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Grantee

To view your grantee (agency handling finances) information:

1. Select Grantee>View Grantee from the menu.

2. An Edit Grantee dialog box will
display. If you are the Program AEMIS

Administrator or Data Manager for |, " @ e

more than one grantee, you will r =
have to select the appropriate | -riease selects crante
RESA and/or grantee from the [Tot Graeee =1

dropdown lists.

3. With the appropriate grantee selected, click [Next]. Clicking [Cancel] will
return you to the home screen.

4. A View Grantee dialog box will display. If the Grantee information needs

to be corrected/updated, contact Louise Miller <louise@wvabe.org> at
RESA | (1-800-766-7372, ext. 1122).
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Class Site
Create a Class Site

Create a Class Site A class site is a physical

WVABE location where one or more
ABE classes meet. Within
— Class Site Information AEMIS, these sites are
" RESA: [ I defined once and then
- Grertee: [ 5] assigned accordingly to the
* Site Type: j

individual classes.

* Class Site: I

Mihsie: | The Grantee Administrator

Fhone: | and/or Data Managers
Far: | create and edit class sites
DO MOT Display Class Site Details Publicly: r an d c | asses. |nStrUCtO rs
— Street Address cannot create or edit their

* iddress Cne: I
Beldrezs Tuwa: I
* City: |

* Zip Code: I

own class sites or classes.

State i To create a class site:

1. Select Class Site>
Submit Create Class Site
* indicates a required field from the menu.

Cancel

Complete the form provided, including the specification of all required data (as
designated by asterisks).

Selecting DO NOT Display Class Details Publicly changes the status of the
class relative to a class location directory. To search for all ABE-sponsored
programs, go to the directory at <http://www.wvabe.org/location.asp>. This status
determines if the class is or is NOT included in this search. All classes are
displayed by default. Grantee Administrators and Data Managers have the ability
to change the status of the class relative to a class location directory. Selecting
DO NOT Display Class Details Publicly while creating a class site
automatically changes the status of ALL classes created at this class site.

NSSE——————————— 2. Click the [Submit] button to
save your changes to the
AEMIS database or click [Cancel] to
return to the home screen. If
you clicked [Submit], you will
Site Louise Greated SuccessTully! receive a message indicating
that the class site was created

successfully, click [OK)] or
[ ok | make another menu choice.
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Edit a Class Site

To edit a class site:
1. Select Class Site>Edit Class Site from the menu.

2. Select the class site you wish to edit from the dropdown list provided. Only
class sites in your Grantee(s) are available. If you manage grantees
across RESAs, you must designate the RESA.

AEMIS

— Class Site Information

RESA | | =
Grantee Southerm Regional Jail - Raleigh % | #
Site Type Corections: Regional L
Class Site |Sauthern Regional Jail .
Wiahsite |http:ifresat ol 2 oneus P
Fhaone 0422566720
Fan
DO MOT Display Class Site Details [
Fukblicly:

— Street Address
Address One  [1200 Aipert Road s

Address Two |
ity |Beauer +State W

Zip Code 25813 %

Cancel Submit

* indicates a required field

3. Edit the class site profile as necessary.

4. Click the [Submit] button to save your changes to the database or click
[Cancel] to return to the home screen. Click the [Next] button.

If you erroneously create a class site, refer to the section entitled
Troubleshooting.
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Deactivate Class Site

If classes are no longer being held within a physical location (class site), the
class site would need to be deactivated. Deactivating a class site will remove
the site from the class site dropdown list. If at a later time, the class site becomes
active, it can be activated. If you deactivate a class site, all classes being
conducted at that class site will not be accessible; however, reports based
upon the deactivated class site data can be generated. Grantee
Administrators and Data Managers, not instructors, can activate and deactivate
class sites.

