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GETTING STARTED WITH CONNECTABLE 2.5

The ConnectAble tools can be used in different ways, depending on different roles within an organization. This guide is divided into
sections based upon some common roles that exist in all adult education programs. As an admin level role, you have access to all the
teacher/staff tools as well as the administrative tools!
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TEACHER/STAFF TOOLS

The tasks described on the following pages will be
accessible to anyone with designated Staff Access.



THE STUDENT EXPERIENCE

If you work with students who struggle with digital literacy, understanding the student experience is
critical fo your ability to provide support. This section will help you to understand the student
experience in ConnectAble and how you can best support those students who struggle with digital
literacy.

Before you ever meet a student, he/she will have already gone through a series of steps designed for
students to share contact info, complete the registration form, set goals, share any barriers, and
make an appointment. Because this system is built with the guidance of educators, these steps are
designed to be completed even by students with low literacy, low digital literacy, limited technology
access, and limited English proficiency. All these steps are accessible for you to see through the eyes
of a student in two ways:
1) You can see the actual forms/steps to view the format in which each of the
steps in the journey is presented to students, and
2) You have the option to “switch to” a student and actually see the
ConnectAble forms/steps as well as the dashboard as that student.

Additionally, as a teacher/staff member you also have immediate access to the information a
student shares through each of those steps in real time as soon as that information is shared.

ACCESSING THE STUDENT VIEW OF THE CONNECTABLE FORMS/STEPS

‘) Students gi
#® Dashboard
® Toggecoumn Y Fter (% Bxpont W Prin m
Start Form
a Inactive Students D Registration Form

- i

2 State Reporting Photo Id

a Student Updates - NADOOS NEMOCTO 5/1
O 06/14/2023 DEMOCTO9rU Riya 07/26/1991 ALP Form

-

2 Reporting

Appointment Form
® Locations
Account Creation, Student Informat Aend e gy, dent Dashboard
ccount reation, Student Information, uden as oari
O 05/18/2023  DEMOTzBL2R Virat 11/05/1988 Male e Ll 1, Attet daf
Courses Document/ID Uploads Strikel
Strike {

STA RT FORM Thank you for your interest in our school! e

When a student lands on
your home page and clicks o

Get Started, he/she will first | i —
be taken to the Start Form, '
which is a quick form
designed for the student to
simply be able to leave
contact information and let

U Lsing the phane number and/er email you provide, 5o please make sure your entries are accurate.

In which county do you live? * Gender *

you know his/her program of \ J) Omae O ferse () Noninary
interest (ELL, HSE, or Career Date of Birth. * fop’
Training). | 1 2l ) |
When ’[he sfudenf C|iCkS Vﬂnaxprogramare\:o‘, registering for today? *

i
() 1 want to lean

Next, an account is O twanttoinee
automatically created for
the student using the 3
information he/she entered.

atn & GED or High Sehool Fquivalency (HSE) dipioma




REGISTRATION FORM
The student is then

automatically taken to the

next step, which is to
complete your school’s
registration form.

The registration form captures

the state and federally
mandated student

information by presenting it in
student-friendly language
that translates well to other

languages if needed.

If a student skips over a
required field on the
registration form, when
he/she tries to submit
the form, an error
message will appear
and the student will be
prompted to correct it.
The missing fields will be
highlighted in red, as
shown in this sample.

4

Student Information

"*" indicates required fields

Middle Name

J

Please type your name as it appears on legal documents.

Last Name *

) G )

First Name *

[ Andre

Phone *

[ (222) 222-2222

For each subsequent form that the student

We communicate important mess|
mobile phone number of a trusted

condor - information that the student already shared,

avoiding the student having to enter the same
information repeatedly.

Date of Birth. *

[ April

o

Please select the goal you would like to accomplish with us. *

° | want to increase my academic skills or earn a GED or High School Equivalency diploss

O | want to earn a career certification or take workforce preparation clasa

O I want to learn English.

completes, the fields are pre-populated with the

Last Grade Compléten®

Please select the highest grade level [1-12) that you completed. *If you have completed education beyend high school,
chocse 12 as your |ast grade level completed.

B 3

Last School Attended: *
Flease type the name of the last school you attended

[ J

Figld is required

Previous Schooling Location: *

‘Where did you complete most of your previous education?

o U.5. Based

MNon-U.5. Based

administration, research, and evaluation purposes,
Consent to Release of Information: *
o Yes, | agree to the Release of Information described above.

Photo Release

We love to celebrate success with our students, and we often do that through plctures, articles, slideshows, and
other fun media. In order for you to participate in that, we will need your permission to use your photo.

| grant ConnectAble Adult Education Academy program, its representatives and employees the right to take andfor
use provided photographs of me in connection with documents and promotional materials published by the same. |
authorize this adult ed program, its representatives and employees, to use and publish the same in print and/or
electronically.

| agree that ConnectAble Adult Education Academy may use such photographs of me, with or without my name, for
purposes including training and instruction manuals, promotional materials, and electronic documents.

Student Photo Release: *
o Yes, | agree to the above photo release statement.

O No, | do not agree to the above photo release statement.

Electronic Student Signature. *
Please type your full legal name, as this will serve as your electronic signature. This signature acknowledges that the
information provided in this form is correct and that you agree to the releases contained in this registration form,

[ Andre Sample ]

®

Sorry, looks like there are some validation
errors datected, plaase fill requied fiekd and try
aggain,




PHOTO ID

The student will then be
taken to the next step,
where he/she will be
asked to upload a photo
ID (if your school requires
that).

Translatable instructions
and pictures provide
support for students with
the lowest digital literacy
and language skills.

Photo ID

Uploading a photo ID with your name spelled correctly helps us to maintain accurate
records. Follow the instructions below to upload your photo ID:

Please select the option that best describes to you: *

[ | have NOT already submitted a copy of my photo ID to the school. v ]

First Name * Middle Name Last Name *

= )| ) (o )

Please type your name as it appears on legal documents.

Phone *

[ (11 111-1m ]

We communicate important messages to students via text message. If you do not currently have a mobile phone, please list a
mobile phone number of a trusted family member or friend so that you can receive messages.

Follow the instructions below to upload your photo ID.

A driver’s license or a state issued ID is the best form of ID, but we will accept any photo ID that has your picture and
the correct spelling of your name. Select the photo ID you would like to use

«v  Photo Library @

- Take Photo or Video
Choose File B

Place the Photo ID on a flat surface and take a picture of it.

If the picture is clear, select USE PHOTO. Select RETAKE if the picture is unclear.

Click SUBMIT to submit your photo ID.

Please upload your photo id here *

[ Choose File

No file chosen ]




APPOINTMENT/COMPLETION

Make Your Appointment
After the student submits the phOTO © ! want to increase my academic skills or earn a GED or High School Equivalency diploma
ID, he/she is then directed to 8::t o . TR R s TSR L QLIRSS
choose an appointment based on T e
his/her program choice and the ConnectAble Career Center - 789 Sunny Street, Anytown, IN 46124
options your school has chosenfor ] femeine commrs coner 2 o e o oo |
appointment choices. | 4 o rore Pobi Lo - 193 £1m S1romt. Amvton, M agrry '

© connectAble Public Library - 123 Elm Street, Anytown, IN 46122

Please plan to stay for approximately three hours for your appointment. |

Select your appointment Date *

July 2023
Sun Mon Tue Wed Thu Fri Sat
25 27

Select your appointment time on July 20, 2023 *

© 9:00 AM

1:00 PM

e

5:00 PM

Thank you for completing your registration and making an appointment! We Look
forward to seeing you. Please check your email to access your Student Dashboard.
Click

Your appointment program

Your appointment location
ConnectAble Public Library - 123 Eim Street, Anytown, IN 46122
Your appointment date
July 20 2023

Your appointment time

A confirmation message will appear when the appointment form is submitted.

The student will then be prompted to check his/her email fo access his/her Student Dashboard,
where the student can access his/her information and engage with staff.

*Students often do not realize that they have a student dashboard until they come to school and
explore its capabilities with staff. This is a great opportunity to improve students’ digital literacy skills,
as you can show them the basics of how to navigate and use a student dashboard.

For ideas on how to explore the Student Dashboard with students, refer to our Student Dashboard
Class Activity.



THE STUDENT DASHBOARD

See the image below for a quick snapshot of all the information and engagement/communication
opportunities provided on the student dashboard. To practice digital literacy skills, it's helpful to have
students do at least one task on their dashboards per week. It will not only improve digital literacy,
but also increase student engagement and communication.

GETTING TO KNOW YOUR STUDENT DASHBOARD

. Edit your profile.

. View, add, or change your appointment.

. Reach out for help or ask a question.

. Translate your dashboard to your preferred language.
. View your test scores.

. Upload any necessary documents.

o Click to view, add, or change
your appointment.

Qrientatien Appointment

03202023 G:00 PM

Date Time Lane, Anytown, IN 46123

Location

My Information

ConneciAnle IR First Mame: Last Name
DEMOgIIReD wmy Sample
Ermall
amyeard10T5@yahoa com
Aridross

125 Sarmph Strese

\ View your basic information, any barriers

# Edit Agpsintmant

Cannectéble Community Genter - 456 Tulip

(# Exsl Inbomation

7. Upload or update your photo ID.
8. Edit your basic information.
9. Send a message to a staff member.
10. View your achievements, attendance,
and courses.
11. Apply for career training.
12. Share your success story.

TABE Test Scores

HISET Readiness Tast Scoms

View your test scores
by clicking the arrow to needs.

HISET Test Scores

o Click your image in the
corner to access your
profile, where you can
upload a profile picture
or change your login
email or password.

o ick the Need Help link to .
ask a question or get help.

4 Translate your dashboard.

any documents
that the school

expand the section of
the test(s) you took.

GED Practice Test Scores

GED Test Scores

o Click to send a
Messages

| or update your
N photo ID.

Weszaga A Sttt Mamber

My Barnars
nezd help with iransporason.
nesed hal wilh thild care
My Geals
Inprove my basic acadermic dkils

. you have shared with us, and the goals

you selected. Click Edit Information to
update any of the information you
provided on your registration form.

Eures m LIS High Sehel Exuivalancy (HSE) dplorma.

My Course

HSEQN

Last Diste OF Attendance View your
Achievements,
your Attendance,
and the Courses

assigned to you.

—

Wi My Allandinca

message to a staff
member at your
school.

‘Success Story

Pl chck fhe bution abaout your
wond can mativata and inspie futurs studants!

ishments an your

Click to share a quick message about
your success along your journey.

ODNMECTABLE

Jurney with us Your

@ Click to apply

for a career
training
program.




YOUR DASHBOARD

Now that the student has submitted the information to get started, you have a staff dashboard with
immediate access to the student information.

