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Website Overview
1. Welcome everyone and discuss housekeeping points:
a. Make sure everyone signs in. Trainees will receive PG points for attending.
b. Make sure everyone knows where the bathrooms are.
c. Introduce parking lot. There’s a lot to cover in a short time, so we can’t get sidetracked with specific questions that won’t be relevant to the whole class. The trainer will be available after the training and parking lot questions will be answered via email.
d. Quick disclaimers: “This will be an interactive training. To keep things running smoothly, please refrain from checking email or otherwise using the computer unless instructed. Also, if you are having computer issues, please inform the trainer.  We don’t want to overwhelm the server here either, so to make sure InTERS is running as quickly as it can, please try not to have other internet windows open.”Discussion Questions:
1. What do you use InTERS for? (record answers on flipchart paper)
2. What do you know about InTERS?

2. Discuss InTERS background: “InTERS is Indiana’s NRS-mandated statewide data and outcomes tracking program.  InTERS helps us stay compliant with federal reporting requirements by tracking enrollments, attendance, test results, educational gains and outcomes like earning a high school equivalence, getting a job or enrolling in post-secondary education.  Many of these measurables also help determine the funding that programs get.  Because of these important outcomes, keeping accurate, up-to-date information on InTERS is critically important.”Discussion Question:
InTERS doesn’t only help the state stay compliant with federal requirements. It also has very real benefits to programs.
1. How does up-to-date, accurate data about attendance, testing and outcomes benefit adult ed teachers?