AEM a‘t'““ 2t lass bite To deactivate a Class Site:
—RCEIS? Site Infommltion 1. Select Class Site>Deactivate
Grantee: Sauthern Regional Jail - Raleigh Class Site from the menu.
Site Type: Corrections: Regional
Class Site: Southern Regional Jail
Wehsite: :
P 0429556775 2. Select the class site to be
Fas 1
Class Site Details Are Publicly Available. [] deaCt|Vated from the menu.
— S Add .
Adiress one: 1200 Airport Road 3. Click the [NEXT] button.
Address Two:
City: Beaver . State: ¥
T o Srepecied 4. The class site profile will display.
Click the [Deactivate] button to
Cancel Deactivate deactivate the ClaSS.

* indicates 3 required field

5. If you do not want to deactivate the class site, click the [Cancel] button to
return to the home screen.

Microsoft Internet Explorer

6. You will be prompted to confirm
the deactivation of the class site.
Click [OK] or [CANCEL] as
appropriate.

@ Lie pou zure pou wizh to deactivate thiz clazs site’?
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Activate Class Site

To activate a class site:

1. Select Class Site>Activate Class Site from the menu.

Activate a Class Site

— Class Site Information
EESA: IV
Grantee: Training
Site Type: General ABE Facility
Class Site: Louise Training
Website: httpiiresad k12 an-us!
FPhone:
Fax:
Class Site Dietails Are Publicly &vwailable. |
— Sireet Address
Address Ome: 404 O1d Main Dirdve
Auddvess Twro:
City: Smmersville State: WW
Zip Code: 26551

#* indicates a requirved field

— w—

5. You will be prompted to confirm the
activation of the class site. Click [OK] or

[CANCEL] as appropriate.

Class

2. Select the class site to be
activated from the menu.

3. Click the [NEXT] button.

4. The class site profile will
display. Click the [Acti-
vate] button to activate the
class. If you do not want to
activate the class site, click
the [Cancel] button to
return to the home screen.

Microzoft Internet Explorer

@ Are pou sure wou wish to activate this class zite?

Cancel




Class
Create Class

A class in the AEMIS application is an offering of a Program Type (i.e.,
Regular ABE, ESL). It has associated with it a meeting schedule, one or more
Instructors, and a roster of Students. Grantee Administrators and Data
Managers create classes: instructors do not.

To create a class:
WVABE
e, i 1. Select Class>Create Class from
— ? the menu. A Create a Class dialog
+Class ste: = box will appear.

WNiehzite:
DO MOT Display Class Details Publicly : -

2. Complete the General Information

— Class

o e . and Class Information sections of
i I the form. Click [Next]. A Create the

Class Schedule Template dialog

* indicates a required field bOX Wi II appear-

Selecting DO NOT Display Class Details Publicly changes the status of the
class relative to a class location directory. A searchable directory of all ABE-
sponsored programs is available on-line at <http://www.wvabe.org/location.asp>.
This status determines if the class is or is NOT included in this search. All
classes are displayed by default. Grantee Administrators and Data Managers
have the ability to change the status of the class relative to a class location
directory.

If a class is NOT open to the public, the class details should NOT be displayed
publicly. For example, if a class is being offered in a domestic violence shelter,
this class is NOT open to the public and is available only for the shelter’s clients.

If a class is no longer accepting students, the class details should not be
displayed publicly. For example, the class may close during the summer
months. The Instructor would close the class temporarily and open the class in
the fall when the class resumes. Classes will NOT have to be recreated at the
beginning of a new fiscal year; class information and students will be “rolled
over.”

If a class moves to a new location, the Grantee Administrator and/or Data

Manager will need to change (and possibly create) the class site — Class>Edit
Class. To edit a class, refer to the Class section.
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Create the Class Schedule Template

*Day #Hart Time

#End Time

| Jeoam 3

Er

| Start Time| Exd Time| |

Current Schedul
Day

* indicates a requived flald

3. To complete the class
schedule template for
this class, select a day,
or combination of days,
from the Day drop-
down menu list.

4. Specify the Start Time and the End Time for that day, or combination of

days.