When you click Dashboard, you will be able to view these quick stats at the top about your program:

Dashboard ﬂ

Staff
Active Students 20
30
Stud: ~ REGISTRATIONS COMPLETE EL 2
udent Updates 38 “& g : —t
. STUDENTS IN CLASSES "y ’ %
2 Reporting STUDENT CONTACTS - g I_ ° E] CERTIFICATES EARNED v
=3
EA ¥
Locations e@e
Courses
Lessons 7%
My Messages Q. search My Tasks 8
Dashboard ®
2 3
Messaging w
FROM SUBJECT DATE ACTIONS = TASK ASSIGNED BY STUDENT TASK

Click Active Students from the side menu to show your full list of students.

< Students @

@ Dashboard

Q. Search student  Toggle Column Y Filter *) Export % Print + Add Student ~ Import Students Student View v

s Staff
DAYS
ENTRY DATE v fl:'SCTE
O STUDENT ID COURSE(S) # FIRST NAME LAST NAME DATE OF BIRTH GENDER ATTENDED LOCATION PROGRESS AL|
2 State Reporting
Student Updates v O 06/14/2023  DEMOCTOQrU Riya B 07/26/1991 B Account Creation, Student Information,
Document/ID Uploads, Appointment
2 Reporting
® Locations
05118/2095  DEMOTLBLAR i Ko /051988 ol Account Creation, Student Information,
Courses O 18] = rat onit /05/ e Document/ID Uploads
Lessons
Dashboard Messaging Account Creation, Student Information,
O 05/18/2023  DEMOXT8fdM  ELL-001 Liam Ryan 03/05/1996 Male S“SFE?:E'E Document/ID Uploads, Appointment,
°= Tasks WRICLRIEY  course Assigned
s 4 C e
CUSTOMIZING YOUR VIEW - . -
You can click the small arrow in S —
the corner of the screen to shrink Q. seren et & s Q. seoren stunt
or unshrink the menu for a | hcmesudems
condensed or expanded view EnrTa maTe & Inactive Students S
ST
Of fhe menu. O srupERTE 2 State Reporting
Student Updates v O 06/14/2023  DE
O 06/14/2023  DEMOCTO9rU
2 Reporting
® Locations
Courses @] 05/18/2023  DE
@] 05/18/2023  DEMOTzBL2R
Lessons
Dashboard Messaging
@] 05/18/2023  DE
@) 05/18/2023  DEMOXT8fdM o= Tasks




Click Toggle Column to select the student information you would like to see in the list of students. In
this sample, the staff member has chosen to turn off the Email, Date of Birth, Gender, and Location
columns and keep the rest. Different roles will want to have a quick view of different student
information.

¢ Students

Q. Search student ¥ fitor A enpert & Print m
Toggle Options
U ENTRY DATE v STUDENTID COURSE(S) FIRST| # PHONE AGE PROGRAM PROGRESS
Entry bate 0 ) Aceount Creation, Student Information,
D 01/118/2023 DEMOoTHEBdw HSEOD1 Paul Student Id D fl‘:‘ll‘: L 17 ABE gu:ume:tﬂ.D U;:a:ds.l,-nz;::ointme:t,
Coursels) ‘) ourse Assigned, PreTest Complete
First Name
O omron oonass voos  we|| e @y [ p oGk St
Email
. Account Creation, Student Information,
NOTE' ALL' DATA for .e.GCh o Phone ‘3 {8?;5?; g 22 ABE Document/ID Uploads, Appointment,
student will still be visible Date of B .t Course Assigned
on the individual Student BMGS @ 0
a <
Details screen, regardless Gender
B of how you customize Pogom @O
. Location
e the student list. - ©
T e e =
7 Import Students Student View v
From the ACTIONS column header
at the end of each row on the R e

Active Students tab, you can also
Delete or Edit a student, Update
Demographics for a student (just
contact info), Send a Password
Reset, or Change a student’s
Password. You can also click
Switch To to see the account from
the student’s view.

Checked Out
Computer

Send Password Reset

Update Demographics
’ | 9 Change Password

Switch To

Send Password Reset

Update Demographics
s B

Change Password
Switch To

From the Active Student list, you can click a student’s name to open his/her Student Details screen to
see allinformation about that student.

Students

Q Search student

O ENTRY DATE ~ STUDENT ID COURSE(S)
O 02/07/2023 DEMOqO1beD
O 01/18/2023  DEMOoOTHBdw  HSEOD1

*© Toggle Column Y Filter
FIRST NAME LAST NAME PHONE
(222) 222-
Amy Sample 2222
Paul Johnson ) m-
m

™ Export

AGE

5

W Print 7 Import Students Student View

PROGRAM

ABE

ABE

PROGRESS

Account Creation, Student Information,
Document/ID Uploads, Appointment

Account Creation, Student Information,
Document/ID Uploads, Appointment,
Course Assigned, PreTest Complete




STUDENT DETAILS SCREEN

VIEWING STUDENT INFORMATION:

After you click a student’s name from the Active Students tab, you will be taken to the Student Details
screen for that student. An overview of the details and functions on the Student Details screen are
shown in the diagram below.

e TEXT/EMAIL: Text or email this student directly from the Student Details
screen.

e ASSIGN TASK: Assign a staff member a task regarding this student.

e VIEW PROGRESS: View the student’s progress through the steps.

o STUDENT ALERTS: View any customized student alerts for the student.

o VIEW/PRINT FILE: View or print the registfration file, photo ID, or Adult
Learning Plan (ALP) for the student.

NG N N N N
™ Text/Email = Assign A Task |2 View Progress | Student Alerts % VIEW/PRINT FILES
Attendance OO

< Student Details

Dashboard View or edit the

Staff student’s appointment.

Course Achievement

Active Students Orientation Appointment | # Edit Appointment

HSE AM HSE GAIN Entry date
ELL TO HSE 02/07/2023
JIRABERER Last Date Of

Inactive Students
03/20/2023 6:00 PM

State Reporting Date Time

ConnectAble Community
Center - 456 Tulip Lane,
Anytown, IN 46123

Location

swdent UpdatBNiaw, edif, or update
the student’s
information, goals, or
barriers from the
COUISES registration.

Lessons

Reporting

Locations

Last Name
DEMOqO1beD Amy Sample

Dashboard Messaging Email Gender Age

Tasks amysample@yahoo.com Female 47

Address City State

123 Sample Stret Anywhereville Indiana

Program Native Country  First Language

CAREER UNITED STATES English
Application Date

02/07/2023
Student Barriers

| need help with transportation.
I need help with child care.

Student Goals

Improve my basic academic skills.
Earn a US High School Equivalency (HSE) diploma.

View or add notes

for a student.

NOTE

This student has an
IEP on file. Please
refer to it for
classroom
accommodations. See
attachment.

05/01/2023

She is starting a new
job and will have to
come to class a half
hour late on
Thursdays beginning
April 20.

03/22/2023

Updated Application D

03/24/2023

Sample IEP.pdf

"\
~ | Edit Student Information

Phone
(222) 222-2222
Date of Birth
11/08/1975
Zipcode

46113

"+ Add Note

ACTION

Add or view Courses,
Achievements, and
Atftendance.

Inactive / PAI TICIPANT

Course ‘ Attended

ELL Level 1-2 k\;ld/Upda
d te View
Add/Upda | Achievem Attendanc
te Course ent G

<+ _ Upload Document

Documents

School Calendar

Exit Form

Upload and view student documents.

TABE Test Scores + Add Score

4

f,g,/md Score

View or
record fest

scores in these
collapsible
boxes.

HIiSET Test Sc Add Score

GED Practice Test Scores Add Score

GED Test Scores Add Score

HSED Test Scores Add Score




ASSIGNING A TASK TO ANOTHER STAFF MEMBER:
From the Student Details screen, you can assign a staff member to do a follow-up task regarding the
student. Click the Assign A Task button from the top of the Student Details screen.

Add Task

Staff Name *

Sample X v

Note *

Please call this student regarding his attendance.

Task Type *

Attendance x

Task Assigned Successfully!

o |

Course
# Edit Appointment
HSE AM

—TF =1
w . Assign A Task | L Vview Progress | Student Alerts % VIEW/PRINTFILES

Achievement Attendance

e

HSE GAIN Entry date

Select the Staff Name of the person you need to perform the
task, as well as the Task Type from the dropdown. Then type
the note to the staff member in the appropriate field. Click

Submit to assign the task. Staff members will be able to view

tasks assigned to them, as well as the tasks they assign to other
people, by selecting Tasks from the side menu. Task
notifications will appear in the side menu to alert staff of tasks
assigned to them.

COMMUNICATION TOOLS

SENDING A TEXT OR EMAIL TO A GROUP:
Select Text/Email from the side menu to compose and send individual or group messages. If you
would like to create a custom group, click Create Message Group. When you are ready to send a
message, click Compose New Message. From the Receiver dropdown list, you can select multiple
staff members, multiple students, an entire course, or a specific program.

< Text/Email Messages

Q. Search text/email

# v DATE

1 02/04/2023
2 01/20/2023
3 01/11/2023
4 01/11/2023

Showing 1to 4 of 4 records

& Create Custom Group + Compose New Message

—

TEXT/EMAIL SUBJECT Send New Text/Email

Text We missed you!

Receiver *

Select a reciever

Text test

Text Templates

Email test

Select a text template.

Text Message *

Text Test

Enter Text Message here

0/180

Notification Type *

v Text v

Select text or email.

NOTE: Students are generally more

likely to see text messages than
emails. There is a 160-character limit
on text messages.




MESSAGE TEMPLATES:

. Create New Template
Title Template Type *
message templates, e 4l
scroll to the bottom of coomm MESSA e Aenions
fhe screen. 1 - Students Who Do Not Show We mifl  Enter Text Message here g signin at P -
Up for Appointment YourSg ment with us. )
PrS " Thonl o
0/160

FILTERING AND MESSAGING FROM THE ACTIVE STUDENTS TAB:

To send a text reminder to a TR <
group of students expected =S

to attend a given —
appointment, click Active
Students from the side menu,
then click Filter.

£ Topge cohing AL ——— e m
_—

| Filter Options
Student Updates

entry Date:
2 Reporting ENTRY DATY | . ] [ |
@] g0 IsT NAME

#® Locations N T

Filter fo select the students in [ O owwerd 3l
your course or any other filter [ : 2 o
parameter (Age, Program, i ‘ - '
Location, etc) then click N —: L e e o
Apply. s == 3|
oo 1 o [t b s e oW
-

Use the checkboxes to
select the desired ' 1
students, then click the
Text/Email button that - o | ==
appears at the top of the Send New Text/Email .
screen. E— exe oure

C s STUDENT ID a ER
A message box will pop # Locatons ooftazzo23  pewocToary  f Mt i 3
up when you click Fas
Text/Email. message and — osnerozs oewovpms B Comect
click Submit. Vg, O | Coter
*Text is much more effective RS A 1 &

than email but remember
that text messages will have a 160-character limit per message. If you need to communicate more, the
Dashboard messaging feature is unlimited and it can include attachments.

