhand “Next Month”, scroll down to find
the month for which you would like to enter datad a&lick on that month.

Selecting Default Hours. Your Site Master User may set up to two defaafisible number of
hours for adult education. To enter adult educgpiossible default hours, your Site Master User
should go to the Administration Menu and click ottedxdance Possible Hours (see page 16 for
additional instructions for setting default hour§nce your Site Master User has set one or two
default possible number of hours for adult educaty@u may apply this default as follows:

1. Click on the arrow key to the right of the baexhto Adult Education Possible Hours. Click
on the number of hours you would like to be thiadk possible hours for this adult (in the
example below, the Site Master User has set “53¢&” as Adult Education Possible Hours,
so the User for this project can select eitherd6"3.5".

2. Click on the days of the week for which you wblike the default hours to apply. For
example, if this adult attends adult educatioss#s 3.5 hours per day on Monday,
Wednesday, and Friday, you would click the boxethé right of: “Monday”, “Wednesday”,
and “Friday”.

3. Click Apply Default. You will see the default hours appear in alihef days specified. For
the example described above, a “3.5” will appeatiours Possible for every Monday,
Wednesday, and Friday for the month.

Hint #1: Apply Default only applies to the momhwhich you clickApply Default.
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Hint #2: You may “override” a default in a partitar day by typing in a new value in the day’s
Hours Possible slot (for example, if class did matet on a particular Monday, you can replace
the default value of “3.5” by deleting the “3.5” a@typing in “0”). Remember t&ave.

Caution: If you click Apply Default after you hasroverridden a default value, the default
value will reappear.

ENTERING ADULT ATTENDANCE HOURS. There are three buttons across the middle of
the screen/Adult Education, Parenting, andView Monthly Summary.

To enter Adult Education Attendance, cligdkult Education;

To enter Parenting Education Attendance, diekenting.

The following instructions apply to each of the ttypes of activities. When entering
attendance, be certain you are entering datahetcdrrect type of activity.

Daily Attendance is entered into a monthly caler(@aily Attendance Screens). The month
appears in the middle of the screen (e.g., July2B80gust 2008, etc.). First, be certain you are
in the correct month. To move to a different moistick Next Month or Previous Month, as
applicable, or click on the month for which you vablike to enter data. For every date,

Monday through Saturday, for the selected mon#retlare two rows, one for hours possible and
one for hours attended. For each day of the mamiter the number of possible hours (number
of hours offered to the adult) in the top row.the bottom row, enter the number of hours
attended by the adult.

Hint #1. The number of attended hours must be l@wvequal to possible hours.
Hint #2: If “N.A.” is recorded on Form 18, leavldse spaces blank on the Attendance Table.
Hint #3. Record hours in decimals or whole numbetsg., 1, 1.2, 2.5, 5).

Hint #4. Possible hours must be input before ateshhours in order for attended hours to be
saved.

SAVE: You must clickSaveto save all the data you entered for this aduletxh type of
attendance activity for Form 18.

To see a summary of hours possible and attendeabbyh (and by type of activity), clickiew
Monthly Summary. Note that you will not be able to enter directlio your Monthly
Summary. You must enter all data into the DailjeAtlance Screens.

Click Return to return to Form 1.
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FORM 18 (continued)
FOR PROJECTS USING THE MONTHLY ATTENDANCE SCREENS F OR DATA
ENTRY

Note that the Project ID, Project Name, Adult IDjult Last Name, and Adult First Name
automatically appear in the upper right hand sidb® screen.

There are two buttons across the middle of theescr&dult Education, andParenting.
To enter Adult Education Attendance, cliskult Education;
To enter Parenting Education Attendance, diekenting.

The following instructions apply to both types efigities. When entering attendance, be
certain you are entering data into the correct tyfpactivity.

Monthly Attendance is entered into a table. Theeel12 rows, one for each month in FY ‘09.
There are two columns, one for possible hours anedfor attended hours. For each month, enter
the number of possible hours (number of hours efféo the adult) in the first column. In the
second column, enter the number of hours attengeldebadult.
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Hint #1:

Hint #2:

Hint #3:

Hint #4:

saved.

The number of attended hours must be l@m~vequal to possible hours.
If “N.A.” is recorded on Form 18, leavldse spaces blank on the Attendance Table.
Record hours in decimals or whole numiders., 1, 1.2, 2.5, 5).

Possible hours must be input before atezhhours in order for attended hours to be

SAVE: You must clickSaveto save all the data you entered for this adulefxch type of
attendance activity for Form 18.

Click Return to return to Form 1.
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DATA COLLECTION FORM 19 — Non-Compulsory Education
K-3 Child Attendance Data

HOW TO MOVE INTO THE FORM 19 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter N@empulsory Education K-3 Child
Attendance Data. Go to the bottom of Form 1 acdti®the section title@hild Data (Form 2).
Click to the left of the Child’s ID numbemint: If the child’s name does not appear, then yo
have not entered Form 2 data for the child. Go torfr 2 (see page 34), enter and save the
required data, and locate the section titietild Data (Form 2). Click Edit Child .