5. To add the Class Meeting to the class schedule template, click [Add].

A Class may meet at multiple times in a single day (i.e., class lasts 4
hours on Monday, from 10-12, then 1-3, allowing a lunch break); as a
result, you will have to schedule the same day(s) with various start/end

times.

Edit Instructor Schedule Template

[~ Class Schedule Add Class M

Day Start Time End Time Letter Instructor Day

Monday og:00am 11:00am

Monday 12:30pm 03:30pm

Tuesday 0g:00am 11:00am d d

Tuesday 1Z:30pm 03:30pm

Wednesday 08:00am 11:00am StartTime  End Time

Wednesday 12:30pm 03:30pm

Thursday 08:00am 11:00am

Thursday 12:30pm 03:30pm - P

Fridany 08:00am 11:00am

Friday 12:30pm 03:30pm

— Current Instructor Schedul
Instructar Day Start Time End Time:
Barrett, Michael A Monday 800 Ah 1100 AM
Barrett, Michael A Monday 1230 PM 330 PM
Barrett, Michael A, Tuesday 500 Ahd 1100 A
Barrett, Michael A, Tuesday 1230 PM 330 PM
Barrett, Michael A, Wednesday 500 Ahd 1100 A
Barrett, Michael A, Wednesday 1230 PM 330 PM
Barrett, Michael A. Thursday 300 Ahd 1100 AM
Barrett, Michael A. Thursday 1230 PM 330 PM
Barrett, Michael A, Friday 800 A 1100 AWM
Barrett, Michael A Friday 1230 PM 330 PM
Cancel ‘ Submit

6. Repeat step 3 until the class schedule template is complete.

7. To delete one of the class meetings from the class schedule template,
click the  next to the appropriate meeting time.

Miciosoft Internet Explorer [x]

@ By proceeding the class schedule, as entered,

will be saved to the database. Are pou sure pou wish to cantinug?

8. When the class schedule template is
complete, click the [Next] button.
You will be prompted to confirm the

. class schedule. Click

[Cancel] as appropriate.

[OK] or
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Important: Schedule actual instructional hours; do not include lunch breaks or
planning time.

PRIOR to logging attendance for any given month, make sure the class schedule
template is correct. If the schedule has changed, edit the schedule PRIOR to
logging attendance.

As soon as a log attendance screen is open for any month, the schedule is saved
for that month.

In order to make changes to a month’s schedule that has been saved, changes

must be made on a daily basis. To make daily schedule changes, refer to the
section entitled Schedule Exceptions.
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Schedule Instructors for the Class

To schedule Instructors for the class:

1.

Class

Select the first letter of the

Instructor’s last name from | WVABE
[~ Class Schedule Add Class Meeti
the Letter dropdown menu o o e
list nd - . [=] [E [usar B
. *#5tart Tome  *End Time

onday 00 PM 00 PM oeete =] o vur = I

Select an Instructor from [ ®™ e o T it Bl |
Crom, Bryan Momday | 00 PM| 900 P |

the Instructor dropdown

menu list. . e m

The dropdown list includes only those instructors who have completed the
pre-service requirements associated with the program type selected when
the class was created during step 2.

Select the appropriate day, or combination of days, from the Day
dropdown menu list. Specify the Start Time and End Time for this
Instructor and click [Add].

You will be able to schedule Instructors only for the days/times specified
in the Class Schedule (step 3).

Repeat steps 1 & 2 for all Instructors assigned to this class.

After scheduling all Instructors for the class, click [Submit]. You will be
prompted to confirm the Instructor schedules. Click [OK] or [Cancel] as
appropriate. Clicking [Cancel] will save the class; however, NO instructors
will be assigned to the class. Prior to being able to utilize the class within
AEMIS, instructors MUST be assigned. If you click [OK], you will receive a
message indicating that the class was created and scheduled. Click [OK]
or make another menu choice.