If you have more to say, a good way to accomplish that is fo send a text message that says something
like, “Please sign into your dashboard at [yourwebsite] for an important message.” Then communicate
with unlimited characters and optional attachments via your Dashboard Messaging.



DASHBOARD MESSAGING:

Dashboard messaging is beneficial because it is helpful for students who do not have phones or have
had phone service suspended, and it allows for easy two-way messaging and the ability to attach files,
all without having to utilize your email account or your phone.

To use the dashboard
messaging feature, click
Dashboard Messaging from
the side menu. Click New
Message to compose a new
message. Choose the
Receiver(Staff or Student),
type the Subject, then type
the Message. Click Submit to
send.

Dashboard Messaging

@ Dashboard

a Staff

& Active Students

a Student Updates

Create New Message

Amy Sample ® @&
ver =

canosramos | ) IE22D —

MANAGING STUDENTS FROM THE ACTIVE STUDENTS SCREEN

FILTERED GROUPS

After you have filtered for your desired group of students, you can select the top check box to select
all students in that filtered group. The buttons along the top give you the following possible functions

for that group:
EE 3 Text/Email
- | Send a fext or email fo all selected
w ' ' students.
0712/2023 DEMOpI8MSe Linda Espinoza career_3_sample@gmail.com 05/06/2003
Courses
Assign all selected students to a specific
07/11/2023  DEMOCgYte5  Hi8223 James Brown james@brown.com 06/06/1992 course.
Achievement
05/01/2023  DEMOREMOu! Peyton Marning pevten@ascaltscom LA Award an achievement or achievements
to all selected students.

*Note: Make sure to check this box to select all students in a given

filter and not just the students you see on the screen.

O Select all filtered students.

Alerts
Tag the selected students with a given
alert or multiple alerts.

Progress
Mark the progress step(s) of all selected
students.

Inactive
Inactivate all selected students.




ATTENDANCE

TAKING ATTENDANCE IN A LIVE CLASS

1. When you want to take attendance during a live class, click Attendance from the side menu ().
Select your course from the dropdown list (2)and verify that today’s date is displayed in the Date

field (3). Then click Start Attendance (4).

Attendance

!

= Dashboard Messaging

o= Tasks Student Attendance Report

4 Appointments
Select Course *

&

-+ Additional Attendance ¥ Update Attendance 2 Attendance Reports

Date *

5 Appointment Schedule

| Select an option

{ 10/24/2023

™ Text/Email 1

¥ Attendance

@ Success Stories

ELL-003 - ELL Level 3-4

HSE-003 - HSE-PM CLASS

I2) Career Training
ELL-002 - ELL Level 3-4

=
O Staff Resources CAREER-001 - GAREER INTRO

s Support Tickets

WELD-005 - WELD

* Feature Requests CCMA-004 - CCMA

Start Attendance

Report By Student Weekly Head Count
Date * Date *
{ 10/24/2023 - 10/24/2023 ] { 10/24/2023 - 10/24/2023 }

2. As each student arrives, he/she checks the box next to Arrive. Class continues, and when

each student leaves, he/she checks the
in real time.

box next to Leave. This tracks the time spent in class

After all students
have checked out,
the teacher then
types his/her
signature and clicks
Save.

* Feature Requests

& Settings

< Attendance

=

+ Additional Attendance # Update Attendance 2 Attendance Reparts

Student Attendance Report

Select Course * Date *

ELL-003 - ELL Level 3-4 v ] I 10/24/2023 ]

New Attendance Entry

Course :ELL Level 3-4 Staff : Director Sample Date :10/24/2023

NAME LASTNAM ARRIV AVE ASON

1 Benji DeLeon Arrive Leave [ ]
2 Pierre Marie () Arrive () Leave l ]
3 Guzman Julian Arrive () Leave ( ]
4 Abimbola Oluwafunmi Arrive Leave | J
5 Riya Patel () Arrive () Leave [ }
6 Maria Ibanez Arrive Leave [ ]

Staff Name (I understand that clicking save verifies my electronic signature)

[ Teacher Sample Signature ]

*If a teacher tries to save attendance before all students have checked out, a warning
message will pop up to remind the teacher to have all students check out.

Staff Name (I understand that clicking save verifies my electronic signature) *

[ Teacher Sample Signature

Please verify all present students checked the leave checkbox before leaving class. Like student name "Guzman Julian

Save

12




4. After the attendance is saved, the teacher can click View Roster to see the students and the

time spent in class.

Attendance Overview

Course : ELL Level 3-4

1 DeLeon Benji 5:30 PM
2 Marie Pierre 5:15PM
3 Julian Guzman 5:45 PM
4 Oluwafunmi Abimbola 6:45 PM
5 Patel Riya

Start Attendance

Generate PDF Email Attendance Report

Date : 10/24/2023

Staff : Director Sample

ECTRONIC SIGNA

7:45 PM 02:15:00 DeLeon Benji Class Hours
8:15PM 03:00:00 Marie Pierre Class Hours
8:15PM 02:30:00 Julian Guzman Class Hours
8:30 PM 01:45:00 Oluwafunmi Abimbola Class Hours

Patel Riya

MAKING EDITS OR UPDATES TO ATTENDANCE
If you need to make an edit to an attendance report after it has already been submitted, make sure

that the desired course and date is selected, then click Update Attendance.

< Attendance

= Dashboard Messaging

Tasks Student Attendance Report

& Appointments
Select Course *

Date *

£l Appointment Schedule { ELL-003 - ELL Level 3-4

~ ] [|0/211./'2023 ]

™ Text/Email

cess Stories

Dashboard Messaging

*Make the = s
desired edits o APRSinens
to the times,

£ Appointment Schedule

type your =
name in the EEEE
signature line, s
then click e
Save to save ) BRI
your edits. $9 SIRRETEES

* Feature Requests

& Settings

Logout =

+ Additional Attendance # Update Attendance 2 Attendance Reports

*For record
keeping purposes,
the teacher can
click Generate
PDF to view or
print the
attendance, or
the teacher can
click Email
Attendance
Report to send an
email to a
designated staff
member with a
PDF of the
attendance file.

< Update Student Attendance

1 Benji DeLeon | 5:30 PM ] ‘ 7:45 PM J [ J O]

2 Pierre Marie | 5115 PM J ‘ 815 PM J [ J ]
15 M

3 Guzman Julian | 545 Pm | ‘ 815PM ] [ ] .

4  Abimbola Oluwafunmi | 6:45 PM ] ‘ 8:30 PM } { } ]

s ma ea| ] | ] ] =

6 Maria Ibanez | 5:45 PM ] ‘ 7:45 PM ] [ ] ]

Staff Name (I understand that clicking save verifies my electronic signature) *

{ Teacher Sample Signature

Save




ADDING EXTRA HOURS TO ATTENDANCE

If you would like to record additional hours, such as for homework or distance/virtual learning, click
the Additional Atendance button at the top of the screen. After you select the desired course and
date, you can select the buttons to Add/Edit Attendance to type additional hours directly in the
system, View Additional Attendance to view additional attendance, or Import Additional Attendance

to upload a spreadsheet of additional hours.

< Additional Student Attendance

Dashboard Messaging
Tasks

§i Appointments Select Course * Date *

7 Appointment Schedule { Select an option v } { 10/25/2023

Text/Email

45 Success Stories
3, Career Training
ve Staff Resources

v Support Tickets

Additional Student Attendance

Dashboard Messaging Course : ELL Level 3-4

* Feature Requests

& Settings
3= Tasks

& Appointments

Log out —

1 Benji DeLeon

G Appointment Schedule

™ Text/Email 2 Pierre Marie

Add/Edit Attendance I View Additional Attendance

Import Additional Attendance

Student Id Course Name |Staff Email Date | Type Hours

WAd21e2eb? |ABE 100 teststs il.com 3/28/2022 | Distance Hours 5:15
WAd21e2eb7 |ELL 123 teststaff @gmail.com 4/7/2022 | Distance Hours 18:00
WAd21e2eb6 |C4 staff@gmail.com 4/7/2022 | Distance Hours 12:00

Staff : Director Sample

[ oas0

00

2

Date : 10/24/2023




ADMINISTRATIVE TOOLS

The tasks described on the following pages will be
accessible to anyone with designated Admin Access,
for staff members who will be performing
programmatic tasks.

15



ADJUSTING YOUR SETTINGS FOR YOUR SCHOOL

GENERAL SETTINGS
Before you start with students in ConnectAble, click the Settings tab on the left and hen select
General to make decisions about the tools you will use.

‘

= pasnpoara messaging

General Settings Student Appointments
/ Choose whether or not you will use the appointment
¥ feature when studenfs first start in your program.

. General Settings
EEE . Program = gf
4 Appointments - — ] | Students Appointment : ' Adult Ledrning Plan
/- General Will Students need to make an appointment to get started in your program? - 8
[ Appointment Schedule - _— Choose the Basic version
[ YES (Appointment feature ON) e — o
- | Attendance e of the Adult Learning Plan
Text/Emai Notification e
. Adult Learning Plan (ALP) : _— (ALP) or the Extended
GAEECITE » Student Alerts For the ALP (Adult Learning Plan), you can choose between the BASIC versio Version.
‘ﬂ Success Stories complete) or the EXTENDED version (students will complete an extra form a
= 5 olo H 1
= 5. Career Offerings students). Basic — There will not be

Ixx: Career Training Please indicate your choice below: an eXTrO Sfrep for
[B"’S““’ students; this document

h i is automatically created
Enter the emai EMAIL NOTIFICATIONS

a ddreSS (es) Of STOff Add email addresses for any staff members who would like to receive email from fhe bOSIC q UeSTI e
members who would like complete or when appointments are made. If you would like email notificatiol that the student

general, or you can segment the notifications by location or by program. This

7 : . answered in the
| TO receive an emOll Registrations Complete Enter email address(es) for notifica re iSTrOﬁOﬂ form
. notification when a [ 9 '

student completes the Appointments Complato E——————_ Extended - |In addifion 1o
registration form or [ what is already asked in
makes an appointment ) syprogran () by Losation the registration form,

(if that feature is turned there will be an extra
on). You can choose S, step for the student to
between general l‘W'III students w:o \::ntto part‘;cipate in career training and certifications nee Complefe’ OSking The
nOﬁﬁCOﬁOﬂS, (0] \ pplication form before they enroll? (This will add a career step to the enroll STUdenT more in—depfh
notifications that are i tne coreer option. guestions about
separated by program motivation, interests,

(ELL, HSE, or CAREER) or areer Training Application strengths,

by location. If students who want to participate long and short-term

in the career fraining and goals, employment,
certifications you offer need to career goals, citizenship
complete a separate career training goals and

application form before they enroall, accomplishments, etc. It
then you can turn this feature on o also has the capability to

< Staff Resources Email Notifications

vs Support Tickets

* Feature Requests

Appointment Notification Type

| YES (Career Application feature ON)

Sludont vishity carser program futton Ry add that step for students who be updated and signed
[ : choose career certification as their quarterly.
Assigned Course Notification: N prOgrOm Of inTereST.