Click Form 19: Child Attendance Data: For U.S. Departmat of Education State Reports
(located on lower middle, right side of screen).

Hint: If Form 19: Child Attendance Data: For U.S. Departmieof Education StateReports
does not appear in the box, you must first sel€sttle K”, “Grade 1”, “Grade 27, or “Grade

3" as the Grade Category. The Grade Categoryapiare located on the upper middle, right
side of the screen.
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Note: Your Site Master User will make the decismmether your project is using the Daily
Attendance Screens or the Monthly Attendance Serierentering attendance data. Both types
of attendance data entry are described for Form 19.

FOR PROJECTS USING THE DAILY ATTENDANCE SCREENS FOR DATA ENTRY
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Note that the Project ID, Project Name, Primary lA¢tlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.

Selecting the Month. There are two ways to select the month for which would like to enter
data:

1. Click “Previous Month” or “Next Month” until the month for which you would like to enter
data appears.

2. Click on the box in the middle of “Previous Mbhand “Next Month”, scroll down to find
the month for which you would like to enter datag @lick on that month.

Selecting Default Hours. Your Site Master User may set up to two defaatisible number of
hours for child education. To enter child eduacapossible default hours, your Site Master User
should go to the Administration Menu and click ottedance Possible Hours (see page 16 for
additional instructions for setting default hour§nce your Site Master User has set one or two
default possible number of hours for child eduaatimu may apply this default as follows:

1. Click on the arrow key to the right of the baexhto Child Education Possible Hours. Click
on the number of hours you would like to be thiadk possible hours for this child (in the
example below, the Site Master User has set “42bas Child Education Possible Hours,
so the User for this project can select eitherdr"2”.

2. Click on the days of the week for which you wblike the default hours to apply. For
example, if this child attends child educatiorssks 4 hours per day on Monday,
Wednesday, and Friday, you would click the boxetheé right of: “Monday”, “Wednesday”,
and “Friday”.

3. Click Apply Default. You will see the default hours appear in alihef days specified. For
the example described above, a “4” will appeafaurs Possible for every Monday,
Wednesday, and Friday for the month.
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Hint #1: Apply Default only applies to the momthahich you cliclkApply Default.

Hint #2: You may “override” a default in a partitar day by typing in a new value in the day’s
Hours Possible slot (for example, if class did matet on a particular Monday, you can replace
the default value of “4” by deleting the “4” andpyng in “0”. Remember t&ave.

Caution: If you click Apply Default after you haveverridden a default value, the default
value will reappear.

ENTERING CHILD ATTENDANCE HOURS

There are three buttons across the middle of tteescChild Education, Interactive Literacy,
andView Monthly Summary.

To enter Child Education Attendance, cliCkild Education;

To enter Interactive Literacy Attendance, cllokeractive Literacy.

The following instructions apply to each of the ttypes of activities. When entering
attendance, be certain you are entering datahetcdrrect type of activity.

Daily Attendance is entered into a monthly caler(@saily Attendance Screens). The month
appears in the middle of the screen (e.g., July2B80gust 2008, etc.). First, be certain you are
in the correct month. To move to a different moistick Next Month or Previous Month, as
applicable, or click on the month for which you Wablike to enter data. For every date,

Monday through Saturday, for the selected mon#retlare two rows, one for hours possible and
one for hours attended. For each day of the memiier the number of possible hours (number
of hours offered to the child) in the top row. the bottom row, enter the number of hours
attended by the child.

Hint #1: The number of attended hours must be l@vequal to possible hours.
Hint #2: If “N.A.” is recorded on Form 19, leavldse spaces blank on the Attendance Table.
Hint #3: Record hours in decimals or whole numiders., 1, 1.2, 2.5, 5).

Hint #4: Possible hours must be input before atezhhours in order for attended hours to be
saved.

SAVE: You must clickSaveto save all the data you entered for this childefach type of
attendance activity for Form 19.

To see a summary of hours possible and attendeabbyh (and by type of activity), clickiew
Monthly Summary. Note that you will not be able to enter directlio your Monthly
Summary. You must enter all data into the DailjeAtlance Screens.

Click Return to return to Form 2.

Click Return to return to Form 1.
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Form 19 (continued)FOR PROJECTS USING THE
MONTHLY ATTENDANCE SCREENS FOR DATA ENTRY

Note that the Project ID, Project Name, Primary iAdlD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildH-irst Name automatically appear in the
upper right hand side of the screen.

There are two buttons across the middle of theescr€hild Education, andinteractive
Literacy.
To enter Child Non-Compulsory Education Attendaratiek Child Education;
To enter Child Interactive Literacy, clid¢hteractive Literacy.

