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REGISTRATION SCREEN

SWORPS DOE 21st Century Community Learning Centers Register User

Please Select The Center With Which You Are Associated:

Please Choose The Grantee With Which You Are Associated -

Please Choose The Center With Which You Are Associated

[Hext|

In order to become a user of the system, you need to register.

1. Select the Grantee with which you are associated from the drop-down box.

2. A list of Centers available to the Grantee will show.

3. Select the center(s) for which you will be reporting by clicking the check box next
to that center’'s name.

SWORPS DOE 21st Century Community Learning Centers Register User

Please Select The Center With Which You Are Associated:

TestGrantee -

AMTest Center [/ TestCenter <:|

PMTest Center This Center

(o] < ——

4. Click on the “Next” button. This will take you to the User Name Creation Screen.
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USER NAME CREATION SCREEN

SWORPS DOE 21st Century Community Learning Centers Register User

Sign Up for Your New Account
User Name:
Password:
Confirm Password:

E-mail:

Previous Create User

Now you will need to create your user name (no spaces), a password (eight
characters) & your email address. Click the ‘Create User’ button to submit your profile
data & proceed to the next screen.

SuccESSFUL USER NAME CREATION

Complete
Your account has been created. Please email an administrator, as they will have to approve your account before logging in. Thank you!
Links of Interest:
Login Page

Contact 21stCCLC Site Administrators For Any Questions

Continue

If the registration process was successful, you will see this screen. You should contact
the Help Desk, by e-mail to receive approval at:

21stcclcAdmins@sworps.tennessee.edu
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Please include your user name entered. Updates are done by the Help Desk
periodically throughout each business day. You should be able to login possibly later
in that day or by the next business day.

Once your permissions have been updated, you will login with the user name &
password you created during the registration process.

To access the 21stCCLC site, you will use this link:

https://21stcclc.sworps.tennessee.edu

LOGIN SCREEN

Tennessee Department of
Education

21st Century Community Learning
Centers

Login to Site
User Name:
Password:

Remember my login on this computer.
Mote: This is not recommended for use on
computers you share with others.

Submit

21st CCLC Maintenance Hours
In order to keep this site up-to-date and bug-free, we want to
alert you that the following hours may be used to perform
maintenance:
6-8 AM EST/EDT Monday - Friday
The site may be down during these hours for short periods
while we promote new versions of the website up, make

database changes, and/or perform other maintenance tasks.
Thank you for understanding.

This is the login screen you will see after using the link from the previous page or from
doing a copy/paste of the link into your browser address line.

https://21stcclc.sworps.tennessee.edu
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INVALID PASSWORD SCREEN

Tennessee Department of
Education

21st Century Community Learning
Centers

Login to Site
User Name: keithdolder
Password:

Remember my login on this computer.
Note: This is not recommended for use on
computers you share with others.

Your login attempt was not successful, Please

try again.
Submit

21st CCLC Maintenance Hours

In order to keep this site up-to-date and bug-free, we want to
alert you that the following hours may be used to perform
maintenance:

6-8 AM EST/EDT Monday - Friday

The site may be down during these hours for short periods
while we promate new versions of the website up, make
database changes, and/or perform other maintenance tasks.
Thank you for understanding.

Should you forget your password at any time, you will see the above message. You
will also get this message if you have attempted to login with the incorrect password
several times. To correct this problem, the next steps are the same,

1. Click on the link (under the login box) ‘Have you forgotten your password? Have
it emailed to you here.’

By clicking that link, you will be taken to the next screen to enter your username &
have your password emailed to the address used when you registered.
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Tennessee Department of Education

21st Century Community Learning Centers

Forgot Your Password?

SCREEN TO INDICATE THAT YOU NEED TO CONTACT THE HELP DESK

Tennessee Department of Education

21st Century Community Learning Centers

If you should you get this message, you will need to contact the Help Desk. You have
attempted to login with an incorrect password several times & the system has locked
the account.

The email address for the Help Desk is:

21stcclcAdmins@sworps.tennessee.edu

On the subject line of your email use ‘Locked out of my account’. You will be notified
when your account is unlocked.

At that time, you can go back to the login page. As discussed previously, you will use
the link ‘Have you forgotten your password? Have it emailed to you here.” By clicking
that link, you will be taken back to this screen to enter your username & have your
password emailed to the address used when you registered.
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MAIN MENU

Department Of Education

21st Century Community Learning Centers
Edit Roxie Blue's Account Logout

DOE > Home
= Home

—r—y Welcome to the DOE 21st Century Community Learning Centers site. Please use the menu to the left to guide your way through this website.
elp Desl
Quick Start Guide (pdf)
& Center/Class Administration
Re-Enroll Attendees
Add / Edit Attendee
= Reports
Attendance Summary
Regular Attendance Report
= Data Integrity

Null or Blank Student Ids

©2010 - 2012 DOE / SWORPS

From this screen you can contact the 21stCCLC Help Desk, work with the attendees at
the Grantee/Center, add new attendee(s) to the Grantee/Center, and access various
Reports.

The following pages of the Quick-Start manual will show each of the above choices &
the various ways to navigate within the system.
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HELP DESK SCREEN

DOE > Home > Help Desk
= Home

e SWORPS DOE 21st Century Community Learning Centers Site Contacts

Quick Start Guide (pdf)

= Center/Class Administration

Re-Enroll Attendees 21stCCLC Site Administrators <:]

Add [ Edit Attendee

= Reports
Attendance Summary
Regular Attendance Report
= Data Integrity

Null or Blank Student Ids

By clicking on the Help Desk link from the menu, you will be taken to the Help Desk
Contact Screen. This link will open a new window with the email template. This allows
users to send an email directly to the DOE 21stCCLC Help Desk. If there are any
problems or questions, you have ready access to the Help Desk email address to
contact us.

] To... 21stcdcAdmins @sworps. tennessee. edu

Send cc.,
Subject: DOE 5ite Contact
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ADDING STUDENTS

Department Of Education

21st Century Community Learning Centers

DOE > Home
= Home
P— Welcome to the DOE 21st Century Community Learning Centers site. Please use the menu to the left to guide your way through this website.
Quick Start Guide (pdf)
= Center/Class Administration
Re-Enroll Attendees
Add [ Edit Attendee <:|
= Reports
Attendance Summary
Regular Attendance Report
= Data Integrity

Null or Blank Student 1ds

©2010 - 2012 DOE /| SWORPS

To add Attendees to the Class Roll, select the Add/Edit Attendee link from the Main
Menu. This will take you to the Demographic Information page to enter the enrollment
information for each student.
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DOE = Add / Edit Attendee
Back

= Home

Help Desk Grantees / Centers

Quick Start Guide (pdf) Choose a Grantee and Center with which this Attendee is associated

- . Grantee Please selecta grantee from this list.. «
= Center/Class Administration

Center Please selecta grantee from the above listto see its centers... -

Re-Enroll Attendees

Add / Edit Attendee
= Reports Name / Id Information
State-lssued Student Id

Attendance Summary

Last Mame
Regular Attendance Report ————
. First Mame
= Data Integrity
Middle Mame
MNull or Blank Student Ids

Date(s)

Date of Birth FeE
Program Enrollment Date :ﬁ
Grade Level At Registration
Grade Level FPlease select a Grade Level... «
Other Information
Ethnicity FPlease select an ethnicity... -

Gender Please select a gender... «

Add Attendee

Back

After completing the information in each field, click on the Add attendee button located
at the bottom of the screen.

