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Define Application and Enrollment Dates (or: “What’s the difference between application and enrollment for a student in your program?”
	Application – the date on which a student applies for admission in an ABE program. 
	Enrollment – the date on which a student completes his/her 12th hour of class time.

“Application involves completing a student intake and entering the intake information into InTERS. If these two things don’t happen at the same time, a program staff member will have to date the InTERS intake form to the day when the student first applied.

Enrollment dates will automatically populate in InTERS when students reach their 12th hour of class attendance, but we can’t enter their attendance until they have a record in InTERS.













1. Ask the class to follow along as we enter an intake for a new student. From the course listing screen, select the course you want to create a new student record in and ask the class to do the same.
2. From the student listing screen, ask the class to select the “Intake” button at the top of the screen. 
Discussion Questions:
· What is your program’s procedure for completing intakes for new students?
· What are the advantages and disadvantages of completing paper intake forms and using InTERS only for intake?




3. Before you start to enter a new intake, it’s a good idea to make sure the student doesn’t already have a record in InTERS.  Click the “Search for Student” button near the top of the intake screen. 
4. Demo searching for a student with a common last name (i.e. “Williams” or “Smith”). Show what info is shown here and how to further examine to make sure the student you’re about to enter isn’t already in the system. 
a. Ask what the most important things are to look for when trying to verify a duplicate student.
i. SSN & D.O.B.
5. Exit out and return to a blank intake screen.
“The intake process consists of four sequential screens that will capture students’ contact and demographic information, pre-test scores, and the course or courses the student wishes to enroll in. The first screen should read “General” at the top.
Fields in bold red text are required. Other fields in black text are optional, but can be useful to complete. The more data we can enter into InTERS the better. Some non-required fields like phone numbers, email addresses, and last grade completed can be useful to teachers and programs, even if they aren’t mandatory.
Let’s walk through and complete this screen for a hypothetical ABE applicant.  Please follow along on your computer. We’ll pass out screenshots and a QuickStart guide to help you along the way.” (pass out screenshots and QuickStart guide)










6. Student Number: This hasn’t been created yet. Leave it blank.
7. DOE SID#: This is for the student number created for each student by the department of education . If you don’t know it, leave it blank.
8. SSN: If you know the SSN for the student you are entering, type it in.
Some students may not feel comfortable providing a Social Security number the first time they come in and that data may not be available at the time of intake. It is still important to process a new student’s application, so if missing the SSN, make sure to check the “SSN Unavailable” box.
a. It’s very important to try to enter SSNs for as many students as possible. SSNs are crucial for data matching and tracking student outcomes after exiting the ABE program. Since these are important for the state and your center, try to make sure every student gets an accurate SSN entered at some point.
9. Make up a name and address to enter into the subsequent fields. 
a. Make sure you enter full, legal names only (no nicknames)
10. Note that the contact information (phone number and email address) are not required, but are very important for outreach efforts. Enter them now.
11. Date of Birth: Enter in “5/2/1985”.
a. This information is very important for federal reporting, funding streams, data collection and understanding state demographics.
12. The “Application Age” will autofill when you save and close.
13. Gender: Enter appropriate gender for your fictional student.
14. Ethnicity: Only two options here: Hispanic and Other. Other includes all non-Hispanic ethnicities. For demo, select “Other”.
15. Race: If “Other” was entry for “Ethnicity”, select a race. For demo, select “White”.
16. Native Country: Enter in the country where the student was born.
17. Show the space at the bottom of the screen for emergency contact info and the options for type of contact. Don’t enter anything here at this time.
18. Click “Save and Next” at the top of the page to continue to the Demographic Data screen.  (Pass out Demographic Data Page Screenshot)
19. Program Location: Select the program from the drop-down menu.
20. Select the Home Location where the student will primarily be attending classes (this is useful for programs with multiple class sites). Think about this like the student’s homeroom if he/she is enrolled in more than one class.
21. Teacher of Record: If you are creating a record for a student who will be attending one of your classes, enter your name here.
22. Application Date: Enter today’s date. If the student applied before today, you should backdate this to the day the student initially applied to your program. For this test intake, leave the date as is.
23. US Citizen: Click on “Yes” for demo.
24. Employment Status: Demo with “Seeking Employment” and leave the employer info blank.
25. Education Status: Select the highest level of educational attainment for the student. Demo with “Grades 9-12 (no diploma)”.
26. Previous Schooling Location: Defaults to U.S. Based.
27. Enter “10” as the “Last Grade Completed”. 
28. Leave “Last School Attended” blank.
29. Demographics: These are all required fields. Demo with any answers you like. They all default to “No”.
30. Current Enrollment Type: This will usually be Adult Basic Education, but show the different options so trainees will see the type most relevant to their program. Demo with “Adult Basic Education”.
31. Resident Institution: For if the student lives at the Home Location. Leave blank.
32. Method Found: Indicates how the student found out about the Adult Education program. Demo with “Friend, Relative”.
a. Once again, stress that optional entries can still provide useful information. Try to fill in as much as you can. For example Method Found isn’t required, but the answers can help programs and regions learn which marketing strategies are most effective in increasing enrollments, which can in turn help to secure more funding.
33. Hit the “Save & Next” button at the bottom of the screen to proceed to the “Testing” page. Discussion Questions:
· In what circumstances might a student already have pre-test scores when intake is conducted?
· Possible answers include:
· They were tested at a WorkOne or referring organization within 90 days of application.
· They applied, began attending and were tested during orientation and intake is being backdated.





34. To add pre-test scores to the student’s intake, click on the “Edit” button in the testing grid. 
35. When the test editor pops us, ask the class to select close. We’ll focus on adding test scores a little later in the training.
36. Also on the Testing screen is a section for Adult Secondary Credit. The entries here are red because for some students they are a requirement. Leave these blank for the demo.
a. If “Adult Secondary Education” was the answer in the “Current Enrollment Type” field on the Demographics page and the student is enrolled in an ASC program, this section is required. 
b. If an ASC student does not have this information available at the time of intake, it can be added at a later date, and the intake can be completed otherwise. The student’s record will show as red and have errors until this information is entered however.
c. For ASC students – If they are currently enrolled in school during daytime hours, check “Day School”. If the student has dropped out of school, check “Withdrawn”.
37. Point out that you can also find HSE scores and any reimbursements the student has earned on this page.
38. Click “Save & Next” at the top of the screen to advance to the Attendance screen.
39. If the student has already attended a class or classes at the time of intake, you can update their class attendance in the box in the lower right corner of the screen.
40. First set the attendance date to today’s date by clicking on the drop down arrow and selecting today on the calendar.
41. Now click in the “Hours Attended” box and type in “3”.
42. Click on the “Add Attendance” box and the hours should be updated in the top right box.
43. Click “Save & Next” to open the newly created student record.
44.  You should be looking at an overview of the student record with the student’s name listed at the top. Also at the top is a number. This is the student number and was automatically created when the intake was processed.“Best Practice:	 Double check the information you just entered by clicking on General and Demographic Data on the menu list in the top left corner of the student record. It’s a good idea to verify that all required information is here.”

Discussion Question:
· When do you enter intake? Why?

“Best Practice:	Complete intake for new applicant as soon as possible (preferably same day). If this is not possible, intakes can be backdated to the application date, but should not have to backdated more than one week’s time.”









45. From that left menu, click on the “Back to Student List” button. (REMEMBER: Do not use your browser’s forward and back buttons!!!)
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