[Yes “

Stalf viaiokhty of sindant Setaiedl :‘l,x».»__ M OTHER SETTINGS: Make programmatic decisions, then adjust your settings
{Alluwnurs(aﬂluseealldeta\\s . N - - o Ccordingly:

_ - Do you want current students to have a button on the dashboard to
.- apply for career training?

— Do you want your staff members to be nofified when students are

urity Number, assigned to their courses?e

. N Do you want staff members to see ALL students in the program, or do

. . you want them only to see the students who are assigned to their

- ’ courses?

: . Do you want staff members to have the ability to edit student

— . information?

Staff can edit the information:

[ Yes

Allow staff to see sensitive student information (So.lf‘ls_ec

[«

Test Integration :

Test Type - 0 = @ CASAS :T;L_I'_IE_SET [

Do you want staff members to see sensitive student information (social
security number, etc)?
Which tests do you give students that you want to integrate into the

16




CAREER OFFERINGS

Click Career Offerings from the Settings menu to select which career offerings you want to show for
the students when they select the career option for programming choice. Toggle “on” for the career
selections you want to show and “off"” for the options you do not want to show for students. You can
edit the wording for any of the choices or select *“ADD” to add a new career offering not in the list.

< Career Offerings Settings E

= Dashboard Messaging

Tasks

_. Program Career Offerings Q. sear m

i Appointments

General Toggle "on” any career choices that you want to show as a choice for students and leave the others off. You can also
(2 Appointment Schedule edit the choices and create the wording you prefer for your program.
Attendance # CAREER OFFER STATUS ACTIONS
Text/Email Notification
1 Other [ @) ¢ ®
¢ Attendance
12, Career Offerings
E Success Stories 2 Paraprofessional Educator c ’ [}
Achievements
¥y Career Training 3 Child Development Associate [ @) ¢/ &
vs Staff Resources
NS 4 QuickBooks Online Certified User c s [ ]
Cs Support Tickets
5 Microsoft Office Certified User O ¢ ]
* Feature Requests
6 Electrical Technician o ’ [}

STUDENT ALERTS

Click Student Alerts from the Settings menu. If you would like to be able to tag students who need a
certain designation so that you can easily filter for that tag and send messages later, you can set up
custom student alerts to accomplish that. You can edit, delete, or add a new student alert. The
alerts you set will then show as options for your staff members to tag students. Some examples
include students with excessive absences, students who have borrowed a device, students who are
no-shows for appointments, etc. Your alerts can be set to reflect your school’s unique needs.

< Student Alert Settings @

= Dashboard Messaging

o= Tasks ! Program Student Alerts Q. Search m

3 Appointments
, General It can be helpful to have the ability to tag a student for a particular reason. Here you can create custom alerts for any

reason you might want to tag certain students. Examples of custom alerts include a attendance issues, such as a
certain number of absences, or to tag students who have borrowed devices. Create your own optional custom alerts

(@ Appointment Schedule

Attendance
™ Text/Email “ Notification hiere:
#v TITLE ACTIONS
\
v Attendance /- Student Alerts
1 Checked Out Computer K4 [}
?E:;] Success Stories
[, Career Offerings
§£] Career Training 2 No-Show for 8.1.23 Appointment K 4 ]
=)
. Achievements
s Staff Resources 3 Attendance Strike 1 Y ]
s Support Tickets
25 v Showing 1 to 3 of 3 records n

*_Feature Requests

Logout — ©2023 ConnectAble



ADDING YOUR ACHIEVEMENT CHOICES FOR YOUR SCHOOL

Click Achievements from the Settings tab. These represent the achievements your staff can award
for your students. There are basic achievements already there, but you can edit, delete, or add new
achievements to make them uniquely reflect your school. If you decide that you don’t want an
achievement to show as an option for staff to award students, you can just click the toggle to OFF
instead of deleting it. Then it will be available to toggle ON when you want to use it later.

Achievements Settings E
.. Program Achievements + Add
General Toggle “on” any achievements that you want to show for students and leave the others off. You can also edit or add custom choices and create the wording you prefer for
your program
Attendance
Notificat
1 US CITIZENSHIP EARNED o) s =
EMPLOYMENT GOAL REACHED o) s .
A
3 CAREER CERTIFICATION EARNED [ o] a
Achievements
GED/ HSE DIPLOMA EARNED [ o] ¢ &
MEASURABLE SKILLS GAIN ACHIEVED (o) s u

ADDING YOUR LOCATIONS:

ADDING LOCATIONS ONE AT A TIME
Click Locations from the side menu. Add a class location manually by clicking Add Location.

Complete the fields for the location, including the type of programming offered there (ELL, ABE,
Career). Remember that you can select more than one type of programming for a given location,
so make sure to list ALL programming available for each location.

Click Submit to add that location. You can also export or print your locations list.

< Locations @

@ Dashboard

& staff Y Epot @ b + AddLocation

a Active Students

# LOCATION ADDRESS cIry STATE ZIPCODE PHONE EMAIL PROGRAMS OFFEF .o ACTIONS
a Inactive Students N .
1 ConnectAble Community College 987 Daisy Avenue  Anytown Indiana 46125 (444) 444-4444 staffd@gmail.com  ELL, CA” -€R, ABE 4 []
# Adult Learning Plan
2 ConnectAble Career Center 789 Sunny Street Anytown Indiana 46124 (333) 333-3333 staff3@gmail.com CAREER s, [ ]
2 State Reporting -
& Student Updates - 8] ConnectAble Community Center 456 Tulip Lane Anytown Add Location d ABE 4 [}
2 Reporting a4 ConnectAble Public Library 123 Elm Street Anytown ELL s @
Name * Phone
8% Courses Email Programs
Street Address
city Zip Code
State




UPLOADING MULTIPLE LOCATIONS AT ONCE
You can also upload a spreadsheet to add multiple locations at once instead of one at a time. To
do so, see the instructions below and note where they correspond to the screenshofs:

A. Click Import Locations.

B. Click Download Sample CSV to download a sample spreadsheet that contains the needed column
headings for your locations. The spreadsheet won't have borders, and the columns may need to be
resized to see all the info, so add borders and resize the columns if you would like.

C. Replace the sample information on that spreadsheet with the information for each of your locations,
making sure fo add each location on a new row, then save your spreadsheet with a new name. Make
sure fo save it in the CSV format that the spreadsheet is already in and that you don’'t change the
format.

D. Click Choose File, and select your newly saved spreadsheet with your locations.

E. Click Upload to upload your locations spreadsheet.

Locations c @

@ Dashboard

Active Students 'l
Inactive Students - | Import Location b
1 ConnectAble Community College Fgma\\.com ELL, CAREER, ABE
Adult Learning Plan B
2 ConnectAble Career Center 4 @gmail.com  CAREER
2 State Reporting { UploadFile *
Student Updates o g ConnectAble Community  ter | | Choose File | No file chosen ] Fgmaﬂmm ABE
= Reporting 4 ConnectAble Pub” . Library 1 Bgmail.com  ELL
25 v Showing 1te . of 4 records n
A B ¢ D JLE F G H [ J
1 Location Address City State Zipcode  Phone Contact Email Programs Offered
2 'Western lowa Tech Community College 3 4647 Stone Avenue Sioux City lowe 51106 (232)333-2222 teststaffl.igex@gmail.com ELL
3
Va 4
File Home inset Draw Pagelayout Formulas Data Review View Help Acrabat
‘ 2 GRS S A EEE e Bwepwe General 8 = fEf
e L BT U-MH- ¢ -A- S==EE EHuepacww - §-% 9 4 A et Bt For
- . . - ,
K8 v i A
A B C D E F H
1 Location Address city. state Zipcode |Phane Programs Offered
2 Demo Career Training Center 4647 Stone Avenue Sample indiana  |46222 (555] 555-5555 CAREER
3 Demo Adult Education Center 222 Flower Street. Sample Indiana__ [47351 1932 248 4494 ELL, ABE, CAREER
4 Dema Learning Academy 555 Third Street sample Indiana [46113  |(333) 333-3333 ELL, ABE
F. Assoon as you click upload, an Import Location box will appear. Use the dropdowns in the box to
make sure each column from your spreadsheet matches up to you location fields, as shown in the
screenshot below.
G. Click Import. You will get an on-screen confirmation message, and you will now be able to see those
locations in the Locations list.
Locations
F Import Location
‘ - ] - ]
Map the columns of your CSV 10 Location Form fields. |
Location Name * Address * City * I
[ Location 4 ] [ Address - l City T
State * Zipcode * T ane
(e = o] (e )
Contact Email * Progr~ . Offered *
G =




ADDING YOUR COURSES:

ADDING COURSES ONE AT A TIME

Click Courses from the side menu. Add a course manually by clicking Add Course. Complete the
fields for the course, including the type of programming each course corresponds to (ELL, ABE, or
Career). Click Submit to add the course.

<

Courses =

Dashboard
Staff Add Course l
-
Active Students D
v COURSE NUMg Course umber* Course Name * FART DATE END DATE STATUS
Inactive Students
Adult Learning Plan D L8220 Course Staff Course Location Q
2 StateR i Select Staff... v Select Location.. v
| >iate veporiing O HSE-003 7/01/2023 06/30/2024 " @)
Program Start Date
Student Updates
O ELL-002 Select Program v /01/2022 06/30/2023 [ @)
= Reportin
¥ 9 End Date
CAREER-001 7/01/2022 06/30/2023
Locations D {0/ 30 Q
Courses O WELD-005 || Additional information /01/2022 06/30/2023 " @)
Paragraph v B I @ Z 2 == w By o o

UPLOADING MULTIPLE COURSES AT ONCE
You can also upload a spreadsheet to add multiple courses at once instead of one at a time. To do
50, see the instructions below and where they correspond to the screenshots:

A. Click Import Courses.

B. Click Download Sample CSV to download a sample spreadsheet that contains the needed column
headings for your courses. The spreadsheet won't have borders, and the columns may need to be
resized to see all the info, so add borders and resize the columns if you would like.

C. Replace the sample information on that spreadsheet with the information for each of your courses,
making sure fo add each course on a new row, then save your spreadsheet with a new name. Make
sure to save it in the CSV format that the spreadsheet is already in and that you don’'t change the
format.

D. Click Choose File, and select your newly saved spreadsheet with your courses.

E. Click Upload to upload your courses spreadsheet.

Import Course

Download Sample CSV E

Upload File *

U Choose File

No file chosen

)

Al B C D E F G H
1 |Course Number Course Name Course Staff Course Location Program Start Date End Date
2 104242 HSE 001 Bill Nye Demo Learning Academy ABE 2/1/2023 6/30/2023
3 |124587 ELL 001 Bill Shakesy :are  Demo Adult Education Center ELL 2/1/2023 6/30/2023

e

‘ \ A B c D E F G I

1 |vourse Number |Course Nan.e Course Staff Course Location Program |Start Date|End Date

2 |HSE1234 HSE 001 Bill Nye Demo Learning Academy ABE 2/1/2023 |6/30/2023

3 |ELL5678 ELL 001 Bill Shakespeare Demo Adult Education Center |ELL 2/1/2023 |6/30/2023 20
4 |CT9101 CAREER 001 Albert Einstein Demo Career Training Center |CAREER |2/1/2023 |6/30/2023



F. Assoon as you click upload, an Import Course box will appear. Use the dropdowns in the box to make
sure each column from your spreadsheet matches up to your course fields, as shown in the screenshot

below.