Attendee Entry Successful

Entry Details

Center / Location SEniliiiis

, TN
Attendee Mame Doe, John Q.
Attendee Date of Birth 7/3/2003

Grade Level At Registration Other Details

Back Add Another Attendee Center Attendees

You will now have links to edit what you have just entered, add another attendee, or

return to the Center Attendees List.
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CENTER/CLASS ADMINISTRATION — DISPLAYING GRANTEES

Click on ‘Class/Center Administration’ on the left side of the screen, then choose the
Grantee & Center that pertains to the Participation data you wish to enter.

Should the Grantee chosen have more than 1 Center, a click on the Center drop-down
box will show you all the Centers associated with that Grantee.

DOE > Center/Class Administration
= Home

Help Desk Grantees / Centers

ick id dF Choose a Grantee and Center with which this Attendee is associated
S 2 SR D (Y Grantee TestGrantee -
= Center/Class Administration Center Please select a center from this list... E|

Re-Enroll Attendees

Add / Edit Attendee
= Reports
Attendance Summary
Regular Attendance Report
= Data Integrity

Null or Blank Student Ids

When the ‘Previous Attendees’ button is selected, all students who have been
terminated from the Grantee/Center are listed. The same ascending/descending sort
orders are also valid on this screen. Roll the mouse pointer over the X under Enrolled,
to show the last date a terminated attendee was enrolled at this Center. Once a Center
is chosen, by default all the current attendees will be shown. But previous attendees
or all attendees may also be chosen for additional population information.

When the ‘Previous
Attendees’ button is
selected, all students who
have been terminated
from the Grantee/Center
are listed. Roll the mouse
pointer over the X under
Enrolled, to show the last
date a terminated
attendee was enrolled at
this Center.
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DOE =» Center/Class Administration

Grantees / Centers
Choose a Grantee and Center with which this Attendee is associated

Grantee TestGrantee -

Center TestCenter -

@ Current Attendees ) Previous Attendees @ All Attendees

Quick-Choose Attendees

Select A Grade Level To Select Attendees Which Correspond -

Classroom / Center Attendees

4
[[] select/Unselect All  Show 10 records pg/fpage. avigate Page: 12 /
Colimpee | 1| Eoretiear | PR | T | e | Middie Name | statetd | S0
+ = v Enrolled: 1/4/2012 1 Clark Joe M 023457 1/2/2004
O |+ Enrolled: 3/25/2011 6 Contrary Mary 5569% 10/2/2001
B | Enrolled: 8/16/2011 1 Doe Jane Q. 5654825 B/1/2005
+ [ |+ Enrolled: B/16/2011 2 Doe John Q. 4568735 7/3/2003
+ O | Enrolled: 5/28/2010 2 Dumpty | Humpty 7/20/2004
+ = v Enrolled: &/1/1997 1 Explorer Dora The B/5/1991
+ O | ¢ Enrolied: 97172010 4 Helman | Lillie 3/30/1999
O | ¢ Enrolled: 3/1/1998 K Lan Kai 5/1/1993
B | o Enrolled: 6/17/2011 3 McAdoo | Wackadoo 1/1/2003
+ = v Enrolled: 9/1/2000 K Muffett Little Miss 6/21/1995

There are several ways to sort the attendees. By clicking on the headers ‘Enrolled’,
‘Grade Level’, ‘Last Name’, ‘First Name’ & ‘Birth Date’, you can sort the list of
attendees in either ascending or descending order by that header. A second click will
reverse the sort order.
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CENTER/CLASS ADMINISTRATION — ATTENDEES

There is a drop down menu of how the list of the number of attendees that can be
displayed on a page. Should the number of attendees chosen to display not show all
enrolled at this Center, there is the ability to navigate to the additional pages.

Classroom / Center Attendees /

[C] Select/Unselect Al  Show 10 E] records per page. Mavigate To Page: 12
Cotiapse | | Eorelied? | FEEH| P | e | Middle Name | stateid | D72
+ [ Vf Enrolled: 1/4/2012 1 Clark Joe M 023457 1/2/2004
+ ] v’; Enrolled: 3/25/2011 b Contrary Mary 5568745 10/2/200
+ ] V; Enrolled: B/16/2011 1 Doe Jane Q. 3634825 8/1,/2005
+ ] v” Enrolled: B/16/2011 2 Doe John Q. 4568735 77372003
+ = ‘V’, Enrolled: 5/28/2010 2 Dumpty | Humpty Fi20/2004
+ (] ‘V', Enrolled: &/1/1997 1 Explorer Dora The N B/5/19%
+ [ | ¢ Enrolied: 9/1/2010 4 Hellman |  Lillie J 3/30/1999
+ [ | ¢ Enrolied: 9/1/1998 | K Lan Kai 5/1/1993
B [ | Enrolied: 6/17/2011 3 McAdoo | Wackadoo 1/1/2003
+ [ Vf Enrolled: %/1/2000 K Muffett Little Mizs 6/21/1995
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CENTER/CLASS ADMINISTRATION — EXPAND/COLLAPSE

If needing to edit and Attendee’s information, the plus ‘+’ sign will expand into
additional boxes for more demographic information for that attendee.
will close the expanded box.

Classroom / Center Attendees

[ select/Unselect All  Show 10

-

records per page.

Navigate To Page: 1 2

A second click

CI::;T::; [ Enrolled? fiﬁ F:'::;‘: r:-::l: Middle Name | State Id %:2
+ [ |  Enrolled: 17472012 1 Clark Joe M 023457 1/2/2004

= [ |+ Enrolled: 3/25/2011 6 Contrary | Mary 5568745 | 10/2/2001
/_' + [ y/ Enralled: 8/16/2011 1 Doe Jane 3654825 B/1/2005
+ [ Enrolled: B/16/2011 2 Doe John 4568735 F/3/2003

+ O |+ Enrolled: 5/28/2010 2 Dumpty | Humpty 7/20/2004

= [ | + Enrolted: 67171957 1 Explorer Dara The B/5/1991

= [ | " Enrolted: 3/1/2010 4 Hellman Lillie 3/30/1999

= [ |  Enrolted: 97171998 K Lan Kai 5/1/1993

[ |+ Enrolled: &/17/2011 3 McAdoo [ Wackadoo 1/1/2003

=] \/ Enrolled: 9/1/2000 K Muffett Little Miss 672171995

)

Selecting the plus ‘+’ sign opens an a drop-down box which gives more choices for
viewing, adding or editing the demographic, participation, & enrollment information for

an attendee.

