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I. INRRODUCTION

During the 1982-83 school year the Illinois State Board of
Education, Department of Adult, Vocational and Technical Educa-
tion developed and released the MICRO-VERS software package for
use by local educational agencies. The purpose of this micro-
computer software is to aid local agencies in building and man-
aging a data base of information required by the State Board for
reporting vocational program enrollment,

Version 1.0 of the MICRO-VERS software released in 1982 has
been significantly updated after extensive use by LEAs. Program-
ming errors have been corrected, software enhancements made, and
the User's Guide completely rewritten. The 1982-83 school year
was one which served as a comprehensive field test of the compu-
ter system. It is hoped that most of the problems and ineconven-
iences found in Version 1.0 have been corrected.

MICRO-VERS User's Guide Page 1I-1
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Part I - ‘ Introduetion

A. MYTRO-VERS 2.0 DESCRIPTION

The MICRO-VERS s m is a special-purpose data base mana-
ger. The system cons of a series of programs on two 5 1/4"
disks which are linke .gether and may be called upon from a

menu by the user.

SOFTWARE FEATURES
* Builds vocational course and student files whieh contain
: information necessary for compiling and reporting.

* Data may be 1nput from the keyboard or copied from data
' disks used in previous years.

* Student data copied from previous years' disks' may be
: automatically updated.

* Several utility programs are included which allow for
) file search and information retrieval.

* Version 2.0 data disks may be compiled from data disks
) prepared under Version 1.0.

* C.I.P. codes may be easily converted from OJL codes and are
‘ verified upon entry.

* The use of two disk drives greatly increases operator
) efficiency,.

MICRO-VERS User's Guide Page 1-2
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Part 1 Introduetion
MICRO-VERS PROGRAMS

The MICRO-VERS software is supplied on two 5 1/4" disks
which are compatible with the Apple ll, Apple ][ Plus or
Applel[e micro~computers. The disks are labeled in the

following manner: - .

MICRO-VERS PROGRAM DISK
APPLE ][ VERSION 2.0

MICRO-VERS PRINTER DISK
APPLE ][ VERSION 2.0

The distribution copies of the above disks contain the
following files:

MICRO-VERS PROGRAM DISK

MICRO-VERS DATA MANAGER
INITDISK
ROLLOVER

CIP CODE EDIT
COMPLETER PROGRAM
CIPFILE

TR~-PROG
CONTROLFILE
UTILITIES

CIP CONV

COURSE EDIT
STUDENT EDIT
SET-UP

MICRO-VERS PRINTER DISK

ALPHA-COMPLETER PROG
SECONDARY PRT

- ADULT PRT

SEARCH PROGRAM

T(E LIST

TIE LIST ADULT

COURSE LIST

SET-UP

MICRO-VERS REPORTS
CONTROLFILE '
POTENTIAL~-COMPLETERS LIST

MICRO-VERS User's Guide Page 1-3
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Part 1 Introduction‘
MICRO-VERS FILE STRUCTURES

Disks for holding course and student infcrmation are
supplied by the local agency. During the disk initialization
process, the following files are automatically ecreated by the
program: . \

RECMAP
STUDENTRECMAP
PROGPNT
STUDENTPROGPNT
PROGRAMCODES
PROGRAMFILE
VARIABLE

COoop

CIPFILE

STFIL

Each of the above files must reside on each data disk. When
various menu items are invoked, appropriate files are read into
the main memory of the computer. As data is entered on the
keyboard, it is stored in the computer's memory. The disk files
are only updated upon exit from the particular routine. It is
therefore very important that disks are removed from the drives
~only after exiting MICRO-VERS using the proper menu item.

. Each data disk has space for approximately 500 student
records. If additional space is required, multiple data disks
will be necessary. The initialization of the multiple disks
allows for the copying of updated files. The course files and
the C.1.P. code file must be present on each data disk. Menu
items direct the user in selectively copying these files.

AN

DISK 1
COURSE FILE contains information for all courses
CIP FILE contains all valid C.I.P. ‘codes

STUDENT FILE contains 1st 500 students in alphabetical order
"DISK 2

COURSE FILE contains copy of course file from Disk 1

CIP FILE contains copy of C.I.P. code file from Disk 1
STUDENT FILE contains 2nd 500 students in alphabetical order
DISKS 3 - ?