G. Click Import. You will get an on-screen confirmation message, and you will now be able to see those
courses in the Courses list.

# Dashboard

Courses

¢ Staff

Active Students

Inactive Students

Adult Learning Plan
2 State Reporting

Student Updates
2 Reporting

® Locations

BN O

COURSE NUMBER COURSY
S
HSE-003 HSE-P
ELL-002 ELL Le§
CAREER-001 CAREH|
WELD-005 WELD/
G

ADDING STAFF MEMBERS:

Y Filter

*) Export

E
Import Course

Map the columns of your CSV to Course Form fields.
Course Number * Course Name * Program * 024
o  e— g .

023
Location * Staff * Start Date *
l Location v J { Staff ~ J { Start Date v J bos
End Date *

023

End Date v

86688

8

ADDING STAFF MEMBERS ONE AT A TIME
Click Staff from the side menu. Add a staff member manually by clicking Add Staff. Complete the
fields for that staff member, including First Name, Last Name, Email, Cell Phone, and Office Phone
(optional), as well as his/her Role. The role you choose will determine the capabilities a staff member
will have. Check the boxes that correspond to the Department(s) that apply to the staff member.
This is important for filtering by department for messaging, etc. You can also upload a profile picture
for your staff if you have one, or the staff member can upload it when he/she logs in. Click Submit to
save the staff member’s information. This information is only accessible to staff members, not

students.

# Dashboard

a Active Students

a Inactive Students

# Adult Learning Plan

2 State Reporting

a Student Updates
2 Reporting

® Locations

ff Y Fitter * Export
>
NAME
Add Staff
5 +«@ Albert Einstein
S neaitsrelative.q Avatar First Name *
4
Last Name *
A=
Bill Nye i\ ,
" a! . i
billnye@sciencegl b o A
ipeg
Email * Cell Phone *
Office Phone Role *
v
Department
[_) ewe [ Hse (] Acmin [ supervisor [_] Gareer Treining (] Other m

| 1

8

® Print < Import Staff List Add Staff a Deleted Staff



UPLOADING MULTIPLE STAFF MEMBERS AT ONCE

You
Tod

can also upload a spreadsheet to add multiple staff members at once instead of one at a time.
0 50, see the instructions below and where they correspond to the screenshofs:

A. Click Import Staff List.
B. Click Download Sample CSV to download a sample spreadsheet that contains the needed column

headings for your staff. The spreadsheet won't have borders, and the columns may need to be resized
to see all the info, so add borders and resize the columns if you would like.
Replace the sample information on that spreadsheet with the information for your staff, making sure to
add each staff member on a new row, then save your spreadsheet with a new name. Make sure tfo
save itin the CSV format and that you don’t change the format.

D. Click Choose File, and select your newly saved spreadsheet with your staff added to it.
E. Click Upload to upload your staff spreadsheet.

Staff @
A

# Dashboard

_ O, Search staff Y Fitter *) Export ® Print / Import Staff List + Add Staff a Deleted Staff
a Active Students . NAME A~
Import Staff
a Inactive Students Send Password
. @ Albert Einstein ), Reset

# Adult Learning Plan < " -

9 5P time@itsrelative.com J Download Sample CSV Change Password

Switch To

i 1

£ State Reporting Upload File *

Student Updates v @ Bill Nye L choose File

2 Reporting

Send Password

\ No file chosen } Upload ” Reset
]
billnye@scienceg! /.com Change Password
Switch To

® Locations Send Password

Reset

3 (5.) Bil Shagggeare (456)345-43, \ HSE-002 Staff [ o)
43, = . ¢ ®
Courses imapoe’ ddontyouknowit.com \ ‘Change Password

A B c D E F G Switeh To
First Name LastName Email B Phone Number Office Number Role n
Sample Lewis samplelewis@sample.com (123) 456-7890 (555) 345-5555  supervisor
Sample Jones samplejohnson@sample.com 555-555-5555 (4441 245-4444  ctaff
A B C D E F G
1 |First Name |Last Name |Email Phone Number |Office Number |Role
C 2 |Andrea Campbell andreacampbell@email.com [777-777-7777 |333-333-3333  |supervisor
3 |Jim Conners jimconners@email.com 222-222-2222 |444-444-4444  |staff
4 Eric Fuentes ericfuentes@email.com 111-111-1111 |555-555-5555 |staff
5

F. Assoon as you click upload, an Import Staff box will appear. Use the dropdowns in the box to make

sure each column from your spreadsheet matches up to your staff fields, as shown in the screenshot
below.

G. Click Import. You will get an on-screen confirmation message, and you will now be able to see those

F

G|

Staff

courses in the Courses list.

Import Staff

Map the columns of your CSV 1o Staff Form fields.

First Nama * Last Namae * Email *
[ First Name v ] [ Last Name v ] [ Email

Bl Ny
Phone Number * Office Number * Role * -
[ Phone Number v ] [ Office Number v ] { Role




STAFF LIST DASHBOARD TOOLS:

QUICK TOOLS TO MANAGE STAFF

Use the onscreen tools to edit or delete a staff member, Send Password Resef, or Change Password.
Select Switch To to see the chosen staff member’s view. To switch back to your own view, click your
profile in the upper right corner, then select Switch Back.

Staff @

@ Dashboard

_ Q Search staff Y Filter %) Export ® Print 7/ Import Staff List + Add Staff a Deleted Staff

& Active Students # NAME ~ PHONE COURSE(S) ROLE DEPARTMENT STATUS
a Inactive Students Send Password
G a Albert Einstein (EraEpEs 2 S () P Reset
i - al [}
# Adult Leaning Plan time@itsrelative.com y Change Password
. Switch To
S State Reporting
WELD-005, Send Password
Student Updates . | BiliNye (comazsaan MSEOOLHSE o ’ Reset
. . billnye@scienceguy.com 003, HSE-001, . : ¥ Change Password
= Reporting ELL-002 Switch To
¢ Locations Send Password
Bill Shakespeare Reset
9 (456)345-4324 HSE-002 Staff A |
Courses %S imapoet@dontyouknowit.com O : Change Password

Switch To

Lessons

PREPARING FOR THE STUDENT APPOINTMENTS

FILTERING APPOINTMENT GROUPS

To view a student roster for a given appointment, click the Appointments tab from your dashboard
and filter by a given Program (ELL, ABE, or Career), Location, Date, or Time. Choose your desired filter
from the dropdowns then click Apply to see the filtered list of students. Click Reset to reset the filters.

*NOTE: This is different from the Appointment Schedule tab, which is discussed in the Setting Up
Your Appointment Schedule section of this guide.

Appointments

s

Dashboard
Searc * E P
Students Filter Options e
) ONNECTABLE FIRST NAME LAST NAME EMAIL PROGRAM APPOINTMENT LOCA |
# Locations
Program
O BRAEUmMP14g Joe Sample (222) 222-2222  acard1975@gmail.com ABE | 1AM ’
Courses [ i ? . J
. y Indianapolis - 901 Location
Staff Messaging @ BRWJEQOb Sample Lewis (416) 551-6516  test16.igex@gmail.com CAREER ; 4 5 " M ’
Indianapolis, IN 464 | [ ]
T Tasks
@ BRa2unFSN8Jwv  Sample Smith (317) 376-3535  nrichmund@gmail.com  ELL Shelby County YM{ | Date: Y] ¢’
& Appointment Schedule Gl ShowinaltosSofs records Time: n

™ Text/Email Messages [ ]

< Support Tickets

& Settings




EXPORTING AND PRINTING APPOINTMENT ROSTERS
To print or export a student roster for a given appointment, use the buttons at the top. Click Print to
print the appointments or Export to download a spreadsheet of the appointments.

<« Appointments

(@) BRAEUMP14g Joe N . . N . . . N , . .
Oate O ELLAPPT [ELL APPT |HSE APPT
O srwsqob sampill -+ R T R e e o e e =5 e,
2 Denise |Samgle _|(111) 111 |denisesar| 3/12/1984|  38|Female || want i i Diploma (HSE)
3 igon ot |(584] 657 Jakashibigd 816/1734] 73 wtake [rwont Digioma (L
4 2w [samaie_|c3271 1381875 a7|Female || wontto carm a b Disiorma (56
@] BRa2unFSNBJwY  Sampill ¢ fingana lianes | (362) 11/11/1968] 34| Make |1 want 10 aarn a career cortfication (Worbforce Proparation)
& el ipiey (4251 822 {lsteurnd_ 872711981 31 Female[1wont Diplorma 45}
7 Hermion) [oranger_|(z34) 2/17/2002] _20[Female || nged to earn Englsh. 20231007
25 v Showing 1103 of 3 record®ll & Lisck [eparrow | (a54] 722 |captaingy_i0/16/158a| [ (T [ 7 paration]
B 598) 205 Jwhereares]_10/10/1583]__39[Male [rwam 7 ;
10 Magoiean o 61 737 thligerkinl_3/28/1572] aa[Maie |1 sic acadomic o 20233
11 Mary 741 6/18/1965] 57| Female |l want 1o sam a career cen o
12 sl a 7] 65 a{7/1950) 72|mate ant " £} wester a
13 David Blsine (123) thisy 10/17/2005 17| Male i my basic academic skills. westernlows|February 27, 2023 - 1:00 PM_
14 Lewi [soboh | (317) 417-lghot 5/10/1986 JE}M;E | nee ta learn English. , 2023 - 1:00 P
15 e [wayne ca231 veitema| sl |1 27,2023 - 800 At
%

SENDING A TEXT REMINDER TO AN APPOINTMENT GROUP
To send a text reminder to a group of students expected to attend a given
appointment, click Appointments from the side menu, then Filter by that appointment.

Avpsnments 2

O swemeng Sampi (3719464736 acario7S@gmad e ’
O srwior i 10 1 s ’
D sna 5 o m ar 3 e P
B« sroungiosramo ]

Click Apply to see the filtered group, then use the checkboxes to select the students you would like
to receive the text reminder. Click the Text/Email button that appears when you apply checkmarks.

Appointments

Select this box fo select all, or you can individually check boxes if
there are students you need to leave out of the message group.