Expand Grade Last First Middle State Birth
=1 Enrolled? I — r— ——
Collapse — Level Name Hame Hame Id Date
= =1 v Enraolled: 10/21/2011 3 Bear Harry D. 123456 B/20/2003
- Enrollment Edit Add Edit Enrollment
ElrTiEhs Date fETLET Attendee Participation Participation Info.
Black /
African 1042172011 Male Y Y Y Y
American
-+ =1 o Enrolled: 1/4/2012 2 Clark Joe M | 023457 | 1/8/2004
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EXPANDING THE CHOICES FOR AN ATTENDEE

When the ‘Edit Attendee’ icon is clicked, a new screen will open showing all current
demographic information previously entered for this attendee.

Expand Grade Last First Middle | State Birth
= Enrolled? — — —
Collapse — Level Name Name MName id Date
- [ v Enrolled: 10/21/2011 3 Bear Harry D. 123456 B/20/2003
oo Enrollment Edit Add Edit Enrollment
Sis Date Srniid Attendee | Participation | Participation Info.
Black /
African 1042172011 Male ) 2 ) 2
American
"z
+ = 1/( EnrolledT/4/2012 2 Clark Joe M 023457 1/8/2004

This is the new screen that shows all the current demographic information for this
attendee. Here you may edit any of the fields, click on ‘Edit Attendee’ button to save,
or click ‘Back’ to return to the Grantee/Center screen without saving any changes.
This screen is similar to the screen used to add a new attendee.

DOE = Add / Edit Attendee

Name / Id Information

State-lssued Student Id [p23457

Last Name Clark
First Mame Joe

Middle Mame ™

Date(s)

Date of Birth  1/2/2004 £z

Grade Level At Registration

Grade Level 1 -

Other Information
Ethnicity White

=]

Gender Male -

EditAtendee | <_—————

Back
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EXPANDING THE CHOICES FOR AN ATTENDEE---ADDING PARTICIPATION DETAILS FOR AN
ATTENDEE

When you click on the icon under ‘Add Participation’, a pop-up box appears where you
are able to enter a total time spent for an activity for the date chosen

Expand Enrolled? Grade Last First Middle State Birth
Collapse - Level Name Name Name Id Date
= / Enrolled: 10/21/2011 3 EBear Harry D. 123456 Bf20/2003
e Enrollment Edit Add Edit Enrollment
Ethnicity Date Gender Attendee Participation Participation Info.
Black /
African 102172011 Male 2 ) ) )
American A
+ ‘ Enrolled: 1/4/2012 ‘ /2 ‘ Clark Joe M | 023457 | 1/8/2004
+

This pop-up screen allows you to choose an Activity Family, Offering and SubOffering
for any date & enter the amount of time this attendee spent in that Activity Family. If no
date is chosen, the current date is the default. Once saved, you can ‘Reset’ the screen

in order to enter additional Activity Families &/or dates with time spent in each activity
to be added for this attendee.

Add Participation
Select A Grade Level To Select Attendees Which Corres

B Fillin the Participation Details of Joe Clark and Click Save

Select/Unselect Al  Show 10 ~ records [ Select Activity Family / Activity Offering
Family Academic Assistance Y —
Expand . . .
Enrolled? Offering Academic Enrichment ¥ —
Collapse —
SubOffering Math Y —
- + Enrolled: 1/4/201
. . Enrollment E
Ethnicity | e | Gender | 440 Date 5/23/2012 =1
White 1/4/2012 Male Hours Minutes
Time
: 1 0o
+ v Enrolled: 3/25/20°
+ " Enrolled: B/16/20°
+ Enrolled: 8/16/20°
+ " Enrolled: 5/28/20°
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EXPANDING THE CHOICES FOR AN ATTENDEE---EDIT PARTICIPATION FOR AN ATTENDEE

If you choose the icon under ‘Edit Participation,” a new screen will pop up where you
can view the attendee’s participation in any of the Activity Families. You can also edit
the time for any participation.

Choose A Date, Activity Offering, Both, or Neither and Click Search To View Participation Results
Date Activity

|
Select Activity Family / Activity Offering
Family Please Choose an Activity Fe =

Offering Please Select an Activity Far =

v SubOffering Please Choose an Offering... -
Search |

Results

Date Activity Family  |Activity Offering Activity SubOffering

1/3/2012 Academic Skills Practice- Other Academic
Assistance Homework Help Subjects
Arts & , ,

1/372012 Recreation Creative Arts Cooking

1/23/2012 ;‘lcaldemm Skills Practice- Othnler Academic
Assistance Homework Help Subjects

271572012 " & Recreation Other Recreation
Recreation Activities

5 715/72012 Academic Skills Practice- Other Academic
Assistance Homework Help Subjects

Click On A Participation Result Above
To Edit / Delete the record

Hours Minutes

Time

Reset Save Delete Back

There are 2 ways to search for participation for the chosen attendee. If the ‘Search’
button is clicked with both the date & the activity fields left blank, the search results will
show all activities on all dates for this attendee. This action will open the results area
of the screen to list the activities. You can view or edit the time spent in any of the
activities visible for this attendee.
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If the date and/or the Activity Family fields are chosen before the ‘Search’ button is
clicked, the search results will be only for the specific date &/or specific grouping of
activities. This action will open the area of the screen under the ‘Results’ bar to list
those activities. The activities &/or times can be viewed, edited or deleted then in the
expanded results area.

If a search, regardless of the method, does not find any activities, you will get a
message ‘Your search yielded no results’. This message indicates that the attendee
has not participated in any activities at this center or no activity participation data has
been entered for this attendee, depending on the search method used.

Select Activity Family / Activity Offering
Family Please Choose an Activity F: -
Offering Please Select an Activity Far -

SubOffering Please Choose an Offering... =~

Your Search Yielded Mo Results

| Search
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EDITING THE PARTICIPATION FOR AN ATTENDEE---AFTER GENERAL SEARCH

In this example, no choices were made before the Search button was clicked
allows for a general search for all activities on all dates for this attendee.

Choose A Date, Activity Offering, Both, or Neither and Click Search To View Participation Results

Date

|

Activity

Select Activity Family / Activity Offering

Family Flease Choose an Activity Fe -

Offering Please Select an Activity Far =

SubDffering Please Choose an Offering... =

Results

Date Activity Family  Activity Offering Activity SubOffering

17372012 ,ﬁ.caldemm Skills Practice- Clthnler Academic <
Assistance Homework Help Subjects
Arts & . .