Microszolt Internet Explorer E

@ By proceeding the instructar schedules, as entered, will be zaved to the databaze. Are vou sure wau wish to continue?

Cancel |

AEMIS

Class created and Scheduled

If you erroneously create a
class, refer to the section
entitled Troubleshooting.
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Edit Class

Once a class has been created by the Grantee Administrator/s and Data
Manager/s, the instructor can edit the class.

To edit a class:
AEMIS .
Please select a RESA 1. Select Class>Edit Class from
[ = the menu. A Select a Class
s dialog box will appear.
Pl e R e S 2. Select the class you wish to edit
loaee soloeta Cioms using the dropdown lists
provided. Click [Next], an Edit

A Class dialog box will appear.

3. Select an item to edit by
clicking the appropriate
radio button next to the || AEMIS
item. After making your (i setect Edit Hode
selection, click [Next]. ' Edit Glass Detals

' Edit Class Schedule Template

4_ Edlt the ClaSS as " Edit Instructor Schedule Templats
necessary, following the ||  Sidiss Schesis Exceitons)
steps outlined in the
previous section (Class section).

5. After editing any of the various components of the class (i.e., details,
schedule, instructors), you will receive a confirmation message. After
receiving the confirmation message, continue editing the class as

necessary.
AEMIS

Status Message

Class Dietails Tpdated

6. For additional information regarding the “Edit Class Schedule
(Exceptions)” option, refer to the Schedule Exceptions section of this
guide.

7. When you have finished editing each component of the class, click [Next]

or make another menu choice. Clicking [Done] returns you to the AEMIS
home screen.
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Schedule Exceptions

At times it may be necessary for you to edit the class schedule template to
remove one or more class sessions due to inclement weather; absence of an
instructor, etc.; addition of one or more class sessions; and/or the need to alter
the meeting times for specific class sessions.

AEMIS

Status M

9
Clzss Datsils Updated

— Select Edit Mode
O Edit Class Details

O Edit Class Schedule Template
O Edit Instructor Schedule Template
@ Edit Class Schedule (Excentians)

Done

the Edit A

display.

To Edit the Class Schedule (Exceptions):

1. Select Edit Class Schedule (Exceptions) from

Class dialog box and click Next.

2. A Class Schedule Exceptions calendar will

Class Schedule Exceptions

County: Raleigh Class Location: Southern Regional Jail
July 2006
Sunday Monday day
oz 03 Class Meets 04 Class Meets o5 Class Meets
) 6 howrs 6 hours 6 hours
Mocify
Hodify Hodify Modify
oa 10 Class Meets 11 Class Meets 12 Class Meets
) 6 howrs 6 hours 6 hours
Mocify
Hodify Hodify Modify
18 17 Class Meets 18 Class Meets 12 Class Meets
) 6 howrs 6 hours 6 hours
Modify
Hodity Hodify Modify
22 24 Class Meets 25 Class Meets 26 Class Meets
) 6 howrs 6 hours 6 hours
Modify
Hodity Hodify Modify
30 31 Class Meets
) 6 howrs
Modify
Hodity

Class Name: SR.J Month: | July PY: 2007

v

Thursday Saturday

01

Hodify
o6 Class Meets o7 Class Meets 03
6 hours 6 hours
Modify
Modify Modify
13 Class Meets 14 Class Meets 15
6 hours 6 hours
Modify
Modify Modify
20 Class Meets 21 Class Meets 22
6 hours 6 hours
Hodify
Modify Modity
27 Class Meets 23 Class Meets 29
6 hours 6 hours
Hodify

Modify Modity

the appropriate month.

4.

Detailed Daily Class Schedule

— Class Details
County: Class Location: Class Name: Month: PY:
Raleigh Southern Regional Jail SRJ July 2007
— Class Schedule 5 .
Day Start Time End Time
() Tue, 04 July 2006 03:00am 11:00am
3 Tue, 04 July 2006 12:30pm 03:30pm
Delete |  Edit Add 6
— Instructer Schedul
Name Start Time End Time
(CiMichael A Barrett  0%:00am 11:00am
(COMichael A Barrett  12:30pm 03:30pm
Delete Edit Add |
Cancel

Class

Using the dropdown menu in the upper right corner of the calendar, select

To edit (modify) the schedule for a
specific day, click Modify.