COURSE FILE contains copy of course file from Disk 1

CIP FILE contains copy of C.I.P. code file from Disk 1
STUDENT FILE each contains up to 500 students in order

MICRO-VERS User's Guide Page 1-4
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Part 1 Introduction

B. SCHEDULE FOR DATA ENTRY

Although many factors influence the time when a local agen-
cy's Local Plan for Vocational Education is approved, the follow-
ing time-table depicts an anticipated sequence for compiling
program and enrollment data and reporting these data to the State
Board. It is very important that time be built into the schedule

for training the system operator(s) and upgrading the preceding
year's data disks.

SEQUENCE ACTIVITY

Step 1: Familiarization and training of MICRO-VERS
system operator(s). S

'Step 2: Preparation of current year data disks. In-

cludes copying and upgradirng of disks from
MICRO-VERS 1.0, (if necessary), and inere-
menting student records,

Step 3: When the "Turn-Around-Document” is received
from the State Board, the vocational course
file is maintained. LEAs using MICRO-VERS
for the first time enter the course informa-
tion directly from the Turn-Around-Document
thus creating the computer file. When the
course file has been transferred from the
previous year's data disk, the file may simp-
ly be verified or modified as needed to match
to current Turn-Around-Document. Course
files created under MICRO-VERS 1.0 will re-
quire O.E. codes to be changed to their cor-
responding C.I.P. codes. ' :

Step 4: The student file is éither ereated or main-
tained. Agencies using MICRO-VERS for the
first time will create the student file by
entering the necessary data on the keyboard.
Others will need only enter new students,
(ninth graders and adults), and make modifi-
cations to other students' records as
necessary. :

MICRO-VERS User's Guide Page I-5
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Part 1 Intrdduction

Step 5: Course enrollment infermation is loaded into

the student file from class lists to reflect

' mid-term enrollment in vocational courses.
. This procedure, at the LEAs option, may be
performed at the end of eaech mid-term period

or all data entered at the end of the sehool

year. When all enrollment data has been

loaded, program completers are identified and
entered.

Step 6: The reimbursement claim and Parts III, IV and
: V of the VEDS report is compiled, printed,
and ready for submission to the State Board.

Step 7: The .ompleted reports are now ready for

delivery to the State Board via the Regional
Superintendent of Schools.

' MICRO-VERS User's Guide Page I-6




Part 1 Introduction

C. HOW TO USE THIS MANUAL

Do not let the size of this manual intimidate you. The
" manual is organized in such a way that is not necessary to read
it from cover to cover. This section will desceribe for the
reader the organization and purposes of the various parts of the
manual and how to make the most efficient use of them. Read this

section in its entirety; then, refer to the section(s) which are
of interest.

The "Introduction”" section gives a brief overview of the
MICRO-VERS system and makes some suggestions regarding time

schedules. It is intended for agencies which are new to the
system.

"System Requirements"” is a description of the hardware which
is required to operate the micro~computer under MICRO-VERS 2.0
and the major "upgrades™ which have been made from Version 1.0.
It is important that users who are familiar with MICRO-VERS 1.0
read this section. Some suggested sources for course and student
data are also presented in this section.

The "Operator's Handbook"” describes the various MICRO-VERS
2.0 procedures and gives operating instructions for each of the
programs. New users should read this section from the beginning,
then use it as a reference &s required. This section assumes the
operator is acquainted with hardware being used. Questions re-
garding problems associated with machine operation should be
addressed to appropriate hardware documents. Some suggested
references are provided in the Appendix to this manual.

The "MICRO-VERS Tutorial” is intended for the new user. It
presents sample data similar to that encountered by the LEA.
These examples will allow the data-entry person to practice and
familiarize himself/herself with the system.

MICRO-VERS User's Guide Page 1-17



| O G SYSTEM REQUIREMENTS

A. HARDWARE CONFIGURATION

MICRO-VERS 2.0 will operate on any of the following models
of the Apple miecro-computer: ‘

Apple ][
Apple ][ Plus

- Apple ][e

MICRO-VERS 2.0 requires that the computer be equipped with 2
disk drives. The disk econtroller card must be plugged into slot
number 6 inside the computer. Note: a single controller card
will accommodate 2 disk drives. Users currently using a machine

with one disk drive need only purchase an additional drive, not
another controller card.