The following instructions apply to both types afigities. When entering attendance, be
certain you are entering data into the correct tyfpactivity.

Monthly Attendance is entered into a table. Thaeel12 rows, one for each month in FY ‘09.
There are two columns, one for possible hours anedfor attended hours. For each month, enter
the number of possible hours (number of hours eff¢o the child) in the first column. In the
second column, enter the number of hours attengelebchild.
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Hint #1:

Hint #2:

Hint #3:

Hint #4:

saved.

The number of attended hours must be l@m~vequal to possible hours.
If “N.A.” is recorded on Form 19, leavldse spaces blank on the Attendance Table.
Record hours in decimals or whole numiders., 1, 1.2, 2.5, 5).

Possible hours must be input before atezhhours in order for attended hours to be

SAVE: You must clickSaveto save all the data you entered for this adulefxh type of
attendance activity for Form 19.

Click Return to return to Form 2.

Click Return to return to Form 1.
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DATA COLLECTION FORM 23 — 4 Year Old Language & Lit eracy Achievement

HOW TO MOVE INTO THE FORM 23 SCREEN: Go to Form 1 and locate the Primary
Adult for the child for whom you wish to enter 4 &eOld Language & Literacy Achievement
Data. Go to the bottom of Form 1 and locate tltiee titled Child Data (Form 2). Click to

the left of the Child’s ID numberHint: If the child’s name does not appear, then yave not
entered Form 2 data for the child. Go to Form 2e(page 34), enter and save the required data,
and locate the section titleghild Data (Form 2). Click Edit Child .

If the child will be entering kindergarten in Sep@09, place a check in the box labeled
Entering Kindergarten in Sept. 2009

If the child is limited English proficient, placecaeck in the box labelddmited English
Proficient.

Click Form 23: 4 Year Old Language & Literacy Achievement(located on lower middle,
right side of screen).

Hint: If Form 23: 4 Year Old Language & Literacy Achievemethbes not appear in the box,
you must first select “Three to Five” as the Gradategory. The Grade Category options are
located on the upper middle, right side of the snre

Note that the Project ID, Project Name, Primary lA¢lD, Primary Adult Last Name, Primary
Adult First Name, Child ID, Child Last Name, andildh-irst Name automatically appear in the
upper right hand side of the screen.
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CHILD PEABODY PICTURE VOCABULARY TEST-Ill (PPVT-IIl ) RECEPTIVE STANDARD
EQUIVALENT PRE-TEST FORM #: Click on the arrow key to the right of the box nexPre-Test
Form #. Click on the appropriate form number.

CHILD PEABODY PICTURE VOCABULARY TEST-Ill (PPVT-Ill ) RECEPTIVE STANDARD
EQUIVALENT PRE-TEST DATE: Enter the Pre-Test Date here in the following farma
MM/DD/YYYY.

CHILD PEABODY PICTURE VOCABULARY TEST-1ll (PPVT-lll ) RECEPTIVE STANDARD
EQUIVALENT PRE-TEST SCORE: Enter the Pre-Test PPVT-Ill Receptive Standard #ajant
Score.

Hint: The PPVT-III standard score must be betwé@rand 160. Please make certain you are
reporting the standard score and resubmit.

SAVE: You must clicsaveto save all the data you entered for this childForm 23. If the
changes are saved correctly, you will receive thiewing message in the Status Barhe
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record was added; or, if the record was editede rBlcord was updatedif there is an error in
data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again cligave

CHILD PEABODY PICTURE VOCABULARY TEST-Ill (PPVT-lll ) RECEPTIVE STANDARD
EQUIVALENT POST-TEST FORM #: Click on the arrow key to the right of the box nexPost-Test
Form #. Click on the appropriate form number.

CHILD PEABODY PICTURE VOCABULARY TEST-Ill (PPVT-lll ) RECEPTIVE STANDARD
EQUIVALENT POST-TEST DATE: Enter the Post-Test Date here in the following farm
MM/DD/YYYY.

CHILD PEABODY PICTURE VOCABULARY TEST-1Il (PPVT-lIl ) RECEPTIVE STANDARD
EQUIVALENT POST-TEST SCORE: Enter the Post-Test PPVT-III Receptive StandardiEdent
Score.

Hint: The PPVT-IIl standard score must be betwé@mnd 160. Please make certain you are
reporting the standard score and resubmit.

SAVE: You must clicsaveto save all the data you entered for this childForm 23. If the
changes are saved correctly, you will receive tiewing message in the Status Bare

record was added; or, if the record was editede rBlcord was updatedif there is an error in

data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again cl&&ve

CHILD PALS PRE-K PRE-TEST DATE: Enter the Pre-Test Date here in the following farma
MM/DD/YYYY.

CHILD PALS PRE-K PRE-TEST SCORE: Enter the Pre-Test PALS Pre-K Score.
Hint: This is the Upper Case Alphabet Subteste Jdore must be between 0 and 26.

