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TO ENTER/ACCESS THE e-NDMS

From the desktop of your computer,

Click on the Internet Explorer icon, Mozilla Foxfire icon (or appropriate icon you normally use to access the Internet).

Once the general Internet is accessed, from the address window at top of screen, type 

http://endms.jag.org/endms/index.jsp
Press Enter key.

You are now on the LOGIN page.

Point and Click in the User ID box.  Type your User ID (case sensitive).  Then tab or point and click on the Password box.  Type your password (case sensitive), then Click “Logon

You are now on the e-NDMS Home Page!
NOTE OF CAUTION:
Once you have entered the live e-NDMS Web site, DO NOT use the “Enter” key on your keyboard OR use the “Back”, “Forward”, “Reload”, “History”, etc., Navigation buttons at the top.  The system will react in an unpredictable manner.  You may also lose unsaved data.
Please use the Mouse to point and click AND use your Tab key as well as your Arrow keys for navigation through this web site.  

PAGE 2

HOW TO CREATE A ROSTER AND ENTER ADVISORY COMMITTEE MEMBERS (S-10, MY-10 Multi-year)

On the HOME page, from the left side of page


*  Click the Rosters button



*  Click “New”


*  Click in the Name box


*  Name the Roster – Class of the appropriate year (ex., Class of 2009)


*  Type the appropriate School Year in the next box (ex., 2009 – 2010)

*  Click in the Type box and Highlight either Senior or Multi-Year  (Whichever is appropriate for your program)

*  Next, type in the current School Year’s Advisory Committee Members. (Organization = Name of your school, if applicable), when complete


*  Click “OK”
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TO ENTER A PROFILE (S-1, MY-1 Multi-year):
On the HOME page -

From the Data Entry Helpers area,


*  Click “Participant Profile”

*  Click in the Roster box.  


*  Select A Roster.  (Current year’s Roster MUST be indicated)

*  Type in ALL relevant/accurate data (From SSN through Barriers).

*  Click “Save & Add”.  (Bottom Right)

Now, see Instructions on Page 4 of this booklet and complete Friends/Relatives.  

Be reminded that you must complete Page 2 of this booklet each school year PRIOR TO entering the Profile.

NOTE: 
After clicking “Save & Add”, you should get a screen with Blank fields to fill in the next student’s information.  Should you see the same page with the same student’s information on the screen, an error or incomplete data has occurred.  Look at the Top of the page.  Note error message. Make the corrections indicated, etc. and when complete, you MUST click “Save & Add” once again.
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HOW TO ENTER FRIENDS/RELATIVES

On the HOME page

From the left side of page,


*  Click the “Rosters” button


*  Click on the appropriate school year (roster Name)


*  Click on the appropriate student’s name

*  Click “Relatives/Friends” from the left side of page (in the Sub-Menu in white under the burgundy buttons


*  Click “New”


*  Type in all appropriate data.  When complete


*  Click “OK”

Enter all additional contacts as necessary.
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TO ADD A PARTICIPANT TO A ROSTER (S-1, MY-1 Multi-year):

On the HOME page -


*  Click “Participants” (from the maroon buttons on left side of page)


*  Click on the appropriate student’s name from the list.

*  Click on “Rosters” (from Sub-Menu in white BETWEEN the burgundy buttons) on the left side of page)  


*  Click “Add Participant To Roster”


*  Type in Date, Roster Name, and Grade in School.  When complete,


*  Click “OK”

Date must be for the Current School Year.  Grade must reflect Current School Year.
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HOW TO ENTER A BARRIER(S) 

On the HOME page

From the left side of page,


*  Click “Rosters” button


*  Click on the appropriate school year (Roster name) 


*  Click on the appropriate student’s name


*  From the left side of page (Sub-Menu in white), Click “Barrier Tracking”


*  Click “New”  (on right)


*  Enter the date


*  Click on the Barrier box


*  Highlight the appropriate Barrier


*  Click “OK”

Note: 
Student Profile must be already entered before you can complete the above.
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HOW TO REMOVE A BARRIER(S) 

Note:  
When the barrier no longer exists or applies to the student, a  Removed Date must be entered.  DO NOT DELETE THE BARRIER!  Follow instructions below.