A line printer with appropriate interface ecard is required
to provide final printouts, results of file searches and other
program listings as requested. MICRO-VERS 2.0 will accept print-
ers with either 80 or 132 columns of print, (see page II1I-5).

The interface card for the printer must be plugged into slot
number 1.

Routines Requiring A_Printer

1) Potential Completer List

2) Alphabetized List of Students
3) List of Program Completers

4) Course List

Routines with Optional Printed Qutput

1) C.1.P. Code List

2) Secondary VEDS and Claims Report
3) Adult VEDS and Claims Report

4) Student File Search '

All other output is directed to the video sereen only.

MICRO-VERS User's Guide Page 11-1
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Part II ' System Requirements

1. Program Specifications -

* Version 2.0 requires that two disk drives be connected to
the miero~-computer. This allows easy access to all menu
items and disk removal is minimal. The MICRO-VERS Program
or Printer disk remains in drive #1 while the data disk is
held in drive #2,

b Version 2.0 data disks may be created directly from data

' disks prepared under Version 1.0 thus eliminating the
necessity for complete data re-entry,.

* Current data disks may be prepared from the previous vyear's
disk. All twelfth grade and adult students are automatical -
ly removed from the file. The grade level is ineremented by
one year for other students, Therefore, student data entry
only involves adding ninth grade and other new students,

* O.E. code numbers have been replaced with the new C.I.P.

‘ code numbers. A program has been included which reecalls the
O.E. code from the course file and allows the LEA to replace
it with the appropriate C.I.P. code. The new number is then
automatically written into the course file.

b A new file must be located on each data disk which contains

. the valid C.1.P. codes for the local ageney. This file is
used for error checking in conjunetion with entering new
courses or checking cooperative education training station
numbers. A complete C.I.P. code file is ineluded on the
distribution ecopy of the MICRO-VERS Program Disk. At the
LEA's option, a file may be created which contains only the

- C.1.P. codes for programs within the agency,

* Two serviece codes may be included for students classified as

: either handicapped or disadvantaged. :

s Additional listing programs have been included on the MICRO-

: VERS Printer Disk. These inelude course listing, completer
listing and alphabetic student listing routines.

2. Program Dimensions -

500 courses maximum
150 programs maximum
each course may be a part of up to 9 programs
500 students/disk maximum
number of disks is virtually unlimited
each student may be enrolled in up to 20 courses
MICRO-VERS User's Guide Page I11-2




Part Il System Requirements

Q. SOURCES OF DATA

Turn-Around-Document: Vocational Program Name
Six Digit C.1.P. Code Number
Course Name -
Course Credit (secondary courses)
Course Contact Hours (adult courses)
Course Approval Code
Special Organization Factor

Local Agency Records: Student Name
Sex
Grade Level
Ethnie/Racial Background
Over Age/Under Achiever Category
Handicapping Condition
Handicap Service Code
Disadvantage Condition
Disadvantage Service Code
Program Completion Category
Coop. Training Station C.I.P. code
Variable Contact Hours (adult students)

D Local Plan for V.E. Type of Recognition (adult courses)

Local Assignment: Course ID Number .
School ID Number (special organization)
Student ID Number

L) y
LY. B
,

MICRO-VERS User's Guide Page ;1-3
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I111. OPERATOR'S HANDBOOK

. The "Operator's Handbook" describes each of the major steps
in creating and editing the MICRO-VERS files and finally printing
the required reports. The order in which this section is written
is the general ordz.r in which the steps will be performed,
however, in most cases it will not be necessary for the user to
read this entire section from beginning to end.

The novice user should begin by practicing the data entry
exercises presented in the "Tutorial Section", Part IV. This
section can then be used as a reference with regard to the
details of system operation.

The "Operator's Handbook" provides little information with
respect to operating the computer hardware. These questions
should be directed to one or more of the references presented in
the Appendix.

MICRO-VERS User's Guide Page 111-1



Part III Operator's Handbook

A. GETTING STARTED

1. Copying Disks

It is very important that "backup" copies of all program and
data disks be made. The copying procedure is easy and the time

saved in the event of "disk cecrash™ or other catastrophe more than
makes up for the effort. :

Perform the following steps BEFORE attempting any of the
MICRO-VERS procedures. Make at least one copy of each of the
following disks:

MICRO-VERS PROGRAM DISK
MICRO-VERS PRINTER DISK
ALL DATA DISKS FROM THE PRECEDING SCHOOL YEAR

PLACE THE ORIGINALS IN A SAFE PLACE
STEPS IN COPYING DISKS |

1. Obtain a copy of the "Apple System Master Diskette"
2. With the "System Master" in Drive 1, turn the power switeh

on or type in PR#6 <return>*., Wait for the "]" cursor to
return. ‘ : .