SAVE: You must clicsaveto save all the data you entered for this childForm 23. If the
changes are saved correctly, you will receive tiewing message in the Status Bare

record was added; or, if the record was editede rBlcord was updatedif there is an error in

data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again cl&&ve

CHILD PALS PRE-K POST-TEST DATE: Enter the Post-Test Date here in the following farm
MM/DD/YYYY.

CHILD PALS PRE-K POST-TEST SCORE: Enter the Post-Test PALS Pre-K Score.
Hint #1: This is the Upper Case Alphabet Subt@ste score must be between 0 and 26.

Hint #2: For the purposes of reporting to the UD®pt. of Education, please include the post-
test score even if no pre-test has been admintstere

SAVE: You must clicsaveto save all the data you entered for this childForm 23. If the
changes are saved correctly, you will receive tiewing message in the Status Bare
record was added; or, if the record was editede rBlcord was updatedif there is an error in
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data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again cl&&ve

CHILD TVIP OPTIONAL TEST
Some projects have requested the opportunity tarasker and report TVIP data. This is
optional; fields have been added to accommodaserdigjuest.

CHILD TEST DE VOCAULARIO EN IMAGENES PEABODY (TVIP) RECEPTIVE
STANDARD EQUIVALENT PRE-TEST FORM #: Click on the arrow key to the right of the box
next to Pre-Test Form #. Click on the appropriaten number.

CHILD TEST DE VOCAULARIO EN IMAGENES PEABODY (TVIP) RECEPTIVE
STANDARD EQUIVALENT PRE-TEST DATE: Enter the Pre-Test Date here in the following
format: MM/DD/YYYY.

CHILD TEST DE VOCAULARIO EN IMAGENES PEABODY (TVIP) RECEPTIVE

STANDARD EQUIVALENT PRE-TEST SCORE: Enter the Pre-Test PPVT-IIl Receptive Standard
Equivalent Score.

Hint: The TVIP standard score must be betweentD1%60. Please make certain you are
reporting the standard score and resubmit.

SAVE: You must clicsaveto save all the data you entered for this childForm 23. If the
changes are saved correctly, you will receive thiewing message in the Status Barhe

record was added; or, if the record was editede rElecord was updatedi there is an error in

data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again cl&&ve

CHILD TEST DE VOCAULARIO EN IMAGENES PEABODY (TVIP) RECEPTIVE
STANDARD EQUIVALENT POST-TEST FORM #: Click on the arrow key to the right of the box
next to Post-Test Form #. Click on the appropriaten number.

CHILD TEST DE VOCAULARIO EN IMAGENES PEABODY (TVIP) RECEPTIVE
STANDARD EQUIVALENT POST-TEST DATE: Enter the Post-Test Date here in the following
format: MM/DD/YYYY.

CHILD TEST DE VOCAULARIO EN IMAGENES PEABODY (TVIP) RECEPTIVE
STANDARD EQUIVALENT POST-TEST SCORE: Enter the Post-Test PPVT-IIl Receptive
Standard Equivalent Score.

Hint: The TVIP standard score must be betweenD1%60. Please make certain you are
reporting the standard score and resubmit.

SAVE: You must clicsaveto save all the data you entered for this childForm 23. If the
changes are saved correctly, you will receive thiewing message in the Status Barhe

record was added; or, if the record was editede rElcord was updatedi there is an error in

data entry that the System can identify, an erressage will appear in the Status Bar. After you
correct the invalid entry, you must again cl&&ve

Click Return to return to Form 2.
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NAVIGATING THROUGH THE SYSTEM: SEARCH FUNCTION

A search function is available to help projectslgdscate adults and children within the FLAIR
Database Version 9.0 Software system. AlwaysreénéeSearch Mode from Form 1.

A. Click Enter Searchbutton.

B. The Search Adult Screen will appear asking/fnrous types of Search Criteria:
Enroliment Date Fronfenter date desired)
Enroliment Date Tofenter date desired)
Optional Coddenter code desired)
Adult ID (Click on the arrow to the right, and all possibl2 numbers will appear. Click
on the ID number you are searching for)
Adult Last NamgClick on the arrow to the right, and all possiliéest names will
appear. Click on the last name you are searchimy f
Adult First NamgClick on the arrow to the right, and all possilbiest names will
appear. Click on the first name you are searcHong
Enter a Pattern of Adult Last Name (e.g., if yoteefima”, you will find all adults
whose last names begin with “ma”
Enter a Pattern of Adult First Name (e.qg., if youiez “be”, you will find all adults whose
first names begin with “be”

C. Enter one of the above, and Form 1 of the desegl adult (or adults) will appear.
Note: Names are “case sensitive”, so entering”$to the Adult First Name space will
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only find adults with the first name of “Sue” andt adults with the first name of “sue”. If
there is more than one adult with the first nai@ee” (e.g., 3 adults with the first name
“Sue”), note that the bottom right hand corneid vahdRecord 1 oB. If you were searching
for a different “Sue”, clickNext to locate the adult you are looking for. Notet e
message in the Status Bar i$Search Mode.” To return to the full dataset, €lixit
Search. To conduct another search, Clidlew Search.
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SEARCH MODE/ALL RECORDS SHOWN MODE

When you conduct a search as described above,rgan theSearch Mode. In theSearch

Mode, you will only have access to records that meefpédrameters of the search. For example,
if you search for “Smith” and there are three aluitthe database with the last name “Smith”,
you will now only be able to access these thredtsdd o return to the full database, click the
Exit Search Modebutton on the bottom of the screen. You will ncavé access to all adults in
the dataset.