1/3/2012 Recreation Creative Arts Cooking

1/23/2012 Academic Skills Practice- Other Academic
Assistance Homewaork Help Subjects

21572012 AT & Recreation Debentattves e
Recreation Activities

5715/2012 Acaldemu: Skills Practice- C]thuler Academic
Assistance Homewaork Help Subjects

Click On A Participation Result Above

To Edit / Delete the record

Hours Minutes

Time

—

Back

Reset Save Delete
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Once the results area from the search is open, the search results will show all activities
for that attendee in date order by Activity Family, Activity Offering & Activity Sub-
Offering. By clicking on the actual Activity Sub-Offering, the times for that grouping will
appear in the box at the bottom of the screen and are editable. At this time, you can
make changes & save those changes; delete the entire activity; reset to the default
screen to use another method for searching or go back to the Grantee/Center screen.
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EDITING THE PARTICIPATION FOR AN ATTENDEE---AFTER ACTIVITY ONLY SEARCH

Choose A Date, Activity Offering, Both, or Neither and Click Search To View Participation Results
Date Activity

H
Select Activity Family / Activity Offering
Family Academic Assistance -

Offering Skills Practice-Homework Help -

SubOffering Other Academic Subjects -
Results
Date Activity Family | Activity Offering Activity SubOffering
Academic Skills Practice- Other Academic
1/3/2012 Assistance Homewaork Help Subjects <
142312012 Academic Skills Practice- Other Academic
Assistance Homewaork Help Subjects
5/15/2012 Academic Skills Practice- Other Academic
Assistance Homewaork Help Subjects

Click On A Participation Result Above
To Edit / Delete the record

Hours Minutes

T'iITIE U 45 z

Reset Save Delete Back

In this example, only an Activity Family, Offering and Sub-Offering were selected for
the search. The Activity Family list for this attendee will be in date order. By clicking
on the actual Activity Sub-Offering, the time spent participating on either date will be
shown & can be edited or deleted.
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EDITING THE PARTICIPATION FOR AN ATTENDEE---AFTER DATE SEARCH

Choose A Date, Activity Offering, Both, or Heither and Click Search To View Participation Results

Date Activity
= 2/15/2012 H

Select Activity Family / Activity Offering
Family Please Choose an Activity F&é =
Offering Please Select an Activity Far -

SubOffering Please Choose an Offering... ~

Results
Date Activity Family  |Activity Offering Activity SubOffering
">} /1572012 |15 . Recreation Uther Recreation
Recreation Activities
3/15/2012 Academic Skills Practice- Other Academic
Assistance Homewaork Help Subjects

Click On A Participation Result Above
To Edit / Delete the record

Hours Minutes

Time

Reset Save Delete Back

In this example, a date was entered with no activity information. The activity groups for
that specific date are shown. Clicking on the actual Activity Sub-Offering will show the

time spent in that activity on that date & can be edited or deleted (as in the previous
example).
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EXPANDING THE CHOICES FOR AN ATTENDEE---ENROLLMENT INFORMATION

In the choices provided by expanding an Attendee, on the ‘Class/Center Administration
screen, clicking the icon under Enrollment Info. will cause a new screen to pop up that
will allow editing of the current enrollment for this attendee. At this time, an attendee

may be terminated from a Center &/or added to a new Center.

[[] Select/Unselect Al Show 10

¥ records per page.

Navigate To Page: 12

Expand 0 Enrolled? Grade Last First Middle | State | Eirth
Collapse - Level Name Name Name Id Date
[ + Enrolled: 1/4/2012 1 Clark Joe M 023457 | 1/2/2004
Ethnicity Enr;:::nt Gender AttEe‘:i;ee Attendance Padi:;jp:tion Partii?pi:ation Enrr:::ent
White | 1/4/2012 | Male 2 2 L [ > <;: |
+ ] v Enrolled: 3/25/2011 & Contrary Mary 5568745 | 10/2/2001
+ ] v Enrolled: 8/16/2011 1 Doe Jane Q. 5654825 | B/1/2005
+ |} + Enrolled: B/16/2011 2 Doe John Q. 4568735 | 7/3/2003
+ [l v Enrolled: 5/28/2010 - Dumpty Humpty 7/20/2004
+ ] -:.«’r Enrolled: &/1/1997 1 Explorer Dora The B/5/1991
+ & ' Enrolled: 9/1/2010 4 Hellman Lillie 3/30/1999
+ B v Enrolled: 9/1/1998 K Lan Kai 5/1/1993
+ & -;_."r Enrolled: 6/17/2011 3 McAdoo Wackadoo 1/1/2003
+ 1 + Enrolled: 9/1/2000 K Muffett Little Miss &/21/1995
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EDIT THE ENROLLMENT INFORMATION OF AN ATTENDEE

This screen is for editing the enroliment date or terminating this attendee from a
Grantee/Center.

Attendee: Clark, Joe

Edit | Delete | Grantee - Center | Enrollment Date | Termination Date | Termination Reason | Reason Description

>0 X 17472012

Top Section

, . Bottom Section
Add New Enrollment and / or Termination Record

Grantee Flease select a grantee from this list... -
Grantee/Center Center Flesse select a grantee from the above list to see its centers...
Enrollment Date £
Termination Date £
Termination Reason Please Choose Reason -

Termination
Description -

| Save | | Cancel |

Back

The top section is for editing or terminating this attendee at the chosen
Grantee/Center. In this section, an attendee can also be deleted from the Center.

The bottom section is for terminating this attendee from the chosen Grantee/Center or
adding this attendee to a new Grantee/Center.

An attendee can only be enrolled in one (1) Grantee/Center at a time.

Clicking the edit icon, in the top section, will expand that selection & provide the fields
of enrollment information for viewing or editing.
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EXPANDED SCREEN FOR EDITING THE ENROLLMENT INFORMATION OF AN ATTENDEE

After clicking on the ‘Edit’ icon, the current Grantee/Center & date with which this
attendee is enrolled is displayed. The enrollment date can be edited or the attendee
can be terminated at this Grantee/Center.

Attendee: Clark, Joe

Enrollment Termination Reason
Edit Delete | Grantee - Center Termination Reason ..
Date Date Description
Grantee TestGrantee - 1/4/2012
Save Cance p . Please Choose Reason -
Center TestCenter - e B i

Add New Enrollment and / or Termination Record

Grantee Please select a grantee from this list... -

Grantee/Center Center Flease select a grantee from the above list to see its centers...