Type: RUN COPYA <return>

4. Assuming 2 disk drives are connectéd, press the <return> key
4 times until the following message appears:

-- PRESS 'RETURN' KEY TO BEGIN COPY --

5. Before typing <{return>, remove the "System Master" from
Drive 1 and replace it with the disk whieh is to be copied.
Place a new disk, or one which may be erased, in Drive 2.
Now, type <return>. '

. The duplication process will take place automatically.
7. When duplication is complete, the following appears:

DO YOU WISH TO MAKE ANOTHER COPY?

8. Y <return> will return you to to prompt in step 4 above. N
will exit the duplication routine. Additional copies of the
same disk may be made or copies of other disks by replacing
the original disk with the one whieh is to be duplicated
before pressing <return>. Be sure to label each new dupli-
cate as it is made. :

fln all cases, <return> represents typing the carriage return
key on the right of the keyboard, marked RETURN.

MICRO-VERS User's Guide Page III-2



Part II1 Operator's Handbook
2. Running MICRO-VERS Programs

In all cases, unless instructed differently, the MICRO-VERS
Program disk is placed in Drive 1. If the disk drives are not
labeled, the "IN USE" light on Drive 1 will turn on each time the
computer is "powered up" or PR#6 <return> is typed on the
keyboard. In most cases, the "Program Disk" is left in Drive 1
while using the MICRO-VERS system. If it is necessary to remove
it, instructions will be given oa the video screen.

Drive 2 is used for the disk which contains the data files.
The operator will be instrueted to place a Data Disk in Drive 2
at the proper time. Data Disks may ONLY be removed from the
drive when the MICRO-VERS DATA MANAGER in on the sc¢reen or when
instructed to do'so by the program. Removal of disks at other
times will result in the loss of data.

Note:Files are rewritten to the disk only on return to the "Data
Manager". Since power failures and other such problems
sometimes occur which could cause data to be lost, it is
advisable to periodically return to the "Data Manager"
during lengthy data entry sessions. e : :

To run the MICRO-VERS Program, insert the MICRO-VERS Program
Disk in Drive 1. Turn the computer power switeh to ON. The
' System will automatically "boot" and the screen with display the

"MICRO-VERS DATA MANAGER". - :

If the ~omputer is already oh, place the MICRO-VERS Program
disk in Drive 1 and type PR#6 <return> on the keyboard.

Up to this point, the <return> symbol has been used to

indicate that the RETURN key should be pressed. In all cases,

the <return> key should be pressed after entering a command or
after a line of data. Unless specified, it will be assumed for the
remainder of this Manual that the <return> key is to be pressed after
entering data. ' . e
LR,

3. .Installing MICRO-VERS 2.0

Data disks prepared under Version 1.0 of the MICRO-VERS

system must be converted before they may be used with this

_version. Version 1.0 was distributed during the 1982-83 school
year. '

If an attempt is made to load a data disk which was prepared
“under MICRO-VERS 1.0, an "END OF DATA" error message will occur.

MICRO-VERS User's Guide Page 111-3




Part 111 Operator's Handbook

The following procedure will ONLY be necessary when using

MICRO-VERS 2.0 with 1982-83 data. DISREGARD in subsequent years.

1.

Before preceding with the following steps, make backup
copies of each 1982-83 Data Disk. Label the original
disk(s) as being prepared under MICRO-VERS 1.0. File them
in a safe place after duplication. "This step is vitally

important as the conversion program alters the file
structure on the disk.

Invoke the MICRO-VERS Program by following the csteps
outlined in paragraph 2 above. _

The conversion routines are contained in a set of utility
programs on the MICRO-VERS Program Disk. To use the
utilities, exit the "Data Manager" by using menu Option 7.

When the exit message and the "]" cursor reappears, type the
following:

RUN UTILITIES

When the "Utilities Feature" menu appears, select menu
Option 2, "Convert Data Files".