NEW SEARCH
To search for another individual, click tNew Searchbutton

SPECIAL FEATURE OF THE SEARCH FUNCTION

Adults appear in numerical order, based on theuwlAd number. Adults are not sorted
alphabetically because this would violate conficeity requirements. To locate a particular
adult, always use the Search Mode function.
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NAVIGATING THROUGH THE SYSTEM: DELETE FUNCTION

To delete an adult from the system, click BXELETE button on the bottom of the screen. You
will receive a warning message:

Do you wish to delete the Adult Information andralated Children?

If you do, clickYes. If you wish to retain the child information and po$§siissign the children
to another adult, clicklo.

1.

7.

8.

NAVIGATING THROUGH THE SYSTEM: ASSIGNING A RELATED ADULT TO A

PRIMARY ADULT

Click Add Adult button and enter all of the data in Form 1 forNwo#-Primary Adult. For
the Primary Adult field, cliciNo.

Go back to the Primary Adult’'s Form 1, and clickRelated Adults (first listing under
Adult Participant Forms).

Click Add Adult.

Click on the arrow to the right and see thedigpossible “related adults”.
Click on the name of the “related adult” you kwvts select.

Click Save.

Click Return.

Note that there is now a check mark next tdPthary Adult’s and the Related Adults

forms.
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NAVIGATING THROUGH THE SYSTEM:
CHANGING THE PRIMARY ADULT OF A FAMILY

If you wish to change the Primary Adult (e.ge tiriginal Primary Adult leaves the program;
another stays or enrolls, but the children rem@aithé program), follow these steps.

1. Designate the “new Primary Adult” as a Relaeldlt to the “old Primary Adult” (see
page 119).

2. Locate Form 1 for the “old Primary Adult” anlick on Primary Adult? No

3. ClickSave.

4. TheSave Confirmationscreen will appear.
Notice the “Select Adult (ID —Last Name, Eiame) field. All currently identified Related
Adults for the “old Primary Adult” will appea Click on the name of the Related Adult that
you want to be the “new Primary Adult”. diBave.

5. Note that the “old Primary Adult” is now listed a Non-Primary Adult (see Form 1) and the
“new Primary Adult” is now listed as a Primary Ad(see Form 1).
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ACCESSING THE REPORTS MENU

The Reports Menu can be accessed from most form3.0 access the Reports Menu, click on
theReports Tabin the upper right hand corner of the screen.

REPORTS MENU

When you have successfully entered the Reports Maeuollowing screen will
appear:

There are six tabs, identifying the six categookeports available. The six categories and
the reports available for each are listed on tHevidng page. To access a report, click on
the tab related to the report, and then click erdport you would like to access.

OER Associates LLC (8/25/08) lllinois Even Stadership Project
FY’'09 Web-Based FLAIR Database and Reporting 8By$tersion 9.0 Technical Manual Page 120



Adult Data Forms

Child Data Forms

Family Data Forms

Resolve Issues/Missing Data
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Summary Reports

IL Perf. Ind. Reports

TheAdult Data Forms tab is the default. For ease of explanation, seethe Adults tab to
explain the general features of the Reports Méluselect the category of reports you would
like to print or download, click on the appropridé: Adult Data Forms, Child Data Forms,
Family Data Forms, Resolve Issues/Missing Data, Sumary Reports, or lllinois
Performance Indicator Reports

For our examples in this section of the manualywieclick on Adult Data Forms. Note that
most of this discussion pertains to the first fiyyes of reports/Adult Data Forms, Child
Data Forms, Family Data Forms,andResolve Issues/Missing Data
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There are three sections on the Reports Menu screen
Forms
Criteria
Format.

SELECTING A FORM

Select the Form you would like to print or downldadclicking on the circle to the left of the
Form you wish to print or download. For the Adultata Forms tab, you have the following
options:

- Forms 1 & 3: Enrollment & Demographics

Form 5: TABE Reading
Form 6 : Best Literacy
Form 6.1: Best Plus
Form 7. CELSA

Form 8: Adult Goals

Form 18: Adult Attendance
Form 18: Adult Attendance Total
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SELECTING CRITERA

The default for selecting which adults/children/faes to include in the report is always “all”.
However, you may wish to limit the number of adiditsldren/families based on specified
criteria. Here are the criteria you may select:

INCLUDE ALL: This is the default. Do not enter anything inte @riteria section and all
adults/children/families will be included.