A Detailed Daily Class Schedule
dialog box will display.

To add an additional class schedule,
click Add in the Class Schedule
section of the dialog box. Complete
the Add Daily Class Schedule
dialog accordingly and click Submit.
You will return to the Detailed Daily
Class Schedule dialog box.
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7.

Class

To Delete or Edit an existing class schedule, click the radio button next to
the appropriate class schedule. Click Delete to delete the session. Click
Edit to edit the schedule selected.

Before you can log attendance for a student, it is first necessary to log
attendance for the Instructor. As a result, adjust the Instructor Schedule
to correspond to the Class Schedule. Update the Instructor Schedule
following the same steps used to update the Class Schedule.

It IS recommended that schedule exceptions be completed for sessions
that require additional hours/days. It is NOT necessary to delete or
shorten class sessions, unless the change is for a long period of time. In
which case, you would update the Class Schedule Template.

Make sure all schedule exceptions are completed PRIOR to setting the
schedule for a given month (opening log attendance).

Opening the log attendance dialog box for a specific month sets the
schedule. Alterations in the schedule after setting the schedule (opening
log attendance) will not be taken into account on the ABE 300A calendar.
However, additions/alterations made to the schedule WILL be taken into
account on the attendance roster, even after the schedule has been set /
opened.

A schedule change DOES NOT erase attendance — for the instructor
or student. If you log attendance for an instructor (i.e. 3 hrs) and then
remove that day from the schedule prior to updating the instructor’s
attendance (i.e. 0 hrs); the instructor attendance will be reflected on the
ABE 300A.

14



Close/Open Class

Closing a class in AEMIS prevents users from enrolling new students. Existing
ABE 400A/B forms can be edited and attendance can be logged.

To close a class:

AEMIS 1. Select Class>Close Class from the
Program Year| 2007 « |+ menu.
RESA | W

2. Select the class site you wish to
close, using the dropdown menus.
The dropdown menus include all of

Clags: | SR 5107420074663 v + the open classes assigned to the

User; previously closed classes will

Cancal Naxt not be available. Click [Next].

3. A Close This Class dialog box will AEMIS
appear. If this is the class you wish | ceneral Information

to close, click [Submit]. You will be || ggss |

Grantee Southem Regional Jail - Raleigh % | #

(lags Site | Southem Regional Jail 1053 + | «

prompted to confirm the closure of || Grante: Southern Regional Jail - Raleigh
the class. Click [OK] or [Cancel] as Clags Site: Southerm Regional Jail
appropriate. If you select [OK], a | ClassInformation
Status Information dialog box will || tlsshame: o)
Class Mumber: 51074-2007-4563
appear. Program Time: Regular ABE
Starting Date: 07/01/2006

Cancel Submit

4. If this is NOT the class you wish to close, click [Cancel] to return to the
home screen.

Microsoft Internet Explorer = Status Information
@ Are pou zure you wish to cloze thiz clazs?

Cancel | Class Closed.
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To open a class:
1. Select Class>Open Class from the menu.

2. Select the class site you wish to open, using the dropdown menus. The
dropdown menus include all of the closed classes assigned to the User;
open classes will not be available. Click [Next].

3. An Open This Class dialog box will appear. If this is the class you wish to
open, click [Submit]. You will be prompted to confirm the opening of the
class. Click [OK] or [Cancel] as appropriate. If you clicked [OK], a Status
Information dialog box will appear. Click [OK] or make another menu
choice to continue.