AST NAME PHONE EMAl PROGRAM TTME ACTIONS
BRAEUMPl4g Joe Sample (317) 946-4736 acard1975@gmail.com ABE Indianapolis 01/11/2023 10:00 AM ‘
Send New Text/Email
BRwJEQOb Sample Lewis (416) 551-6516  testi6igex@gmailcom  ABE Indianapolis 01/11/2023 10:00 AM )
BRa2unFSN8Jwv Sample Smith (317) 376-3535 nrichmund@gmail.com ABE Indianapolis 01/17/2023 10:00 AM
A message box will pop up when you click Text/Email. Type the Subject of your
message, select the Notification Type (Text/Email), and choose to use a saved <

template or type your own message. Then type the message and click Submit. =

*Text messages will have a 160-character limit.
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NOTE: You can also use this same process to filter and message directly from the Students tab.
Students 3

RECORDING TEST SCORES: TABE TESTING

When a student is finished testing, you can record his/her test scores in one of two ways, depending
on your needs. If you test students one at a fime and prefer to manually enter their scores, follow the
directions below for Manual Test Entry. If you test students in a group and would like to import several
scores at once, follow the directions below for Multi-Student Score Import.

MANUAL ENTRY (ONE STUDENT AT A TIME)
Record the student’s score in the Student Details screen by clicking Add Score for the test the student
took. You can complete the fields, upload the PDF of the score report, or both!

Add TABE Test Scores
=
Course i
o e Wl'l.ESlll!lll’ , Staff Member Submitting * Date *
ry date
5 @ { Director Sample v } { 02/08/2023 ]
- g {
V=
Series Level
Days since last N .
ais = @ i ﬁ [ 12 v } [ M . ]
Add/Update Course Achievement Subject Scale
(‘Language v ] e ]
TABE Test Scores SR NRS Value
‘. E ]
No bl "
Did student make a measurable skills gain?
o Yes O No
HISET Readiness Test Scores < Add Score
Notes
Upload File
\ [(craoserte | postst- s st )
N ailabl bl
f
HISET Test Scores T AdAe. Add HIiSET Readiness Test Scores
Date * Math
Science Social Studies
Reading Writing
Essay Total
Pass/Fail
Upload File
[ Choose File | Mo file chosen ]




MULTI-STUDENT SCORE IMPORT FOR TABE AND TABE CLAS-E:

RECORDING SEVERAL STUDENTS’ SCORES AT A TIME

When you want to save time and increase accuracy, you can import a group of students’ scores alll
at once. First, when you create the student test ticket, it is important that you put the ConnectAble
Student ID in the field labeled Student ID. (We suggest copying and pasting it to avoid typos.) The
ConnectAble Student ID can be found on the student list in the Students tab, or on an individual
student’s Student Details screen.

You can request to be emailed a score extract spreadsheet daily directly from DRC containing alll
student scores for that day, or you can download the TABE extract spreadsheet from DRC yourself for
the date(s) that the student took the TABE or TABE Clas-E test. To download the TABE extract, a quick
reference is provided below, but for greater detail you can refer to your DRC user guide.

PARTICIPANT PREPARATION SCORING AND REPOR’

DRCANSIGHT ™55

REPGRT DELIVERY ~
Student Management

Please select an item from 4Reports | On-Demand Roster | On-Demand Extract
TEST PREPARATION
Test Management On-Demand Extract
© DRC Insight 2023 ERAL INFORMATION 3 e Privacy_Policy

¢ nformation
Search for your site by name or code. You may select multiple sites to include in the extract.

TECHNOLOGY SETUP
POST-TEST ACTIONS
Cent

Student Management

LICENSE MANAGEMENT Generate extract for:

ConnectAble Adult Ed x

By selecting a date range

oday  Yesersay  ThisWesk  ThisMonh Al

Or provide a custom date range

B w ose 3 end (o]
|l eaocr
ConnectAble Adult Ed e mme |-
When you retrieve the spreadsheet,
] go to the Dashboard tab and click

2 s Import Test Scores.

£ State Reporting . N I\g;i;‘ RE‘G‘SYAPATKONS COMPLETE = S, ?

a Student Updates - e Eu 5@

g O Import Test Scores @

o P Select TABE Test as the test
s o it e e type from the dropdown
—— - menu, then click Choose
2 s reorng 3 File. Select the spreadsheet,

pm then click Upload.

F HAME_LEVEL

A window will pop up to show the fields that will be

= X v avELEEL

e e ~ imported. Click Import to import all the scores at
s | e ~ once. Now the scores will appear in each student’s

Student Details screen under Test Scores.



RECORDING TEST SCORES: CASAS TESTING

When a student is finished testing, you can record his/her test scores in one of two ways, depending
on your needs. If you test students one at a time and prefer to manually enter their scores, follow the
directions below for Manual Test Entry. If you test students in a group and would like to import several

scores at once, follow the directions below for Multi-Student Score Import.

MANUAL ENTRY (ONE STUDENT AT A TIME)

Record the student’s score in the Student Details screen by clicking Add Score for the test the student

took. You can complete the fields, upload the PDF of the score report, or both!

Course Achievement

Add/Update Add/Update

Course Achievement
Documents

No documents uploaded yet!

CASAS Test Scores

HiSET Readiness Test Scores

Note that the test types that appear

Attendance
Entry date
07/13/2023

Last Date Of
Attendance

Days since last
Attended

View Attendance

on the dashboard are the tests that
your state/program uses, and those
are selected in the Settings tab.

Add CASAS Test Scores

)
'*f = Staff Member Submitting * Date *
S = )
y 4 [Sample Director ~ ] {

() Active Test Form Scale Score
Raw Score Accurate
[ ] O Yes O No

m Conservative Estimate Score Override
+ Upload Docul
Oves  Ono Oves O ro
Restested Passed
Oves One Oves One
+ Add Score v Remote Test Was Transferred
Oves  Ome Oves  Ono
Upload File
Did student make a rr[ ChacseFse | Postiast - Amy Sampis ot
+ Add Score v O Yes O No
Notes
- ¥

| =

Add HiSET Readiness Test Scores

Date * Math

Science Social Studies

Reading Writing

Essay Total

Pass/Fail

Upload File

| Choose File | No file chosen




MULTI-STUDENT SCORE IMPORT FOR CASAS:

RECORDING SEVERAL STUDENTS’ SCORES AT A TIME

When you want to save time and increase accuracy, you can import a group of students’ scores alll
at once. Just remember to put the ConnectAble Student ID in the test record. (We suggest copying
and pasting it to avoid typos.) The ConnectAble Student ID can be found on the student list in the
Students tab, or on an individual student’s Student Details screen.

Follow the instructions below to retfrieve a group of test scores for a specified date range.

e From the Menu bar at left,
o Click Test Results.

1 *Thwn D By W At St e RS R e

2. £3 AZet Soncct [FMAS) Ohn-10 11T

e Click the Filter down-arrow to expand
filtering options.

@ Test results

* For results from all testing in the previous

Bl s alaTale kel ala ol il el E month, enter Test Date Betwveen -
o e JE Sl o The first day of the previous
= » I month.
- > ot ol o One day after the last day of the
previous month.
3 ’
Rostressen e To retrieve results,
T e o Click Refresh at top right.
4 S lintanintinis wrs e Use Column Filters to refine filtered
= results.
RS TE] ADery) Ferex AMAS: Nortn Cey
LA A talg Awc Garzales RAMAS Norih Cry
MWI6¥NET Aex Gonzak AHAS: hoen Cip
sddained AL O HOOR HHAS Nonn Cep
SAETUGT Buaref £ Lewts RHAS Serrtee Camier
SEETINET Eured £ Lawts AHAS Aurvrise Campy
n

e Click Export to CSV at top right to save
results to a spreadsheet.
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STUDENT CONTACTS.

L
" E

ABE
CAREER

REGISTRATIONS COMPLETE ELL
STUDENTS IN CLASSES

9 HSE

=

CAREER 1

CERTIFICATES EARNED Sr\’

¢ Import Test Scores

7 Import Students

#  Import Test Scares

Import Test Scores

Upload File *

Test Type =

e

Seleot atesttype

When you save the spreadsheet, go
to the Dashboard tab and click
Import Test Scores.

Select CASAS as the fest type from
the dropdown menu, then click

i Choose File. Select the spreadsheet,
m TABE Test X
po— then click Upload.
A window will pop up fo show the fields that will be imported. Click
Import to import all the scores at once. Now the scores will appear in
e each student's Student Details screen under Test Scores.
=3
¢ StudentDetails ! H !
When you have imported a student’s
— e scores, make sure to check the
SO, s ."" i @@ PreTest Complete box in the Progress
ovmomzs oo comcaecommny uoll g o Ik section, as shown here.
- ’ vaw:m,umz: - e | e " @ e
Location : |
(@ prerest compler: ‘
Student Information Hzt::: o | ‘.

NOTE: Sometimes fest results show us that we need to change programming. For example, sometimes a
stfudent signs up to study for the HSE diploma, but upon testing, you learn that he/she needs to increase

English language proficiency first. If this happens, remember you can edit the student information to make
an adjustment by following the instructions below.

Click Edit Student Information from

Student Details .
the left side of the Student Details =3 [ et | = smsren | L ropmminn | @ 5o |
screen and change the program i G w— P R —

(ABE, ELL, or Career) accordingly. v | [ | (i o N oo "_”: .

If that will require another test = = B — -

appointment, you can also click B
Edit Appointment from the same
screen to reschedule a test
appointment.

TABE Test Scores
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OTHER ADMINISTRATIVE TASKS

ADDING COURSE INFORMATION FOR STUDENTS TO SEE
You can add course information that will show in the student dashboard for students who are
assigned to that course. To accomplish this, follow the instructions below.

1. From the Courses tab, click the pencil next to the desired course to edit it.

Courses B

D 3
@] Hig223 HSET Test 8/2/23 [ o) P
@) HSE-003 HSE-PM CLASS aBe Bl Nye 1 a7i02023 06/30/2024 o) P
0 ELL-002 ELL Level 3-4 ELL BilNye 1 it HSE-PM CLASS Course ' lr s @
0 CAREER-00 CAREERINTRO CAREER Gregory House 0 P
Course Number * Course Name *
-
Course Staff Course Location
. . Program Start Date
2. Add the information about the course — EE
under Additional Information. Include | Eome A
—— s

basic course information, such as the

location and time, as well as any links, ez -l o=E|=Sam:
such as links to online resources or MONGAVIWEDNESOAY AT 5007

PDFs, then click Submit.

RESOURCES:
GoogleClassroom.com/BillNye
EssentialEd.com

HOMEWORK:
Fraction Practice 2.pdf
Essay Practice.doc

k

| |

3. The course information and links are now accessible to the student on the Student Dashboard,
as shown in the sample student dashboard below.