Enrollment Date G|
Termination Date ﬁ
Termination Reason Please Choose Reason -

Termination
Description -

Save | | Cancel

Parl-

The bottom area can be used for adding new enrollment or for terminating enrollment
in the Grantee/Center for this attendee.
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SELECTING ATTENDEES USING QUICK-CHOOSE OPTION

On the ‘Class/Center Administration’ screen, the ‘Quick-Choose Attendees’ box allows
for choosing an attendee quickly by first name. Once you type in a few letters, a list of
possible matches will be shown for selection.

OE > Center/Class Admmistraton

= Home

Cartac
conmact

Center/Class Administration

- TestGraokes v
sdd / Edit Amend
Add / Edit Atendee
TestCanter .
® Current Attendees O Previous Attendees O All Attendees

Quick-Choose Attendees

C——— > o Selct

Dora Explorer
Dottie Parker
Selact A Grade Level To Select Attendees VWhich Comespend v

Classroom / Center Attendees

Setoct/Unselect AL Show Show AN ¥ racords per page.  Navigate To Page: 1
Enrolled? Grade | Last | Firt ‘ Birth
[ Level | Hame | Hame | Date

¢ Enrclled: 6/1/1597 1 |explocer| Dora The 85I 1994

v Enroted: 5/12/2006 | 1 | Rhodes | Dusty 2/15/1959

v Enrolled: 9/1/2000 2 Parker | Dottie §/571693

v Encolled: 6/15/2001 2 Piper | Peter 4111555

v Enroled: 9/15/1%58 | 3 Dino | Dan 10/15/1950

v Enrolled: 9/1/2010 4 Hellman | Ulle 3/30/1999

v Enrolled: 8/31/2009 4 Homer Jack 271172000

By selecting the desired attendee name & clicking the ‘Select’ button-only that
attendee will be selected & a checkmark will appear. (See example on the next page.)
Additional first names may be entered into this box to be selected.
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SELECTING ATTENDEES USING QUICK-CHOOSE OPTION (CON’T.)

Classroom / Center Attendees

&~

[[] Select/Unselect Al Show 10

¥ records per page.

Mavigate To Page: 1 2

Cotapee | | Eorolled? [ PEEH) 2| ame | Middie Name | statetd | D02
+ E | ¢ Enrolled: 1/4/2012 1 Clark Joe M 023457 | 1/2/2004

+ [ | Enrolled: 2/25/2011 6 | Contrary| Mary 5568745 | 10/2/2001

+ [ |+ Enrolied: 8/16/2011 1 Doe Jane Q. 5654825 | 8/1/2005

+ E | Enrolled: 8/16/2011 2 Doe John Q. 4568735 | 7/3/2003

+ [ |+ Enrolled: 5/28/2010 z Dumpty | Humpty 7/20/2004
::’> v Enrolled: 6/1/1937 1 Explorer | Dora The 8/5/1991
+ E | ¢ Enrolled: 9/1/2010 4 Hellman | Lille 3/30/1999

+ F | ¢ Enrolled: 9/1/1998 K Lan Kai 5/1/1993

+ E |+ Enrolled: 6/17/2011 3 McAdoo | Wackadoo 1/1/2003

+ [ | ¢ Enrolied: 9/1/2000 K Muffett | Little Miss 6/21/1995

[[] select/Unselect All

DR DOE £ SWORFS

Once there is a checkmark in this box, this attendee has been selected.

Clicking within the box will also select (or unselect) the attendees. The Select All or
Unselect All buttons are also available to include everyone in the list.
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SELECTING ATTENDEES USING GRADE LEVEL OPTION

On the ‘Class/Center Administration’ screen, the Grade Level Option box has a drop
down choice list that shows all grade levels of every attendee for this Grantee/Center.

Select A Grade Level To Select Attendees Which Correspond = <

Clazssroom / Center Attendees

[[] Select/Unselect Al Show 10 ¥ records per page. Mavigate To Page: 12
cotapie | | Eorotest | TEC 0L | o | Middie Name | state1d |
+ [ yf Enrolled: 1/4/2012 1 Clark Joe M (023457 1/2/2004
+ ] v Enrolled: 3/25/2011 & Contrary Mary 5568745 | 10/2/2001
+ = v Enrolled: B/16/2011 1 Doe Jane Q. 5654825 8/1/2005
o O v Enrolled: 8/16/2011 2 Doe John Q. 4568735 77372003
+ [ | ¢ Enrolled: 5/28/2010| 2 | Dumpty | Humpty 7/20/2004
+ vf Enrolled: &/1/1997 1 Explorer Daora The 8/5/19%91
+ & v Enrolled: 3/1/2010 4 Hellman Lillie 313071999
+ [ | ¢ Enrolled: 9/1/1998 K Lan Kai 5/1/1993
+ 1 | ¢ Enrolied: 6/17/2011 3 McAdoo | Wackadoo 1/1/2003
+ [ pf Enrolled: 9/1/2000 K Muffett Little Mizs 672171995

S0 DOE £ SWORES

By choosing the desired grade level; only the attendees in that grade level will be
selected with a check in the box next to their name.
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CENTER/CLASS ADMINISTRATION USING GRADE LEVEL OPTION (CON'T)

1 - <

Attendees selected for Grade Level 1

Classroom / Center Attendees

[C] Select/Unselect Al Show 10 ¥ records per page. Mavigate To Page: 12
CE:IT:::E [l Enrolled? ?_;i‘:? NL;:_L ; ::; Middle Name | State Id i::
— + v Enrolled: 1/4/2012 1 Clark Joe M (023457 1/2/2004
— + / Enrolled: B/16/2011 1 Doe Jane Q. 5654825 8/1/2005
— + v Enrolled: &/1/1%97 1 Explorer Dora The B/5/19%
— + / Enrolled: 5/12/2006 1 Rhodes |  Dusty 2/15/199%
+ [l -.;_fr Enrolled: B/16/2011 2 Doe John Q. 4568735 Fi372003
+ [ | ¢ enrolled: 5/28/2010 - Dumpty | Humpty 7/20/2004
+ [ ~.;_fr Enrolled: &/15/2001 2 Piper Peter 4/1/1995
+ [l ~.;.fr Enrolled: &/17/2011 3 MchAdoo | Wackadoo 17172003

The selected attendees can be included for the choices for Classroom/Center Group
Methods (including Mass Fill Participation, Attendance Report, and Participation
Report).

Clicking within the box will also select, or unselect the attendees.