ADULT ID: Click on the arrow key to the right of the box nexiAdult ID. Click on the Adult
ID number of the adult for whom you wish to prodaceeport. Note that only this adult will be
included in the report.

ENROLLMENT DATE: Enter the beginning enrollment date in the box nenroliment
Data From: and enter the ending enroliment date in the box teeko: Only adults who
enrolled in the program between the specified datkkde included in the report. You might
use this criterion if you wish to only look at atbuénrolled this year, previous years, etc.

ADULT NAME: There are several ways you can select by Adult Navfoal can select the
adult’s last name or first name by clicking on #meow keys to the right of the boxes next to
Adult Last Name or Adult First Name. Alternativelyou can type in the Adult Last Name or
Adult First name in the bottom set of boxes. CQhly selected adult(s) will be included in the
report. For example, if you have two or more adwith the last name Sanchez and you select
the last name “Sanchez”, all Sanchez adults wilhbkided in the report.

PRIMARY ADULT: Click on the arrow key to the right of the box nexPrimary Adult. The
default is “All”, which means that the reports wiliclude all adults, primary and non-primary.
Click on “No” to produce reports that include omign-primary adults. Click on “Yes” to
produce reports that include only primary adults.

OPTIONAL CODE: If you have entered an Optional Code on Form Dfa or more adults,
you can select by this optional code.
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SELECTING A FORMAT

There are two—sometimes three—formats available&oh Form. To select a Report Format,
click on the circle to the left of the format yowwd like to view:

Spreadsheet Data View (Excel file)

Detailed Report View (PDF file): The Detailed Repdiew (PDF) contains a separate
page per adult/child/family and combines all relev@ata for the form on that page. For
example, for Form 5, the pretest and all posttatt tbr one adult are included on the
same form. For Form 8, all goal data for the adtdtincluded on one form.

Summary Report View (PDF file): The Summary Repbew (PDF) looks very much
like an Excel Spreadsheet, with columns lined ufhaba Project can easily tell which
data have been entered for each adult/child/fanfilyr some forms, this is the only
report type that is applicable.

Hint: If you try to select a Report Format thatist available for that form (e.g., the
Detailed Report View is not available for Formsrida), you will not be able to select the
Report Format (if you click on the circle next to @navailable Report Format, no dot will
appear in that circle. Select another format). @a next page, a summary of available
formats for each form is given.
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Here are the Report Formats available for each Foriine Adult Data Forms, Child Data
Forms, and Family Data Forms Reports. An “X” i tolumn indicates that this format is
currently available on FLAIR.

Spread- Detailed | Summary
FORM FORM NAME Sheet Data | Report Report
# View View View

1 Project Enrollment Information for Adult Partieipts X X
2 Project Enrollment Information for Child Partiaifts X X
3 Adult Participant Demographic Data X X
4 Child Participant Demographic Data X X
5 Adult Learning Gains: TABE-Reading ABE/ASE X X X
6 Adult Learning Gains: BEST Literacy ESL X X X
6.1 Adult Learning Gains: BEST Plus ESL
7 Adult Learning Gains: CELSA ESL X X X
8 Adult Education and Employment-Related Goals X X X
9 Child Developmentally Appropriate Language and X X X

Emergent Literacy Goals for Ages Birth to Three i¢ed
10 Child Continuous Progress in Language Develop&en X X X

Literacy for Ages Three to Five Years
11.K Reading Readiness & Reading Level for Kinddega X X X
111 Reading Readiness & Reading Level for Firstd&r X X X
11.2 Reading Readiness & Reading Level for Secaad& X X X
11.3 Reading Readiness & Reading Level for Thirdder X X X
12 Child Attendance for Ages Birth to Three by Mont X X
12 Child Attendance for Ages Birth to Three Totals X X
13 Child Attendance for Ages Three to Five by Month X X
13 Child Attendance for Ages Three to Five Totals X X
14 Child School Attendance & Grade Promotion X X
15 Family Transition Activities X X X
16 Interactive Parents-Children Behaviors X X X
17 Family- and Community-Related Goals X X X
18 Adult Attendance Data X X
19 Non-Compulsory Education K-3 Child AttendanceeDa X X

by Month
20 Project Information X
23 Child PPVT-IIl and PALS Pre-K X X X
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REPORT FORMAT: SPREADSHEET DATA VIEW

Note: We use Form 1 and 3 here for our examplethisi works for all of the Spreadsheet Data
View Reports.

1. Click Spreadsheet Data View.

2. Click Run Report. Depending on how your computer is configuredj gy receive a
message screen similar to the below:

3. Click Openand you will see an Excel-type spreadsheet.

4. You can print this, although this will be an “unty Excel file that may be difficult to read.
We suggest that you save it as an Excel file. ddrew to do this.