On the HOME page,

From the left side of page,


*  Click “Rosters” (Burgundy button)


*  Click on the appropriate year (Roster name)


*  Click on the name of the appropriate student


*  Click on “Barrier Tracking”  (on the left)


*  Click on the Date of the Barrier to be removed (that no longer exist)


*  Click in the Removal Date box


*  Type the Date that barrier ended


*  Click “OK”
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HOW TO DELETE A PARTICIPANT FROM THE SYSTEM

CAUTION:
A participant MUST NOT be deleted from the E-NDMS after Final Roster date (generally November 15th) without prior approval of either the Program Coordinator, Program Director or Asst. Director!

On the HOME page

From the Left side of page,


*  Click “Participants”


*  Click in the box to the left on the same Row that the student’s name appears.  A check mark should appear.


*  Click “Delete”  (on the left side of page, middle button)


*  A message box will appear asking “Are you sure you want to delete the selected records?”


*  Click “OK”

Note:
Should you have two or more participants to be deleted, click on all appropriate boxes prior to clicking the Delete button.  All participants with a check mark in the box on the row with their names will be deleted at one time.  Complete deletions on page one of the list prior to going to page 2, etc., of the participants.
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TO ENTER DAILY CONTACT HOURS (S-5, MY-5) AND COMPETENCY RECORD (S-3, MY-3)

(Now entitled ** MODEL SERVICES **)

On the HOME page

From the left side of page, click  “Model Services”  (Burgundy button).

*  Click “New”


*  Scroll Down - Then from bottom left Click “Select Participants” button

*  Select a Roster    (Current; ex. C/O2009)
*  Click “Load Roster”

*  Hold down the Control (ctrl) key and Click on (Highlight) names of all appropriate students

*  Click on the “ -> “ button to select the participants.  (All highlighted names move to the right)

*  From bottom left, Click “Save Changes” (This will take you back to the Model Services entry area and the Competency selection boxes)

*  From bottom right of page, Ensure that all of the participants that you selected are listed.

*  Scroll back to the top of page 
* Now from top, Enter Date, Minutes, Activity Code, Contact Narrative

*  Highlight appropriate Competency(s) (if applicable).  


    Select appropriate Level (Level 1, Level 2 or Level 3)


*  Click “Save & Add”



“ -> “    =   add selected (highlighted)



“ ->> “  =  add all



“ <- “    =  remove selected (highlighted)



“ <<- “  =  remove all
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HOW TO NAME (SET UP) A GROUP

Note:
This can be used to cluster all participants in the same class period.  (ex., 4th Period class) 

On the HOME page

From the left side of page,


*  Click “Groups”


*  Click “New”  (on left)


*  Click in the Group name box


*  Type name for a Group.  (ex., 4thPeriod03.  Include the school year)


*  Click “OK”

NOTE:
When using Groups in the data system, be reminded that any entry made in the Model Services area will apply to everyone listed in the group.  IF A STUDENT(S) IS ABSENT OR DID NOT PARTICIPATE IN THE ACTIVITY OR CLASS, YOU MUST DELETE THIS ENTRY FROM THEIR S-5 MODEL SERVICES LISTING INDIVIDUALLY.  There is no group deletion(s) of entries technique after entry is made.
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HOW TO ASSIGN STUDENTS TO A GROUP (Class)
On the HOME page

From the Left side of page,


*  Click “Participants”


*  Click on name of student to be assigned to the Group


*  Click on “Groups”  (from the left side of page in the white Sub-menu area)


*  Click “Add Participant to Group”


*  Click on the Group box


*  Highlight the Group that the student is to be assigned


*  Click “OK”

SEE WARNING NOTE ABOVE (Page 10)
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TO PRINT (OBTAIN) A ROSTER (S-10, MY-10 Multi-year)

On the HOME page


* From the buttons at the top right of the Home page, Click “Reports”


* Click on the Select a Report Box

*  Highlight “Program Roster”

*  Highlight appropriate Roster year


*  Click “OK”

*  When Roster appears on the screen, Click the Windows Print Icon at the top of the screen or Click on “File” then “Print” from the Menu

*  Click on the JAG  ICON to return to work area after print job is complete
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HOW TO ENTER A PROGRESS REPORT (S-24, MY-24 Multi-year)

On the HOME page

Click on Rosters

*  Click on the appropriate student’s name

*  From the Sub-menu in white on left, Click “Progress Reports”

*  Click “New”

*  Ensure that the appropriate school year is indicated on the page

*  Type the appropriate/accurate data.  When complete

*  Click “OK”

Always ensure that the appropriate student’s name is listed at top of page.
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HOW TO ENTER GRADUATION DATE OR GED COMPLETION DATE

On the HOME page

From the Data Entry Helpers area. (Middle of page)

*


*  Go down to the Enter Graduation Dates area on the home screen

*  Click on Select a Roster box

*  Highlight the appropriate Roster

*  Click “Go”
*  Type in Graduation Date or GED completion date in the appropriate box where applicable.