You will be instructed to place a Version 1.0 Data Disk into
Drive 2. The file conversion takes place automatically
after pressing the space bar.

MICRO-VERS 2.0 requires that a C.I.P. Code file be placed on
the Data Disk. This file contains a list of valid C.I.P.
codes and is used to verify the code when entered from the
keyboard. This file may be easily transferred from a master
C.I.P. Code file on the MICRO-VERS Program Disk. Answer
Y(es) to the prompt regarding transfer of the C.I.P. file
and press the space bar to begin the transfer. .

OPTIONAL PROCEDURE: '

‘A C.I.P. Code file which contains only the valid codes for

your particular agency may be created. This file might be
more helpful in echecking for data entry errors. To create
this file, answer N(o) to the above prompt and refer to
Section C of the "Operator's Handbook" regarding adding
C.1.P. Codes. o : :

MICRO-VERS User's Guide Page 111-4



Part II1 Operator's Handbook

7. The O.E. Codes contained in the course files created under
MICRO-VERS 1.0 may be easily converted to their correspond-
ing C.1.P. codes with menu Option 3. Each O.E. Code is read
from the course file and displayed on the sereen. By enter-

ing the corresponding C.I.P. Code from the list supplied by
the State Board, the file is automatically updated.

Occasionally, an O.E. Code of "0" may be displayed. This .is
caused when courses have been deleted from the Version 1.0

files. Simply re-enter a "0" in each of these cases. They
should not appear again. :

8. The updating of this Dat@ Disk is now complete. The above
procedure must be repeated for each Data Disk in the set
when multiple disks are being used. '

Be sure to label each Data Disk as being prepared under
MICRO-VERS 2.0. When conversion has been compieted, make
backup copies of each disk, placing the original in a safe
place.

Printer Format Setup

MICRO-VERS 2.0 allows the user to set two printer parameters
to enhance printed copy. Local agencies using the Social
Security number in place of the $tudent ID has the option to
select printed output in the form, XXX-XX-XXXX.

Agencies using a printer with a 132 column carriage can take
advantage of the wider paper.

Default parameters consist of the standard student ID and 80
column print format. If these are desired, no change is
necessary.

To change either of print formats, select menu Option 1 from
the "Utilities Feature". Following the instructions will result
in print format update. .

4. How to Report a Problem

Menu Option 4 in the "Utilities Feature" creates a form
which can be used to deseribe a problem and request assistance.
After selecting Option 4, a "Trouble Report" is prepared whiech
may be filled out and mailed to:

MICRO-VERS Technical Assistance Coordinator
Illinois Vocational Curriculum Center '
Sangamon State University

Springfield, IL 627[[

MICRO-VERS User's Guide ) Page II11-5



Part I11 Operator's Handbook

B. PREPARING DATA D!SKS

1. Organizing Information for Data Disks

Local agencies with more than 500 students must follow a
systematic procedure for creating Data Disks. Data files on each
disk have space for up to 500 students. Therefore, large LEAs

will require additional Data Disks for each 500 students or
portion thereof. :

Agencies with 500 or fewer students nzed not take any
special precautions when creating Data Disks. The following
directiops apply to larger LEAs using multiple Data Disks.

The "MICRO-VERS Data Manager" must have access to and be

able to manipulate three data files simultaneously--the Course
File, the CIP File and the Student File. :

The Course File and the CIP File are contained on every Data
Disk as they are transferred onto the disk during the initializa-
tion process. The complete student file, however, is partitioned
into blocks of 500 students and placed on several Data Disks.

In order that a particular student record may be found,
either by the operator or the computer, it is necessary that
students be placed on Data Disks in "blocked alphabetical order".
Blocked alphabetical order simply means that although the student
records do not have to be in alphabetical order on a particular
disk, alphabetical order is used to bloeck the entire student
population into groups of 500 for data entry.

Arrange the entire student population alphabetically. Par-

tition the student records into bloeks not exceeding 500 with
breaks occurring between letters of the alphabet.

Leave space in a block to add students due to new enrol-
Iments. For example, if 497 students are in the A - Gbloeck, it
might be well to re~define the bloeck A~ F toallow for more than
3 additional students to be added to the file.

When the student population has been "blocked" into sub-
files of fewer than 500 students, the Data Disks may be initial-
ized for data entry. ' o

Separate sets of Data Disks should be prepared for adult

vocational programs and students. Follow the same direction as
presented for secondary programs.