5. The first time you are ready to save an Exceltélgour computer, create a folder that you
will be saving the file into. For example:

Double click on theMy Computer icon.

Double click on thgC:] icon.

Click File in the upper left hand corner, thliew, and therfolder.

A File Icon will appear wittNew Folderlisted.

Click once orNew Folderand rename ELAIRFYQ09 .

moowz

6. Now you are ready to save the spreadsheet intxegl Ele. Do the following (we are
assuming you have completed Step 5 above and dreaf&RFY09 on C:):

A. Click File in the upper left hand corner, thBave As

B. In the upper left hand corner of the Save As s¢rgem will see a box that says:
Save in: Click to the arrow on the right of thisxb Click C:, and Click
FLAIRFYQ09 . Note that the FLAIR_ReportFormland3 is listedtee default file
name and the Save as type is Microsoft Excel WarkboClickSave If you go to
your FLAIRFYOQ9 folder in C:, you will see the Exdde that you just saved.

7. Use this as you would any Excel file.
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Hint: If you wish to export this file to a statcstl package (e.g., SPSS, SYSTAT), you should
delete the extraneous columns/rows and keep oalyahable name and data columns/rows.
You can also shorten the variable name lengthse@sired by your statistical package.

8. To return to the FLAIR program, click in the upper right hand corner of the Excel file.

Note: We are assuming that you have Excel installeyour computer. If you do not, you will
not be able to open this file. You can either pase and install a copy of Excel on your
computer, or you can send the file to another caephat has Excel and open it there.

Here is a sample of an Excel file produced by th&IR Spreadsheet Data View:
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REPORT FORMAT: SUMMARY REPORT VIEW

1. Click Summary Report View.

2. Click Run Report. You will see a screen similar to the below.

3. Think of this as a “Print Preview”.
4. To compile the Report into a printable PDF repdrck Show PDE

5. Depending on how your computer is configured, ya@ymeceive a message screen similar
to the below:

This page contains both secure and nonsecure it&osyou want to display the nonsecure

items?

Yes No More Info

6. Click Yesand you will see a PDF Report (see sample onpee).
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7. To print this, look on the top portion of your seneand see the Adobe Toolbar with a
number of options. Click therint icon (see example below) and cli€K when the Print
Screen comes up.

8. To return to FLAIR, click the arrow pointing to theft (located above the Adobe Toolbar).

9. You will be back to thé&keports Menu.
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REPORT FORMAT: DETAILED REPORT VIEW
1. Click Detailed Report View.

2. Click Run Report. You will see a screen similar to the below.

3. Think of this as a “Print Preview”.
4. To compile the Report into a printable PDF repditk Show PDFE

5. Depending on how your computer is configured, y@aymeceive a message screen similar
to the below:

This page contains both secure and nonsecure it&nsyou want to display the nonsecure

items?

Yes No More Info

6. Click Yesand you will see a PDF Report (see sample onpee).

7. To print this, look on the top portion of your seneand see the Adobe Toolbar with a
number of options. You can click tiint icon (see example below) and cli€ when the
Print Screen comes up. This will print a Detaigeport View page for every adult.
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8. If you wish to print the screen of only one adalick on the ID number of the adult (see
sample above), clicKurrent Page andOK when the Print Screen comes up.

9. To return to FLAIR, click the arrow pointing to theft (located above the Adobe Toolbar).

10.You will be back to thé&keports Menu.
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RESOLVE ISSUES/MISSING DATA SCREENS

The Resolve Issues/Missing Data Screens identigimg data for each form. To access the
Resolve Issues/Missing Data Screens, clickRbportstab. Click the Resolve Issues/Missing
Datatab, and the following screen will appear:
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1. Click on the Resolve Issues/Missing Data fdnat tyou would like to check for missing data.
Issues to resolve are listed separately by forelecd the Form you would like to print or
download by clicking on the circle to the left bEtForm you wish to print or download. For
example, if you would like to check for missinga#&br Form 1, click oriResolve

Issues/Missing Data: Form land click onRun Report. You will see a screen similar to the
below.

2. Think of this as a “Print Preview”.
3. To compile the Report into a printable PDF repditk Show PDFE

4. Depending on how your computer is configured, y@aymeceive a message screen
similar to the below:
This page contains both secure and nonsecure it&osyou want to display the nonsecure
items?
Yes No More Info

5. Click Yesand you will see a PDF Report (see sample onpeg).
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6. To print this, look on the top portion of your seneand see the Adobe Toolbar with a
number of options. Click therint icon (see example below) and cli€&K when the
Print Screen comes up.