4. If this is NOT the class you wish to open, click [Cancel] to return to the
home screen.
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Log Attendance/Contact Hours

AEMIS

Class Information

03
10
iy
24

A

Instructor Attendance

Instructor [M 04]M 11]M 18]M 25[ Total | Instructor

o Jo Jo o Jo.oo

Student Attendance

Fayette County

04 6.0

11 6.0

1860

258.0

Student  |M 04]M 11]M 18]M 25[Proxy| Total

o oo o Jusl

Student

May 2009

01 0z

08

13

20

a7

System will automatically ealculate contact hours for disabled [special learning needs) students

o7

14

peal

pez:]

Students who are in need of an Entry assessment can not have attendance hours logged for them and are not listed.

0

15

2z

9

Resa v Grantee Schools County
Class Name 2009 test Class Number 20-2009-5589 Program Type Regular ABE
Class Schedule
Month May PY 2008
Values in Red indicate the number of hours the class is taught for on that day

03

18

23

20

Class Site

Start Date 07/01/2008

@ printer friendly version

Fayette Institute of
Technology

Use Vertical Scroll Bar to view entire page —>

To log Attendance/Contact Hours:

=

Select Class>Log Attendance/Contact Hours from the menu.

2. A Select a Class dialog box will display. Select the class in which you
want to log attendance/contact hours from the dropdown lists. Click [Next]
to continue. Clicking [Cancel] will return you to the home screen.

3. An ABE 300 Form will display.

a. Class Information displays information recorded when the class was

created.

b. Class Schedule displays the number of instructional hours available

based upon the class schedule.

4. Select the Month you wish to enter attendance/contact hours from the
dropdown list. The month and program year defaults to the previous
month (based upon the date of the computer you are utilizing).

Class
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5. All of the Instructors scheduled to provide instruction for this class will be
displayed in the Instructor Attendance section of the form. Log the daily
attendance of the instructors accordingly.

a. AEMIS automatically generates the dates of attendance based
upon the month/program year selected and the class schedule.
Attendance can be recorded only for these days. If the schedule
changes, edit the class accordingly. If you delete a class meeting
from the class schedule and have recorded attendance for those
days, the days will not display on the ABE 300 form; however, the
attendance is recorded accordingly on the ABE 300A.

b. If you record more instructional hours [ s——r=—
than the class is scheduled, you will - _
receive an error message. AEMIS will & i st e slrEdar S et entis
not allow the recording of more
instructional hours than the class is
scheduled for any given day. Click [OK] to continue.

c. Record Instructor attendance prior to recording the student
attendance. If the number of contact (attendance) hours recorded
for a student on any given day exceeds the number of attendance
hours recorded for the Instructor(s), you will receive an error
message. AEMIS will not allow the recording of more student
contact hours than there are Instructor attendance hours. Click
[OK] to continue.

6. All of the students enrolled in the class will be displayed in the Student
Attendance section of the form. Log the daily attendance (contact
hours) of the students accordingly.

a. By selecting Documented Disability on the student's ABE 400A,
AEMIS knows to generate 1.5 contact hours on the ABE 300A for
every instructional hour the student attends. Therefore, record only
actual instructional time when recording the student’s contact
hours.

b. If a class meeting is canceled and rescheduled, or if a student
“makes up” a class, check with your local administrator for
procedures as to how to record the student’s attendance. For
example, some DHHR sponsored classes allow students to “make
up” a missed day during the instructor’s planning time. In this case,
the attendance would be recorded according to local policy.

c. It may be necessary to utilize the scroll bar on the right side of the
Attendance section of the form to view all of the students enrolled in
the class. There may be two scroll bars: one within the AEMIS
screen and the Internet Explorer scroll bar. To view all of the
students, you will want to utilize the scroll bar within the AEMIS
screen.
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7. To jump to a student’s 400A or B from the log attendance screen, click the

Class

“A” or “B” link near their name at the end of their attendance row. By
clicking “A” or “B” the attendance data is saved and you are automatically
taken to the student’s 400A or B.

Click the [Save] button to save your changes, or click [Cancel] to return to
the home screen.
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