Orientation Appointment # tait Appintment TABE Test Scores v Document Uploads
0312012023 500PM ConnectAbl Community Cantes - 456 Tullp Lane,
Date Time Anytown, IN 46123 Photo id
Location CASAS Test Scores v
School Calendar
Exit Form <]
HISET Readiness Test Scares ~ SOt
My Information # Edtiaformation
Connectable 1D First Name: Last Name Pnone
" o222z HISET Test Scares
DEMOSOILED g Sompie {2221 222222 Progress
Email Genger Age Date of Birth
amysamplo@yihoo con Famala 0TS
GED Praclice Test Scores
Address city Stat Zpcod
123 Sampie Stmat sopatersite  wasa e
Progeomm Native Country First Language: GED Test Scores
canesn unTED STATES Eraiin
My Barrie 0
HSED Test Seores 0
Apply For The Career Program
Messages + Message A Staff Member k S e
My Achievement Success Story

CAREER TRAINING PARTICIPANT

My Courses

HSE-003 - HSE-PM CLASS

CLASS MEETS:
MONDAY/WEDNESDAY AT 5:00PM

RESOURCES:
GoogleClassroom.com/BiliNye
EssentialEd.com

HOMEWORK:
Fraction Practice 2.pdf
Essay Practice.doc

Bill Nye




ASSIGNING OR CHANGING A STUDENT'S COURSES:

To assign or change a course for
a student, click Add/Update
Course under the Course
section of the Student Details
screen. Select the desired
course from the dropdown
options. Courses can also be
removed by clicking the X next
to the course you'd like to
remove. Click the Update
button to save changes. The
course will then appear in the
Course section of the Student
Details screen. In the Progress
section, make sure to check the
PreTest Complete box.

Course

A-1Sample

B-1Sample

RECORDING STUDENT ACHIEVEMENTS:
To record achievements when a student takes

Add/Update Course

™ Text/Email +— Assign A Task L= Progress Stage W Print File

Achievement Attendance
Entry date
01-09-2023

Last Date Of Attendance

Days since last
Attended

() Active

Add/Update
Achievement

Add/Update
Attendance

Update Courses

Aniionnn

<A-1Sample * B-1Sample L

A-2 Sample

@
—)

A1 Sample

8-1Sample

8-2 Sample

a posttest and achieves a measurable skills gain or

accomplishes other goals, click Add/Update Achievement from the Student Details screen.

Update Achevements
Achevements *
[ ELL GAIN v ]
ELL GAIN v
ELL TO HSE TRANSFER

™ Text/Email 2= Assign A Task L= Progress Stage % Print File

Course Attendance

Achievement

A-1Sample Entry date

B-1Sample 01-09-2023

Last Date Of Attendance

HSE GAIN

HSE ACHIEVED

CAREER TRAINING PARTICIPANT

CAREER TRAINING CARTIFICATION

Use the dropdowns to select the achieveme

Days since last
Attended

() Active

Add/Update
Achievement

Add/Update

Add/Update Course Attendance

i

nt, then click Update. A confirmation box will

appear to let you know that the achievement is saved, and the saved achievements will collect

in the Achievements section of the Student Details screen. Achievements added in error can be
removed in the same process by clicking the X next to the achievement you want to remove.

PULLING ANALYTICS
ABOUT YOUR SCHOOL:
From the Reporting tab,
you can select Data Filter
and filter by any student
information item you
desire. For example, if you
wanted to know the
percentage of students in

Adult Learning n

# Reporting

< Reporting

Q. search student

Filter Options
UPDATED
ENTRY DATE v APPLICATION
DATE

STUDENTID ONE

)

14) 4 ja
% ~ ] a4

COURSE(S)

FIRST NAME. eas Column Name

[ Ethinicity

Column Value

07/13/2023  09/20/2023 _.DF™" CAREER-001 Neil S

[  Hispanic or Latino

CAREER-001

your school who are

Hispanic, select Ethnicity as the column name and select the value of Hispanic, then click Apply to

show all students whose ethnicity is Hispanic.
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SETTING UP YOUR APPOINTMENT SCHEDULE

*Note: This task/section should be limited to only one or a few staff members fo avoid confusion.

1. PROGRAMS
Think first about what your offerings are. For example, most programs offer ELL, HSE, and CAREER
TRAINING. Others offer only a few of those options. These will be referred to as your main “parent
programs” for your appointments. Add those programs by clickihng ADD PROGRAM and
completing the fields. What you have as Programs are the first choicces for students that will show
on the start/contact quick form when they click Start from your website.

REMEMBER THESE TIPS AS YOU COMPLETE THE FIELDS FOR PROGRAMMING

Add Program

Program Label *

Program Value *

Parent Program

Age

— |

Message to students when all appointments are taken:

Paragraph

AGE
Remember if
there are age
parameters
for program
options fo
include those
aswell. (16
and 17-year-
olds, over 18,
etc.)

vi BT @ =i % @B~

=

MESSAGE TO STUDENTS WHEN

ALL APPOINTMENTS ARE TAKEN:
Decide what verbiage you
want to appear onscreen
when there are no more
appointments available. You
still want students to click
SUBMIT even when
appointments are not
available so that you will be
able to identify those students
and reach out to them again
later when appointments open
again, or for any other
messaging you might want to
send those students. A
completely editable sample
message is provided there for
you.

Program Label: What verbiage do you want potential
students who are searching online for you to see as your
choices?

Program Value: This is the abbreviated version (your own
terms) for each of your programming options, as indicated
in the example below.

PROGRAM LABEL: | PROGRAM VALUE:
| want to learn English. ELL
| want to earn a GED. ABE

| want to earn a career certification.| CAREER

For differentiated appointments for under different
program offerings:

If you plan on having separate appointments for different
program offerings like HSE Fast Track classes or HSE Boot
Camps for ABE classes, or individual appointments for
different CAREER programming (Welding, Medical
Assisting, CDL, QuickBooks, etc.), you need to specify the
corresponding PARENT PROGRAM for each of those.

For your basic programming, ELL, HSE, and CAREER actually
are the parent programs themselves, so for those
appointments, leave the Parent Program field blank, but for
program offerings under the Parent Program, indicate
what the program is, as in the samples below:

SUB PROGRAM PARENT PROGRAM:
| want to earn my GED in a ABE
fast- paced, short term class.

| want to earn WELDING CAREER
certification.
| want to earn MEDICAL CAREER

ASSISTING CERTIFICATION.

| want to learn ENGLISH. LEAVE BLANK

Add all your program options using this strategy, clicking ADD PROGRAM again for each new option.



2. LOCATIONS

Now you will see your list of all programming locations for which students will be making
appointments, as shown in the sample below. You will see the fields you completed on-screen,
including any age parameters, parent programming, and wording for when there are no
available appointments. You can see that at any point, if you have programming changes that
cause you to want an option to no longer show for students, you can click the toggle in the
STATUS column to OFF and it will no longer show. If that programming returns, you can toggle it
back fo ON.

Click Locations for each program option to list all the locations where students can come for
each programming option.

Programs @

8 8686 8 8 8

‘‘‘‘‘

wing 110 6 of 6 records @

Add the locatfion options, including the address

Edit Location (and door number, if applicable) in the Location
field, so that students will see the address (and door
(10 ona e ] number, if applicable) when they are making an
What extra information do you want the students to know as they are choosing an appointment? appointment choice.
Weaongs v |[B I @ iz 1= “ |- *NOTE: Each location will only need to be typed out
Please plan to stay for approximately three hours for the appointment you choose. once; Offer ThCJf, IT WI” come a dropdown OpTIOﬂ for
future appointments.
Also enter the age parameters for that location in
the Age field.
What do you want the screen to say instead of showing appointment options for this choice when YOU can Olso enTer Ony eXTrO informOﬁon ThOT y0U
there are no appointment options? * would like students to know (that they need to plan
Haangs v |IBI I @ = = “ @ o on staying for X hours, what to bring, etc.) in the field
Currently there are no available appointments for this location. provided .

Please choose another location to see other options, or click SUBMIT to be
contacted when appointments at this location become available.

Even when programming is open, we often need to
limit the number of appointments available due to
limited space in a given location. Because of that, a
field is provided for you to enter the verbiage you
want students to see when all appointments at a

= given location are taken. Sample wording is
provided in the example above.



3. DATES AND TIMES

Now you will see your list of all location options for which students will be making appointments, as
shown in the sample below. You will see the fields you completed on-screen, including any age
parameters, the extra information you provided to show on screen for students making
appointments, and the verbiage that will show when there are no available appointments for
each given location.

You can see that at any point, if you have programming changes that cause you to want a
location to no longer show for students, you can click the toggle in the STATUS column to OFF and
that location will no longer show as an option. If that location opens again, you can toggle it
back to ON.

Click Date and Time for each location to select the dates and times for appointments for each
location. When the pop-up window opens, click Add Date for each location. You can select
multiple dates at a time. When you have selected all the dates you need for a given location,
click Submit to add those dates.

Appointment Locations @
Program : | want to increase my academic skills or earn a GED or High School Equivalency diploma.
. Currently there are no i i for this

Please plan to stay for approximately ) | ) Date

three hours for the appointment you Please choose another location to see other optlm'\s, or C!ICK = Q

choose. SUBMIT to be when at this
become available.
Currently there are no il appoi for this |

ty Centdl Appointment Date And Time @
N 481
Location : ConnectAble Public Library - 123 Elm Street, Anytown, IN 46122 + Add Date
Add Date 8

Click Times for each date to select

the times for your appointments for

each date. When the pop-up

window opens, click Add More Loeation CannectAble Pulic Libroy - 123 Eim Street, Anytown, N 48122
under the Time column. When you

do, select the time as well as any ©

seating limit you have so that the ‘ ©

given time slot won't show for : T\ Time for 2023-07-27
students when it has reached

COpOC”‘y = Shcrwing 110 4 of d secocds Time Limit Appointment(s) Status n
NOTE: All past dates will [‘1-“ o ] [‘3 ] '
automatically fall off so that students

cannot choose past dates.



APPOINTMENT DETAILS

Here is an overview of how you can plan your appointments before you use the system.

SAMPLE APPOINTMENT SETUP:

PARENT PROGRAMS:

SUB PROGRAMS:

TRADITIONAL FAST TRACK

CAREER TRAINING

SUB PROGRAMS:

LOCATION | | LOCATION | | LOCATION
A B c AGE LIMIT AGE LIMIT
Y 2
E |
DATE DATE a
- E LOCATION | | LOCATION LOCATION
TIME TIME = A B c
=
'é | | |
8 DATE DATE DATE
o
< 1 | |
TIME TIME TIME

APPOINTMENT DETAILS

AGE LIMIT AGE LIMIT
LOCATION ] LOCATION LOCATION
A B A
DATE DATE DATE
1 1 |
TIME TIME TIME

on the number of appointments you can take for each option, you can choose to set that
number as well.

. You will have to think about your capacity for orientation/pretesting. If you need to put a limit

Lastly, you will need to think about the wording details you want to include for your students.
a. What extra information do you need to

let students know as they are making an
appointmente (For example, you could
give them this extra information at the
top of the page as they are making their
appointment: “Plan to stay for
approximately 3 hours for your
appointment.”