The Select All/lUnselect All buttons are also available to include everyone in the list.
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CHOOSING THE OPTIONS FOR THE CLASSROOM/CENTER GROUP METHODS

Department Of Education

21st Century Community Learning Centers
Edit kenworthyd's Account

Logout

DOE > Center/Class Administration

Home
Help Desk Grantees / Centers
Quick Start Guide (pdf) Choose a Grantee and Center with which this Attendee is associated
Grantee TestGrantee -
Center/Class Administration
Center TestCenter -
Re-Enroll Attendees
Add / Edit Attendee @ Current Attendees © Previous Attendees © All Attendees

Activity Administration
Reports Quick-Choose Attendees

Attendance Summary

Attendance And Participation Summary
Regular Attendance Report
3 Data Integrity Select A Grade Level To Select Attendees Which Correspond =

Null or Blank Student 1ds
Classroom / Center Attendees
User/Role Administration
Administer Roles

Add User(s)

[O Select/Unselect All Show 10 ¥ records per page. Navigate To Page: 12
Edit Users
B Iy (L1157 Expand Grade | Last | First Birth
. x il Enrolled? Middle Name | State Id
Active User Utility Collapse Level | Name | Name Date
B | E e ST + B | & Envolled: 17412012 1 Clark Joe M 023457 | 1/2/2004
Add Center
T . + = v Enrolled: 3/25/2011 6 Contrary Mary 5568745 [ 10/2/2001
Administer Your Account + [} v Enrolled: 8/16/2011 1 Doe Jane Q. 5654825 8/1/2005
+ = v Enrolled: 8/16/2011 74 Doe John Q. 4568735 7/3/2003
+ [ | Enrolted: 512812010 2 Dumpty | Humpty 7/20/2004
+ ] v Enrolled: 6/1/1997 1 Explorer Dora The B/5/1991
+ | v Enrolled: 9/1/2010 4 Hellman Lillie 3/30/1999
+ [ | ¢ Enrotied: 9/1/1998 K Lan Kai 5111353
+ [} v Enrolled: 6/17/2011 3 McAdoo | Wackadoo 1/1/2003
+ ] v Enrolled: 9/1/2000 K Muffett Little Miss 6/21/1995
[T] Select/Unselect All
Show Arbitrary Grouping / Selection Control...
Classroom / Center Group Methods
View / Print Attendance Sheet With Optional Date ‘ Edit
[Optional Date] ] Wiew / Print Attendance Roll Sheet ‘ ]
I
View / Print Participation Sheet With Optional Date Edit

1. Select A SubOffering

Select Activity Family / Activity Offering
Family Plesse Choose an Activity Fa v
[OptionalDate] [ Offering Plzase Select an Activity Fan + -

SubOffering Plesse Choose an Offering.. +

2. View / Print Participation Roll Sheet

Attendance/Participation Reports
Attendance Report
Participation Report

010 - 2012 DOE | SWORPS
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CHOOSING THE OPTIONS FOR THE CLASSROOM/CENTER GROUP METHODS (CON’T.)

Found on the Class/Center Administration screen after the Attendees List.

After using any of the previous choices for choosing attendees (Quick Choose, Grade
Level Option, or Selecting box with a mouse click), the Classroom/Center Group
Methods may now be used. This section has four functions available to assist in
managing your data.

First, you can Mass Fill Participation for a specific date for a selected group of
students.

Second, you can print an Attendance Report for your attendees for a selected date
range.

Third, you can print an Participation Report for your attendees for a selected date
range.
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USING THE MASS FiLL OPTION FOR A PARTICIPATION SHEET

On the Center/Class Administration screen, under the Classroom/Center Group
Methods; you click the icon under ‘Edit’ next to View/Print Participation Sheet with

Optional Date.

+ [ v Enrolled: 8/16/2011 Doe John Q. 4568735 Fi3/2003
+ [l v Enrolled: 5/28/2010 Dumpty | Humpty 7720/2004
+ v Enrolled: &/1/1%37 Explorer Dora The B/5/19%
+ [ v Enrolled: %/1/2010 Hellman Lillie 3/30/1999
+ E | ¢ Enrolled: 9/1/1998 Lan Kai 5/1/1993
+ [ v Enrolled: &/17/2011 McAdoo | Wackadoo 1/1/2003
+ = 1/' Enrolled: 9/1/2000 Muffett Little Miss &/21/1995
[C] Select/Unselect All
Show Arbitrary Grouping / Selection Control...
Classroom / Center Group Methods
View / Print Attendance Sheet With Optional Date Edit
[Optional Date] ez View / Print Attendance Roll Sheet
View / Print Participation Sheet With Optional Date Edit

[OptionalDate] H

. Select A SubOffering

2. View / Print Participation Roll Sheet

A new screen will appear to allow for Mass Filling Participation for the selected

attendees.

The purpose of this function is to enter participation data for many students that share

an activity day by day instead of entering participationndividually on the expanded

student profile.
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USING THE MASS FiLL OPTION FOR A PARTICIPATION SHEET (CON’T.)

Department Of Education

2ist Century Community Learning Centers
Edit kenworthyd's Account Logout
Vv V
= Home
Academic Assistance ~ Academic Enrichment * Math A

el pesk Pageloading..

Quick Start Guide (pdf)
= Center/Class Administration Mass F.Ill Part.lc.l pat]on

Re-Enroll Attendees

Add / Edit Attendee Family: Academic Assistance
Offering: Academic Enrichment

Activity Administration 4
Sub-Offering: Math

= Reports

Attendance Summary ¥ Mass Fill Helpers {Hide Facility Contrals...)

Attendance And Participation Summary Use the controls below to mass fill the imes and dates for the

participants. Click for more info...
Regular Attendance Report -

= Data Integrity
1 .30 04/09/2012 <:I
Null or Blank Student 1ds
Fill Time Into Fields Fill Date Into Fields

= User/Role Administration

Administer Roles

Name Time Date
aad]bses () [Last, First] [hours:minutes] mm/dd/yyyy
Edit Users Clark, Joe M 1:30 04/09/2012
Error Log Utility

Contrary, Mary 1:30 04/09/2012
Active User Utility

Doe, Jane Q. 1:30 04/09/2012

= Administer Grantee / Center
. 09/
T — Doe, John Q. 1:30 04/09/2012
Add Grantee Dumpty, Humpty 1:30 04/09/2012
Administer Your Account Explorer, Dora The 1:30 04/09/2012

Hellman, Lillie 1:30 04/08/2012

Lan, Kai 1:30 04/09/2012

McAdoo, Wackadoo  1:30 04/09/2012

Muffett, Little Miss  1:30 04/08/2012

1
Save Participation Records QI* :|

Edit Attendance For These Attendees | Back to Center Attendees List

©2010 - 2012 DOE | SWORPS

The selected students should be grouped by shared activities (i.e. all those who took
math together for a particular day).

The first step is to select the desired family, offering and sub offering from the drop
menus located at the top of the page.

There are two Boxes located below the Mass Fill Helpers Heading. The first box is for
the total hours and minutes of participation for the specified activity for the selected
date that is entered in the second box.