MICRO-VERS User's Guide Page III-6
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Part II1 Operator's Handbook

2. Initializing Data Disks

All diskettes used as Data Disks for the MICRO-VERS system
must be initialized using menu Option 5 from the "MICRO-VERS Data
Manager". In addition to formatting the disk for use by the
Apple computer, the program places several files which the pro-
grams require for storing information.

ADataDisk is initialized at the time it is first used with
the MICRO-VERKS System. LEAs using a single Data Disk (i.e. those
with fewer than 500 students) will initialize one disk only--at
the beginning of the data entry process. Larger agencies will
fnitialize a Data Disk at the beginning of the data entry process
and each time an additional one is necessary to hold the next 500
students. If data is being transferred and updated from Data

Disks used a previous year, each disk is initialized as it is
transferred.

- Select Option 5, ™"Initialize A New Data Disk" from the Data
Manager Menu. a ' o - '

Place a new disk into Drive 2. A disk which contains
obsolete information may be used over again.

The initialization process erases all information on the
disk. Take care to insure that the disk in Drive 2 contains no
information whieh is of value. e

Type in GO on the keybbard. The initialization process will
now take place. EX will return you to the "Data Manager Menu"
and gbort the initialization routine. '

The CIP Code File

‘ When the disk has been formatted, the following message will
appear on the screen:

SHOULD THE CIP CODE FILE BE TRANSFERRED?

A CIP'Code file must reside on each Data Disk. In most
cases, this prompt will be answered Y(es). A CIP Code file will
either be transferred from the master file on the Program Disk or
from a CIP Code file on another Data Disk whieh has been gener-
ated by the user. ' o

The times when the user will respond N(o) is when:

(a) initializing a single Data Disk or the first in the series
of multiple Data Disks and it is desired that the CIP Code
file will be created from the keyboard.

(b) the CIP Code file has already been transferred to the Data
Disk, i.e. through the Conversion Routine.

MICRO-VERS User's Guide Page I1I-7
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Part 111 Operator's Handbook

Directions for creating this "custom-made" CIP Code file is
presented in Section C, page III 16.

After pressing the 'Y' answer, the computer will request
that the disk containing the CIP Code file be placed in Drive 1.
The Program Disk, which currently is in Drive 1, contains a
master CIP code file. If it is desired that a complete list of
C.I.P. Codes be transferred to the Data Disk, no disk switech is
necessary. Press the space bar to continue.

If it is desired that a CIP Code file be transferred from
another Data Disk, remove the Program Disk from Drive 1 and
replace it with the appropriate Data Disk before continuing. You
will be instructed when to replace the Program Disk into Drive 1.

The Course File

A course file which contains the vocational course and
program information must also reside on each Nata Disk. This
file may either be created by entering course information from
the keyboard or it may be transferred from another Data Disk.
This decision is made in response to the following prompt:

IS THERE A COURSE FILE TO TRANSFER’

This prompt is answered Y(es) when it is desired tv copy the
course file from another disk. Instances where this occurs are:

(a) when building a Data Disk for the current school year which
is to be updated from the previous year. The course file may be
copied directly from the previous year's disk. If modifications
to course information are necessary, they may be made as des-
cribed in Section C. Note: the previous year's disk must be one
which was either created under MICRO-VERS 2.0 or one which was
converted using the procedure outlined in Section A.

(b) when the disk being initialized is the second ( or third or
fourth etc.) in a series of multiple disks. In this case the
course file will be transferred from the first Data Disk, i.e.
the one which contains the beginning of the alphabet.

When the Y(es) response has been keyed in, the operator will
be directed to place the disk with the ecourse file in Drlve 1.
The transfer will then take place.

The N(o) response will be made when the course file is tobe
entered from the keyboard u51ng the procedure described in
Section C. The N(o) response is most typicenlly used when ini-
tializing the first Data Disk, the first time the MICRO-VERS
System is being used. o
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The Student File

The student file transfer routine transfers a student file
from one Data Disk to another and automatically updates it with
respect to grade level. This option is used when it is desired
to copy the preceding year's student file, make the necessary
grade level adjustments and then add new students to the file.

The program automatically searches the student file and:

(a) inerements the student grade level for each‘stu-
dent listed in grades 9, 10, and .1.

(b) deletes all student records with grade level 12
and grade level 30, (adults).