*  Leave box blank if participant did not graduate or obtain a GED 
* Click “Save Changes” for Page 1 prior to selecting Page 2 if applicable.
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HOW TO ENTER END-OF-YEAR STATUS AND SEPTEMBER 30TH STATUS (MY-30 RETENTION REPORT)
On the HOME page

From the Data Entry Helpers area

*  Go to the Enter Return-to-School Status Results area on the home screen
*  Click on the Select a Roster box
*  Highlight the appropriate Roster
*  Click “Go”
*  Next to the student’s name, Click on the box for either End of Year OR September 30th Status as applicable
*  Highlight the appropriate Status for student,  when complete
*  Click “Save Changes”

NOTE:
“End Of Year Status” box is for the current school year’s participants at the end of the school year.  

For example; For the 2008-2009 School Year, entry is made after the last day of school in May or June of 2009 as applicable.

For the “September 30th Status” you must select the Previous School Year’s Roster and enter date.
This area is to document all returning participants from the previous school year.
For example; For all students listed on the 2008-2009 Roster, you will wait until September 30, 2009 (the beginning of the 2009-2010 year) and select the Class of 2009 and make appropriate selection for “September 30th Status”.
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TO ENTER JOB PLACEMENT AND/OR SCHOOL PLACEMENT  
(S-9A, MY-9A)

1) JOB PLACEMENT:

On the HOME page

Click Rosters   (Burgundy button) 


*  Select/Click appropriate Roster name

*  Click on the appropriate participant’s name

*  On the left side of page in the Sub-menu (white), Click “Job Placement”

*  Click “New”

*  From the Select One box, Highlight “Create a New Employer Record”.

*  Click “Next”

*  Type in all relevant/accurate data for this page.  When finished,

*  Click “Next”.  This will take you to area to finish the entry information
*  Continue and Type all relevant/accurate data


Don’t forget to change the Start Date.  

Notice a new/additional question: Does this job meet JAG’s criteria for taking credit for a placement?  Must answer Yes or No.


*  After all information is typed in, Click “OK”

2) SCHOOL PLACEMENT:

On the HOME page

Click Rosters  

*  Select/Click on appropriate Roster name
*  Click on the appropriate participant’s name

*  On the left side of page in white area, Click “School Placement”


*  Click “New”


*  From the Select One box, Highlight “Create a New Placement School Record”


*  Click “Next”


*  Enter all relevant/accurate data for this page.  When complete,


*  Click “Next”


*  Continue and enter all relevant/accurate data for this page.  When complete,

*  Click “OK”
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TO ENTER FOLLOW-UP DATA (S-9B, MY-9B)

a) Participant

b) Employer

c) Other and/or School

On the HOME page

Click Rosters 


*  Click appropriate Roster name

*  Click on appropriate participant’s name


*  From the left side of page in white Sub-menu, Click “Follow-up Contacts”


*  Click “New”

*  From the Select One box, Highlight appropriate selection (Participant, Employer, Other) as applicable


*  Type in all relevant/accurate data for this page.  When complete,


*  Click “Save & Add”

Note:
Ensure that all applicable contacts have been made and recorded in the system.  Repeat the steps above as needed until all entries are complete.  For example, if a participant has a job and is in school, entries must be completed for a) Participant, b) Employer, and c) Other/School.  In other words, you must complete all three sections AND ensure that Page 16 of this booklet is completed.  Page 16 and Page 17 equals the required documentation for the month. 
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TO PRINT FORMS

On the HOME page

*  From the Burgundy buttons at the top right of the Home page, Click “Forms”

*  Click the box next to the appropriate form that you want to print

*  Click “Next > Select Participants” button

*  Select a Roster 


*  Click “Load Roster”


*  Highlight and add (>) the appropriate student(s).  After all are selected,


*  Click “Create Form(s)”   (Bottom left)

*  From the Windows Icons along the top of the page, Click on the Printer Icon or Click “File” then “Print” from the Menu at top of page.
Review your printed page.  Ensure all rows and columns of information are included in the printout.  It not, use the Windows Menu and click on “File”, “Print”, then change the orientation to Landscape, then click “Print”.  Check your print page!