3. The InTERS teacher website is represents just half of the InTERS system. (pass out InTERS Overview Handout) Review the overview and tasks that can be accomplished through each system.  Refer back to flipchart paper where teachers indicated what they use InTERS for.  Point out how many of these items can be accomplished through the teacher website. For any other responsibilities, ask trainees if they know who at their program has Client access and can accomplish them.
4. Open up an internet browser and go to the test build version of the InTERS Teacher Website and log in. Instruct trainees to do the same. 
5. Ask everyone to double check the address bar and make sure they’re logging into the “test” and not the “www” site.
a. Explain that because we’re logging into the test version of the website, we will not be looking at live data. This means we can complete the training activities without screwing anything up.
6. Explain and show the general organization of InTERS. Start with the row of icons at the top of the page.  Announce that we’ll dive into each of these momentarily
a. [image: ] allows you to view and print out daily attendance sheets, test score entry forms and enrollment sheets with important info about your students.
b. [image: ] allows you to enter attendance data for your classes.
c. [image: ] allows you to enter in TABE results for testing students.
d. [image: ] will log you out of the system and send your browser back to the log-in page.
e. [image: ] will allow you to choose which term year you wish to search by when looking for courses or students.
i. Note: “InTERS is a live, state-wide database. The system contains records for every student who enrolled in an Adult Education program anywhere in Indiana going back several years.  In all, there are tens of thousands of records in InTERS.  The term year field defaults to the current year, but you can search for any previous years for which data exists in the system.”
f. [image: ] is an important area. Click on this and ask the class to do the same. Show them the different options they can set here.
i. Student Number to Display – allows users to set whether they see students’ number, social security number, testing number or student ID on InTERS screens and print sheets.
ii. Rapid Entry Testing Search Dates – Don’t worry about this. Rapid Entry usually won’t be the most efficient way to enter test results. Leave this as is.
iii. Name Display – Choose whether you want your students listed alphabetically by first or last name.
iv. [bookmark: _GoBack]Number of Days to Print Reports – This is important for printing packets and for rapid entry attendance. If you want to capture larger lists of your students who have attended class at any point in the last 3 months, leave this as is or you can expand it even further. To generate more focused lists with only students who have recently attended class, limit your search here to 30 days or less. 
7. Now look at the information below the icon row where courses are listed.
8. Explain that their screens should like quite different from the one being demoed.  The screen you’re displaying has state-wide access and is therefore showing all courses throughout the state. Trainees’ screens should only be displaying classes they have access to (most likely ones they teach or ones at their program).
9. Quickly review the available info on this screen for the listed courses.
a. Course Name – this is clickable. Clicking on a course name will take you to the course page and display a list of students enrolled in that course. The course page will also offer many of the same options at the top of this page and others.
b. Teacher – This shows the teacher of record for this course.
c. School – Shows where the course’s primary location is.
d. Start Date and End Date – Shows when the course started and is set to end. If the end date for the course is not known, the last day of the term year (6/30) will be the end date.
e. Total Hours – This does not auto-calculate based on entered attendance. A zero does not mean that no class hours have been entered. It just means that when the course was originally created in InTERS, the total hours section was not entered.
10. Click on a course name to showcase the layout and features of that screen.
11. Show how many of the icons at the top are the same with some additions.
a. Filters – Active, Inactive & All – Active will usually be the most useful filter to set for day-to-day InTERS tasks. Inactive will show students who have exited from your program and all will show you all students who have ever been assigned to your class. Any time you change a filter option, be sure to click “Refresh Grid” to see your changes.
b. [image: ] allows you to create a new InTERS record for a new student in your class.
c. [image: ] will take you back to the previous page if you want to view students in another course you have access to.
i. Very Important Notice: Do NOT use your browser’s back and forward buttons when navigating the InTERS Teacher Website! This will cause problems and slow you down in whatever you’re trying to accomplish.  Always try to use the buttons like these.
ii. One more very important notice: As a security measure, InTERS has a time-out feature.  Try not to get sidetracked or distracted when entering information on InTERS. It can be very frustrating to lose unsaved work and have to duplicate efforts.
12. Ask the class to click the “Back to Course Listing” button.
Print Packets Walk-through
1. “Now that we’re familiar with the general layout of the Teacher Website, let’s begin exploring some of the important tasks that can be accomplished with it – starting with Printing Packets. Using the [image: ] button, we can access and print attendance, enrollment and testing sheets.”
2. Instruct the class to click on the checkbox next to a class in their course listing that they know have students with recent attendance.
a. Note that if teachers teach multiple classes in a day, they can access sheets for more than one class at a time by clicking all of the classes they may want to print sheets for.
3. Once you have a box checked, click on the “Print Packets” button.  A pop-up box will appear.[image: ] 
4. Instruct the class to select all three options and click on “Print”.
a. Note that “Print” won’t actually send these sheets to the printer.  It will download PDFs of the requested documents to your computer.
5. Tell the class to open up the packets for their class. Review the purpose of each sheet.
6. Reminder:  The names of students that appear on these pages are based on the “Number of Days” preference set by the user. If you are missing a lot of names of students who are in class, expand your entry here. If your current list is too big and mostly consists of students who have existed your class, restrict your entry in preferences.
7. Attendance: Ask the class how they take daily class attendance? Explain that this sheet contains a list of students with attendance within the days set in preferences with room to enter the time they arrive, leave and total attendance hours for the day. If your current attendance taking policy works for you, then don’t worry about this. If you think these attendance sheets could make tracking your students hours easier, then please feel free to use them.
8. Enrollment: This is potentially a very useful sheet.  It contains some very important information about the students in your class who have attended within your set number of days including student phone numbers, focus subjects, total attendance hours, current EFL, hours until they’re eligible for their next test, an alert to students in need of pre-testing or already post-test eligible and notices of missing information or errors in the students’ InTERS records.Discussion Questions:
1. How can this information be useful to you in preparing for and teaching your classes?
a. If trainees don’t bring up these answers, mention outreach (last attend date & phone number) and timely testing to capture highest reimbursement amounts (hours till next test, focus subject, etc…)
2. Why is it important to know a student’s focus subject?

9. Test: This provides a blank table with spaces to enter all of the required data to enter into InTERS to record a valid test score. 
a. Ask the class what their usual process is for dealing with test scores prior to entering them into InTERS.
b. “Depending on what your process is, this sheet may not be of much use, but if you have had trouble organizing this information in the past, this sheet may prove to be helpful”
10. Transition: “New students in your class won’t appear on any of these packets until they’ve been entered into InTERS. Let’s look at the intake process.”
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