Next you click on the links Fill Time into Fields and Fill Date into Fields to have the
data entered next to the names of the selected attendees.

If some of the attendees have a different number of hours of participation than the
others, the time can be over-written prior to saving.
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It is VERY important to click on Save Participation Records for the attendance data to
be saved.

At this point you can return to the attendees list to select a new group, or enter new
participation times for the same activity for a different date for the selected group, or
select a different activity and enter that participation time and date for the same group
of selected students.
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USING THE ATTENDANCE REPORT

To select the Attendance report click on the link located at the bottom of the
Center/Class Administration page for your selected Grantee and Center.

21st Century Community Learning

Department Of Education

Centers

Edit kenworthyd's Account

Logout

= Home
Help Desk
Quick Start Guide (pdf)
Center/Class Administration
Re-Enroll Attendees
Add / Edit Attendee
Activity Administration
= Reports
Attendance Summary
Attendance And Participation Summary
Regular Attendance Report
= Data Integrity
Null or Blank Student Ids
= User/Role Administration
Administer Roles

Add User(s)

DOE > Center/Class Administration

Grantees / Centers
Choose a Grantee and Center with which this Attendee is associated

Grantee TestGrantee -

Center TestCenter A

® Current Attendees © Previous Attendees © All Attendees

Quick-Choose Attendees

Select A Grade Level To Select Attendees Which Correspond =

Classroom / Center Attendees
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Select/Unselect Al Show 10 ¥ records per page. Mavigate To Page: 12
Edit Users
Errar Log Utility Expand Grade | Last | First Birth
z [l Enrolled? T || - | Middle Name | Stateld |
Active User Utility Collapse Level | Name | Name Date
B |[(elm S ErE e E ey + A | ¢ Enrolled: 1742012 | 1 Cark | Jos M 03457 | 1/2/2004
Add Center
o — + (] v Enrolled: 3/25/2011 6 Contrary Mary 5568745 | 10/2/2001
Administer Your Account + ] v Enrolled: 8/16/2011 1 Doe Jane Q. 5654825 8/1/2005
+ = v Enrolled: 8/16/2011 z Doe John Q. 4568735 7/3/2003
+ [ | ¢ Enrolled: 5/28/2010| 2 Dumpty | Humpty 7/20/2004
+ B v Enrolled: 6/1/1997 1 Explorer Dora The 8/5/1991
+ = |/ Enrolled: 9/1/2010 4 Hellman Lillie 3/30/1999
+ [ | ¢ Enrolied: 9/1/19% K Lan Kai 5/1/1993
+ (] v Enrolled: 6/17/2011 3 McAdoo | Wackadoo 1/1/2003
+ = v Enrolled: 9/1/2000 K Muffett Little Miss 6/21/1995
[C] Select/Unselect All
Show Arbitrary Grouping / Selection Control...
Classroom / Center Group Methods
¥iew / Print Attendance Sheet With Optional Date Edit
[Optional Date] ] Wiew / Print Attendance Roll Sheet P
View / Print Participation Sheet With Optional Date Edit
1. Select A SubOffering
OptionalDate
O ] = 2. View / Print Participation Roll Sheet 2
Attendance/Participation Reports
Participation Report
©2010 - 2012 DOE | SWORPS
Version 2.0




USING THE ATTENDANCE REPORT (CON’T.)

The Attendance Report provides a listing of the attendees enrolled in a center that
have attendance data entered. The report is designed to list the attendees and the
hours of daily enrollment for aselected date range. After clicking on the Attendance
report link, a new page pops up.

Enter the date range that you want to view, and click on the View Report Button.

/ End 01/06/2012 / l View Report /

Start
Date 01/01/2012 Date
[
M 41 oft b M. &  100% - Find | Next— B~ @ &
Attendance Summary Report
TestCenter
Mtendee (Grade  [Date | Timespent
=darkloe 1 lew0
Wednesday, January 04, 02:00
2012
Thursday, January 05, 02:00
2012
Friday, January 06, 2012 02:00
2 Contrary,
Mary
Monday, January 02, 2012 02:00
Tuesday, January 03, 02:00
2012
Wednesday, January 04, 02:00
2012
Thursday, January 05, 02:00
2012
Friday, January 06, 2012 02:00

e A O "

This report can become quite largeand take some time to load. It is advised that the
report be run in allow shorter increments to be more manageable. Monthly is generally
a safe range, but we have found that Centers that enter data and check their reports
weekly tend to have the best data quality.
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USING THE ATTENDANCE REPORT (CON'T.)

The line below the date range allows you to manage the report. The arrows to the left
and right of the page numbers allow you to scroll through the students

~ -

Start
Date 01/01/2012

End

View Report
Date 06/30/2010 P

M 4 1 oft b Pl @  100% - Find | Next B - @ &

Attendance Summary Report

The Find box allows you to searchfor a specific student by name by typing in the
student’s nameand clicking on find.

Back

Start
Date

End

View Report
Date 06/30/2010 P

01/01/2012

4 4 1 oft » kI @  100% - Find | Next B - @& &

Attendance Summary Report

The disc icon allows you to export the document into an Excel, Word, or PDF file for
ease in printing. Many people have difficult printing directly from Internet Explorerby
clicking on the printer icon. Additionally, the report comesout looking better when
exported.

Back

Start End :
View Report
Date 01/01/2012 Date 06/30/2010 / I p

4 4 1 oft b bl @  100% - Find | Next B - @& &

Attendance Summary Report

The dsc icon allows you to export the document into an Excel, Word, or PDF file for
ease in printing. Many people have difficult printing directly from Internet Explorerby
clicking on the printer icon. Additionally, the report comesout looking better when
exported.
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USING THE ATTENDANCE REPORT (CON’T.)

To export the report, just select the format you want to print in, and you will be taken to
your print screen.

End
Date

Start

View Report
Date 01/06/2012 [ port |

01/01/2012

———

4 4 1 of1 b Bl @ 100% - Find | Next |BL -| @ &

Attendance Summary Report |

XML file with report data ‘
CSV (comma delimited)
TestCenter Acrobat (PDF) file

> MHTML (web archive)
m_ e
oo 1| TIFF fe

Wednesday, January 04, 02 0o
2012 Word
Thursday, January 05, 02:00
2012
Friday, January 06, 2012 02.00
= Contrary,
Mary
Manday, January 02, 2012 02:00
Tuesday, January 03, 02:00
2012
Wednesday, January 04, 02:00
2012
Thursday, January 05, 02:00
2012
Friday, January 06, 2012 02.00

=Dino,Dan 3 200 |
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USING THE PARTICIPATION REPORT

To select the Attendance report click on the link located at the bottom of the
Center/Class Administration page for your selected Grantee and Center.