*  When printing job is complete, Click on the JAG SYMBOL at the top left corner to return to the work area

Notes:


Model Services Summary = S-2, MY-2 Monthly Participant Activity Calendar


Model Services Listing = S-5, MY-5 Participant Contact Report


Placement and Follow-up Report = S-9A, S-9B  (Printed together)

All other forms have same name as from previous data system.  Barrier Report, Participant Profile (S-1, MY-1), Competency Record (S-3, MY-3), and Progress Report (S-24, MY-24)

PAGE 19 

HOW TO ENTER AN EMPLOYER OR PLACEMENT SCHOOL

Use this area when,

1. When the Employer or Placement School may not be currently associated with a participant.  
2. For future reference or Search opportunities.  

Note:
Be reminded that you can also enter employers and schools when completing Job Placement or School Placement (S-9A, MY-9A) entries for participants.

EMPLOYERS

On the HOME page

From the Left side of page near bottom,


*  Click “Employers” (Burgundy button)

*  Click “New”


*  Type in all appropriate/accurate data.  When complete


*  Click “Save & Add”

PLACEMENT SCHOOL

On the HOME page

From the Left side of page,


*  Click “Placement Schools”


*  Click “New”


*  Type in all appropriate/accurate data.  When complete


*  Click “Save & Add”

PAGE 20
HOW TO PRINT OR VIEW REPORTS

On the HOME page

*
From the Burgundy Buttons at the top right of the Home page, click “Reports”

*
At the “Select a Report” area, Click the drop down menu

*
Click on the appropriate Report that you wish to print or view


*
Highlight the appropriate Roster Year. (2009 in both fields)

*
You may need to identify the data range by inserting the month or days of expected contact, for example:  09-01-2009 to 09-30-2009.

*
Click “OK”

Sample Types of Reports = 

Program Roster


S-12/MY-12 Follow-up Status Report


Competency Report (S-3/MY-3)


Contact Report (S-5/MY-5)


Barrier Report  


ETC.

For Follow-Up Status Report:
In the 

Limit Data to the Date Range: 
Remember:  Follow-up students are from the roster of the year previous: 2008 (in both roster fields)

To identify which month of contact information you are examining:

09-01-2009    to     09-30-2009
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To access the following Resources:

From the Home Page

Click “Documents” at the top of page (Burgundy buttons)

· Research Reports
· In-School Specialist Resources 

· Out-of-School Specialist Resources 
· Curriculum Resources 
· E-Learning Courses 
· Video Presentations – Program Marketing 
· Video Presentations – NTS Speakers 
· PowerPoint Presentations 
· E-NDMS News & View Newsletter 
· Handouts 
To download follow instructions on the page:
Note - upon clicking on the document links, you will be asked by your browser to save the file to your local computer. The system will use the same name if you click to download multiple documents. In order to save multiple documents in the same location, you MUST rename each file individually as you save it.
When you choose a document, new instructions appear at the top:

Note - upon clicking on the document links, you will be asked by your browser to save the file to your local computer. The system will use the same name if you click to download multiple documents. In order to save multiple documents in the same location, you MUST rename each file individually as you save it. For example, when the dialogue box comes up, rename the file "specialist.zip" with the .zip extension, then do the same for additional files as you download, changing the name each time. You can also right click on the file name once it's downloaded and update the name at that time.
The file name must include the file extension of .zip

Make sure your computer has a program to unzip compressed files like winzip.
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Click “OK” when you are ready to see the report
Need help?  Download SharedView from:
http://connect.microsoft.com/site/sitehome.aspx?SiteID=94
And call Sue Honcharuk at:

317-234-4997  office

317-430-4174   cell
Click on the “Select a Report” arrow box on the right.





You will only have one site to choose from in each region.





Then select a school or hold down the Ctrl key to choose multiple schools





Click the roster you want to see, Senior Year or Multi-Year or BOTH





Under Roster years:  This depends on the type of report you want to see.  Current students will need the current year in both boxes:  2009-2009





Follow-Up students will need last years’ roster:  2008-2008 in both boxes.





For Follow-Up Report, choose the month you want to review:  for example: 09-01-2009 to 09-30-2009