What message do you want to show
when all your appointments are full2 (For
example, when you run out of
appointment dates, instead of dates
showing, you can have this message
show instead: “At this time there are no
available appointments. Please click
SUBMIT to complete your pre-registration,
then we will contact you when more
appointments are available.”
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SUCCESS STORIES / GRADUATION MANAGEMENT

HOW STUDENT SUBMIT SUCCESS STORIES

rioys

Recall from previous instructions that students can
submit a success story at any time they feel

Success Story

inspired. Here is how to manage those stories. Ao e bsteniptat el i
Recall that students access this directly from the

dashboard and can click TELL MY STORY at any

time. (See page 18)

Click the Success Stories tab to view the list of all success stories that have been submitted. You can
sort any column by clicking the heading, but you can also manage the success stories by using any
of the buttons above the list. Below is a description of the function of those buttons.

TOGGLE COLUMN: — s
Select which columns you = Teska oogocour ([RERA ¥ e o e

# Appointments.

want fo be visible to you S —
and which ones you don't [
by selecting toggle on or  Atardoce
off for each one. e

VIEW FORM:

Click the View Form
button to see the form as
a student would see it.

FILTER:
Select Filter to see a dropdown list of factors by which you can group students to see the success
stories or graduation data you need.

EXPORT:
Click Export to generate and save a spreadsheet of your success stories or graduation information.

PRINT:
Click Print to print your success stories or graduation information.

HOW IT WORKS FOR MANAGING GRADUATION:
Many programs use ConnectAble to manage graduation. There are customization features
available to help you do that. Below are the customizable factors to consider for your school.

¢ Many achievements are great to celebrate and share with students, but they are
achievements that DO NOT lead to an invitation to graduation (measurable skills gains,
employment, etc.). For those achievements, students will not see the graduation questions
when they share their stories. Those students can share a message and a picture, but they
won't see the graduation questions to avoid any confusion.

e Forthose achievements that DO lead to an invitation to graduation, the graduation
questions will appear. (RSVP, guests, cap and gown information, etc)




NOTE: Because graduation is done differently in every program, make sure that you have
provided the information necessary to make your form customized to reflect your unique
graduation setup. These are the factors you will need to provide:

e Whatis the date, time, and location of your graduation ceremony?

¢ What time do students need to arrive?

e For which achievements do students get invited to graduation? For example, some
schools invite only HSE or GED graduates to the graduation ceremony, but other
schools also invite students who have achieved career certifications and students who
have become US citizens.

e Wil students wear caps and gowns for your ceremony? If so, we collect that
information, but if not, those questions won't appear.

SHARING YOUR SUCCESS STORIES:

You can use the information provided to in a slide template that we provide you for sharing publicly,
allowing for you to fully edit and/or approve what gets shared publicly. The template will be
branded in your colors and school logo to put the spotlight on your school and the great service your
provide for the community! Here is a sample of what the provided slide template will look like, as it is
formatted to easily fit in Google Slides or PowerPoint to display as a scrolling slideshow!

YOUR SCHOOL
LOGO HERE
PASTE

- .' " PASTE STUDENT PICTURE

MESSAGE HERE HERE

PASTE STUDENT
MESSAGE HERE

ooooooooo



FREQUENTLY ASKED QUESTIONS

Practice using your ConnectAble tools and review the common questions and tasks below.

How can | view or print a PDF of a student’s files?
1) Click Active Students.
2) Search for your student by typing part of the student’s first or last name.
3) Click the student to open the Student Details screen.
4) Click View/Print Files. Choose to print the registration file, the photo ID, the Adult Learning Plan (ALP).

My student cannot log in. How do | help?
1) Click Active Students.
2) Search for your student by typing part of the student’s first or last name | the search bar.
3) Scroll all the way to the right and click Change Password or Change Email to set up the login for the
student. Encourage the student to change the password to something secret after they log in.

| want to encourage students to let me know if they will miss class. What should | tell them?
1) Tell the student to go to their Student Dashboard and click Message a Staff Member. Then find your
name from the staff list and send the message. You will be able to directly reply and even attach an
assignment.

Class is canceled. What is the quickest way to message all my students?
1) Click Active Students.
2) Filter by your Course.
3) Select all students, then click Text/Email. (We recommend choosing the Text option.)
4) Additionally, you could send a dashboard message with unlimited characters and an attachment by
clicking Dashboard Messaging from the side menu and multi-selecting all your students from the
dropdown student list. You will also have a record of your messaging for future reference.

My student’s phone number changed. How can that be recorded?

1) Click Active Students.

2) Search for your student by typing part of the student’s first or last name | the search bar.

3) Click the student’'s name from the student list.

4) Click Edit Student Information and make the change. Click Submit to save the change. The
data team will be alerted of student updates for any changed made to student information.

5) You could also decide to let the student to make his/her own change by instructing him/her to
go to the student dashboard and click Edit Information from the student side of the dashboard.
Again, the data tfeam will be alerted of student updates for any changed made to student
information.

How can | provide information and resources to the students about my class?
1) From the Courses tab, an administrator can add the information about your class that you would
like to be shown on the Student Dashboard. An example of common course information is shown
below:

HSE-003 - HSE-PM CLASS  Bill Nye

CLASS MEETS:
MONDAY/WEDNESDAY AT 5:00PM

RESOURCES:
GoogleClassroom.com/BillNye
EssentialEd.com

HOMEWORK:
Fraction Practice 2.pdf
Essay Practice.doc



How would | print or save a list of the students in my class?
1) Click Active Students.
2) Filter by your Course.
3) Select Export to download a spreadsheet of your students, or select Print to print the list.

What do | do with students who exit?
1. Mark the student as Inactive by using the toggle in that student’s row on the Active Students screen, or
2. From the Student Details screen, under the student’s profile picture, switch the toggle to Inactive.
3. If you ever need to bring a student back, go to the Inactive Students tab and search for the student.
Then switch his/her toggle to Active again.

Class is canceled. What is the quickest way to message all my students?
1) Click Active Students.
2) Filter by your Course.
3) Select all students, then click Text/Email to message them all at once.

How do | set up email notifications for staff when students complete registration or make

appointments?

1) Click Settings, then General..

2) Under Email Notifications, under Registrations Complete, enter the email of the person who should
receive the noftification when registrations are complete. This can also be left blank if you do not wish to
receive nofifications.

3) For appointment notifications, enter the email address(es) that should receive the notification when an
appoitnment is made. You can choose between General notifications, or nofifications separated by
Location or by Program. This can also be left blank if you do not wish to receive nofifications.

How do | get help when | have a technical issue or question?
1) Click Support Tickets from the side menu. Click Submit Your Support Ticket, then the Create New Support
Ticket window will appear.
2) Complete the required fields for your help ticket, then click Submit. You will receive a status email
shortly after submission.

*You can also download the complete user guide (this document) by clicking Download the User Guide
at the top of this page.

How do | submit ideas for future development for ConnectAble?
1. Click Feature Requests from side menu.
2. Click the Submit Your Feature Request button and complete the fields to describe the feature request.
We will review those and implement as many of the requested features as possible in the next updatel

How do | merge students who are duplicates?
1. Click Active Students from side menu.
2. Click the Merge Students button.
3. Select the original student and the student file with which you will replace the original file, then click
Merge. The files will then be merged into one file!
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APPENDIX

The following pages can help you with
specialized offerings.

State Reporting A
o InTERS Integration (Indiana Only) A-C
o LACES Integration (Louisiana, Oklahoma programs — coming soon) D-F
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STATE REPORTING

INTERS INTEGRATION (INDIANA ONLY)
PRIOR TO STARTING:

You will need to perform the following tasks to prepare for your inTERS integration:
1) Let Neil from ConnectAble know the designated staff who will need access to the integration.
This is the staff member(s) who normally enter the registration information for inTERS.
2) Create a course in InTERS called “Pre-registration Contact” as the place to hold students who
have not yet been assigned to one of your classes.

After the above preparations are done, follow the instructions below to add student registration
information into INTERS with just a few clicks!

IN CONNECTABLE:

You will need to approve the students before they will show up in your inTERS
& Staff ConnectAble tab. We suggest that you approve only the students who
actually attend your orientation/testing, as we know sometimes students intend

to come to school but do not actually follow through. To do that, follow these
a |nactive Students Sfeps:

1. ClickinTERS Approvals from the side menu.
et U 2. Check the boxes of the students you would like to add to inTERS. You can
a Student Updates v i
- also search for a given student or check the top box to select all.
2 Reporting

3. Click the Add to inTERS button.

a Active Students

IN INTERS:
Click the Connectable tab, then Student Registration.
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Click Search to see all the students who are ready to be approved to go into InTERS.
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Right click on a desired student to open up the choices. Choose Convert Student (to add the
student to inTERS), Edit Student (to make any changes before you add the student to inTERS), or
Reject Student (if the student will not ever be added to inTERS).
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When you select Convert Student, a pop-up window will
appear. Make sure all the information in the fields is
correct, as well as make sure to select a course from the
drop-down in the Course field and that the term is set fo
the current year.

Edit Student Registration

*Please note that if the course is not selected, the student
will not be added to inTERS.) For new students who aren’t
yet ready to be assigned to a class, choose the Pre-
Registration Contact course from the dropdown list of
courses for the student.

If all the fields are correct and you have chosen a course
for the student, click Save and Convert.

When you click Save and Convert, Create / Update / Reject ConnectAble Registration

|nTERS W|” |OOk for OTher STUdenTS No student matching this registration could be found.

WI.I.h ThOT name ”: qa S.I.Uden.l. WI.I.h Please click the Create button to create the InTERS student recerd and update the ConnectAble record with the new ID.

that name does not already exist © Create |© Rejecc | X Cancel
in INTERS, you will get this message

fo confirm. Click Create to

add that student
to inTERS. B



If a student with the same name already exists in inTERS, a window like this will pop up. You will need
to check the demographic information in the row of information to determine if it is truly the same
student (a duplicate), or if it is actually NOT a duplicate and is a different student with the same name.

INTERS:

StudentID First Name Last Name DOB SSN ProgramName
If you find that it is NOT the same student, you | ..o R [,
want to add that student as a new student '
record in inTERS, so click Create to create the R E— S Cone | © Rt X concel

iNTERS student record for this student.

STUDENTS WHO ARE

DUPLICATES IN INTERS:

If you inspect the demographic information
and find that it actually is the same duplicate
student that already exists in iNTERS, you will

Create / Update / Reject ConnectAble Registration

StudentiD First Name Last Name DOB SSN ProgramName

merge that student with the existing record | - .
by checking the box next to his/her name E— -
then clicking Merge. That student’s current . = _
information will replace any old information in o 0 - o
iNTERS.

After you have either merged files or created a new inTERS
record, a confirmation pop up window will appear. To
verify that you will see that student with all that student’s
information in INTERS, copy the student ID number, and then
click OK.

Convert Registration

Conversion to Student ID PEEEREN complets.

Click Views, then Students, then paste the copied student
ID in the search bar to confirm that the student is in iINTERS.
When you see the student, you can right click and select
View/Edit Student 1o see that student’'s complete file and all
the associated registration information.
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