Department Of Education

21st Century Community Learning Centers

Edit kenworthyd's Account

Logout

= Home
Help Desk
Quick Start Guide (pdf)
=] Center/Class Administration
Re-Enroll Attendees
Add / Edit Attendee
Activity Administration
= Reports
Attendance Summary
Attendance &nd Participation Summary
Regular Attendance Report
= Data Integrity
Null or Blank Student Ids
= User/Role Administration
Administer Roles
Add User(s)
Edit Users
Error Log Utility
Active User Utility
= Administer Grantee / Center
Add Center
Add Grantee

Administer Your Account

DOE > Center/Class Administration

Grantees / Centers
Choose a Grantee and Center with which this Attendee is associated

Grantee TestGrantee -

Center TestCenter -

@ Current Attendees O Previous Attendees ) All Attendees

Quick-Choose Attendees

Select A Grade Level To Select Attendees Which Carrespond +

Classroom / Center Attendees

Select/Unselect Al Show 10 ¥ records per page. Mavigate To Page: 12
Expand Grade | Last | First . Birth
£ O Enrolled? Middle Name | State Id
Collapse Level | Name | Name Date

+ (] ‘/ Enrolled: 1/4/2012 1 Clark Joe M 023457 1/2/2004
+ = v Enrolled: 3/25/2011 6 Contrary Mary 6568745 | 10/2/2001
+ B v Enrolled: 8/16/2011 1 Doe Jane Q. 5654825 8/1/2005
+ = v Enrolled: 8/16/2011 ? Doe John Q. 4568735 7/3/2003
+ [ | ¢ Enrolled: 5/28/2010| 2 | Dumpty | Humpty 7/20/2004
+ | ‘/ Enrolled: 6/1/1997 1 Explorer Dora The B/5/1991
+ = v Enrolled: 9/1/2010 4 Hellman Lillie 3/30/1999
+ [0 | ¢ Enrolied: 9/1/1998 K Lan Kai 5/1/1993
+ = v Enrolled: 6/17/2011 g McAdoo | Wackadoo 1/1/2003
+ ] v Enrolled: 9/1/2000 K Muffett Little Miss 6/21/1995

[T] Select/Unselect All

Show Arbitrary Grouping / Selection Control...

Classroom / Center Group Methods

Yiew / Print Attendance Sheet With Optional Date Edit
[Optional Date] i Wiew / Print Attendance Roll Sheet ]
View / Print Participation Sheet With Optional Date Edit
[OptionalDats] & 1. Select A SubOfferin 2

2. View / Print Participation Roll Sheet

Attendance/Participation Reports
Attendance Report
Participation Report

©2010 - 2012 DOE | SWORPS
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USING THE PARTICIPATION REPORT (CON’T.)

The Participation Report provides a listing of the attendees enrolled in a center that
have participation data entered. The report is designed to list the attendees and the
hours listed by activity and date for aselected date range. After clicking on the
Participation report link, a new page pops up.

Enter the date range that you want to view, and click on the View Report Button.

Start End
View Report
Date 01/01/2012 Date 01/06/2016 [ p

——

M4 4 1 of272 b Bl @ 100% - Find | Next B - @& &

Participation Summary Report

This report can become quite largeand take some time to load. It is advised that the
report be run in allow shorter increments to be more manageable. Monthly is generally
a safe range, but we have found that Centers that enter data and check their reports
weekly tend to have the best data quality.
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USING THE PARTICIPATION REPORT (CON’T.)

The line below the date range allows you to manage the report. The arrows to the left
and right of the page numbers allow you to scroll through the students.

Back

Start End
Date 01/01/2012 Date

4 4 1 of27? b Pk @ 100% - Find | Next— & - & &

Participation Summary Report

01/06/2016 View Report

The Find box allows you to searchfor a specific student by name by typing in the
student’s nameand clicking on find.

Back

Start End
Date 01/01/2012 Date

4 4 1 of27? b Pk @ 100% - Find | Next— & - & &

Participation Summary Report

01/06/2016 View Report

The disc icon allows you to export the document into an Excel, Word, or PDF file for
ease in printing. Many people have difficult printing directly from Internet Explorerby
clicking on the printer icon. Additionally, the report comesout looking better when
exported.

Back

Start End
Date 01/01/2012 Date

4 4 1 of2? b P @ 100% v| Find | Next— & - - @ | &

Participation Summary Report

01/06/2016 View Report

The dsc icon allows you to export the document into an Excel, Word, or PDF file for
ease in printing. Many people have difficult printing directly from Internet Explorerby
clicking on the printer icon. Additionally, the report comesout looking better when
exported.
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To export the report, just select the format you want to print in, and you will be taken to
your print screen.

Back

Start End

View Report
Date  01/01/2012 Date  01/06/2016 l p |
I
4 4 1 of2?2 b Pl ¢  100% - Find | Next | -| @& &
Participation Summary Report | XML file with report data |
CSV (comma delimited)
l\

Acrobat (PDF) file
MHTML (web archive)
Excel

TIFF file

Waord
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ARBITRARY GROUPING

Arbitrary Grouping is a quick way to save groups of students (with something in
common) for future use. This allows the user a quick way of seeing and selecting only
a certain group of students. For example, you may include one group of students
taking karate and one group of students taking dance. Arbitrary grouping allows the
user to separate these into virtual groups.

To Create a Group
1) Select, using the check boxes, the students you wish to group.

2) Click “Show Arbitrary Grouping / Selection Control” to show the Arbitrary
Grouping panel.

3) Name the group- in this case, “AM Group” would suffice as a descriptive label.

4) Click the link labeled “Add New Grouping...” This saves this group to your
profile for future use.

To Use a Group
1) Follow step 2 from the above category to show the panel.
2) Use the drop down list within the panel to select the group you created.
3) Click “Show” and this will bring up the students included in this group.
Deleting a Group
1) Follow steps 1 & 2 from the above category.

2) Click “Remove” to remove this grouping from your profile.

Notes:

e When you remove a group, it does NOT delete the students. It only deletes the grouping. So
you can adjust this feature frequently before you create the groups you wish to keep and use
on a daily basis.

e There is no limit to the number of groups you can have.

e Your groups are NOT available to other users. You may create as many groups, name them to
your liking, and delete without fear of interrupting another user's experience.
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SCREEN TO ADMINISTER YOUR ACCOUNT

Department Of Education

21st Century Community Learning Centers
Edit Roxie Blue's Account Logout
/\
DOE > Home
= Home . . . . .
Welcome to the DOE 21st Century Community Learning Centers site. Please use the menu to the left to guide your way through this
LDk website.

Quick Start Guide (pdf)
= Center/Class Administration
Re-Enroll Attendees
Add / Edit Attendee
= Reports
Attendance Summary
Regular Attendance Report
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