7. Toreturn to FLAIR, click the arrow pointing to theft (located above the Adobe
Toolbar).

8. You will be back to thé&keports Menu.
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FLAIR SUMMARY REPORTS

The FLAIR Summary Reports summarizes data entetedHLAIR for use in formative and
summative evaluation. Click the Summary Reptais and the following screen will appear:

1. Select the Summary Report you would like tafpor download by clicking on the circle to
the left of the Report you wish to print or dowrdoa~or example, if you would like to see
Report 1: Even Start Enroliment Statistics, clickReport 1 and click orRun Report. You

will see a screen similar to the below.
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2. Think of this as a “Print Preview”.
3. To compile the Report into a printable PDF rgpdick Show PDE

4. Depending on how your computer is configurex snay receive a message screen
similar to the below:
This page contains both secure and nonsecure it&nsyou want to display the nonsecure
items?
Yes No More Info

5. ClickYesand you will see a PDF Report (see sample below).
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9. To print this, look on the top portion of your seneand see the Adobe Toolbar with a
number of options. Click therint icon (see example below) and cli€&K when the
Print Screen comes up.

10.To return to FLAIR, click the arrow pointing to theft (located above the Adobe
Toolbar).

11.You will be back to th&keports Menu.
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FLAIR COMMUNITY/LISTSERV

The FLAIR Community/Listserv offers FLAIR users tbpportunity to ask questions, post
comments, and discuss issues of interest to thd®IG®mmunity. The Community/Listserv
maintains the same stringent confidentiality castes we use in the FLAIR System. You must
be an authorized user to log into the FLAIR Comrhistserv. All authorized FLAIR Web-
Based System users are automatically authorized €LAIR Community/Listserv Users.
Individuals who would like to be added to the FLAIRmmunity/Listserv (and are not FLAIR
Web-Based System users) should send a requesidaeton@thecenterweb.org

ACCESSING THE FLAIR COMMUNITY/LISTSERV
There are two ways to access the FLAIR Communisysarv:
1. Log into the FLAIR System, and when the Oper8ogeen appears:

Click onCommunity/Listserv and you will be at the FLAIR Community/Listserv ide Page.
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2. When you receive an e-mail message from the FLAdRRunity/Listserv, click on the
orangeReply to Messageutton.

Hint: Some Internet providers (e.g., AOL) havedgsable link” default. To enable “hot links”

so that the Reply to Message button appears, liainghat your e-mail is set to permit hot links

(in AOL, one does this by clicking: “Show imagesi&able links”.
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3. This will take you to the FLAIR System Login Scredgnter your FLAIR username and
password, and you will automatically be taken it FLAIR Community/Listserv message
(see sample below):

Hint: Your FLAIR Community/Listserv username aadgword is the same as your FLAIR
System Login username and password.

4. To the right of the screen, you will see the messamy are responding to. If you wish to
print the message, clidkrinter-friendly Version , and follow the instructions to print out
your message.

5. If you wish to reply to the message, cliRkply to Message.You can keep the same title as
the message you are replying to, or you can d#ietétle that appears and type in a more
descriptive title (the Topic Category will remahetsame). Type your message inYoer
Messagebox.

Hint: It can take FLAIR 30-45 seconds to prepdre box for your reply message. Wait until
the box has completely appeared before you entaripessage (see sample on the following

page).
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6. Click Submit Reply.

7. Your message will be distributed to the FLAIR Conmity/Listserv shortly.
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FEATURES OF THE FLAIR COMMUNITY/LISTSERV
FLAIR Community/Listserv Home Page
Below is a sample of the Home Page. On the leftilsde, you will see:

Latest News
We may use this to alert you to important news/&zen

Welcome, username
This lists the number of new messages that haveaapg since your last logon

Log Out
Click here to Exit. You may receive one or two sagges confirming that you wish to leave the
FLAIR Community/Listserv.

On the right hand side of the Home Page, you wl s

Latest Messages
The last five messages posted will appear hereviéw the contents of any message, just click
on it.
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Most-Recent Topics

We have established 14 topic areas and placedrdikremessages within these. To view all of
the messages related to a topic, clistkew by Topic. To sort messages by date, chdkew by
Date. Then click on the message you would like to read.

Message Search

Looking for a specific topic, or a previous messadelickMessage Searchenter your search
criteria in the box provided (e.g., if you wanffiwd all the messages discussing transitions, type
in transition), and clickSubmit. All messages under that topic will appear. ICba the

message you would like to read. You may also dllelv Searchif you want to refine/change
your search criteria.

Create a Message
Click onCreate Your Message Nowo create a message. The following screen wileapp

1. On the left hand side, note that there is a liggeoferal topics (with pictures of yellow folders
to their left). Click on the topic that best delses your message (e.§amily Forms Data
because you have a question about Family Goals).
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In theTitle box, type a descriptive title for your messagg.(&amily Goals).
3. In theMessagebox, type your message.

4. Click Submit Message.

5. Your message will be distributed to the FLAIR Commty/Listserv shortly.

6. When your message has been sent, you will be edumthe FLAIR Community/ Listserv
Home Page, and your message will be at the topedligt of Latest Messages.
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