The following message prompts the student file transfer:
IS THERE A STUDENT FILE TO TRANSFER?

The Y(es) response will begin the transfer and grade level
update. The Data Disk containing the previous year's student
file is placed in Drive 1. :

Since the student file is altered significantly, a printed
copy of the alterations is produced. The printer must be econ-~-
nected to the computer at this time, ' .

If the student file is to be created as it is entered from
the keyboard, as when using the MICRO-VERS System for the first
time, a N(o) response is given to the above prompt.

File initialization is now complete.
YWhere to go from here

(a) If a CIP Code file was not transferred, go to Section C,
"Editing a CIP Code File" and create a CIP File.

(b) If a Course file was not transferred, go to Section C,
"Entering New Course Information". If a Course file was
transferred, go to Section C, "Verifying Current Course
Information" and, if necessary, "Editing Course Informa-
tion". - '

(d) If a Student file was not transferred, follow a, b, and ¢
above and go to Section D, "Entering Student Information".
If a Student file was transferred and updated, go to Section
D, "Verifying Student Information" and then to "Entering
Student Information". :
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Q. ENTERINRG/EDITING COUGRSE INFORMATION

The vocational course and program information must be en-
tered, verified and edited before preceding with student data.

When using multiple Data Disks, (more than 500 students),
every disk must be verified for correct course data and the same
errors or modifications edited on on every disk. Every Data Disk
must contain a correct Course file. -

1. Veriiying Current Course Information

This step is bypassed if the agency is entering course data
for the first time. Proceed to Paragraph 3,"Entering New Course

Information". Return to this paragrzph after finishing the data
entry. g

Two routines are available for llstlng vocational course and
program information which is currently in the Course File. A
video screen llstlng of the "Course Name", the "Course ID Number”
and "C.}.P. Codes™ is available as an "on line™ funcetion in the
Update Course Routine, - -

The complete information in the Course File may be printed
out from a routine contained on the "MICRO~-VERS Prlnter Dlsk"
Dlrectlons for using these routines follow.

To obtain a secreen listing of the course names, IDs and

codes, seleet Optiom 1, Update Course File", from the "Data
Manager™ menu. : : -

The "Course Update Routine™ menu will now be displayed on
the screen. To verify course information, select Option 3, "List
Course Information", from this menu. Course names, ID numbers
and C.I.P. codes will be displayed on the screen for verification.

A complete "hard-copy" listing of the Course file may be
obtained in another manner. '

Seleect Option 6, "MICRO-VERS Reports", from the "Data
Manager Menu". You will be instructed to replace the disk in
Drive 1 with the "MICRO-VERS Printer Disk". After making this
disk change, the "MICRO-VERS Reporting Feature" menu will be
displayed. S e : : -

Select Option 4, "Course List", from this menu. The printer
must be connected to the computer to complete this listing.
Sereen output is not available. Return to the "Data Manager™
menu using Option 6 after the listing is 2ompleted.
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2.  Editing Course Information

The following procedure should be followed to make modifica-
tions in the Course File. If new courses are to added to the
file, refer to Paragraph 3 below.

Remember, identical Course Files must be placed on each Data
Disk. If there are multiple Data Disks, the same modifications
must be made to the Course File on eagch disk. Place the first
Data Disk intc Drive 2, follow the direetions below. Exit to the

"Data Manager", replace the Data DlSk in Drive 2 with the subse-
quent disks and repeat, :

Enter the "Course Update Routine" by selectlng Optlon 1 from
the "Data Manager™ menu,

To modify course data, select Option 2, "Edit Course
Data"™, from this menu. : -

The program will request that the Course Name or the Course
ID Number where the modifications are to be made be entered.

Using the course name results in the computer searching the
Course file for the proper name. The course name must be entered
'exactly' as it was originally. This process takes over 4 times
longer to locate the course than using the course ID number.

To enter a course ID number, press the <return> key as the
first character of the course name. This will move the '?'
cursor down to the ID position. Key in the course ID number.

The computer now allows the operator to check the entry and
make any corrections before continuing. The following options
apply:

'R' removes the data as entered and returns the screen for
re-entry.

'RETURN' enters the course edit Toutine and returns for

further course editing after modifications have been
made.

'ESC'* enters the course edit routine and exits to the

" n"Course Update Routine" menu after modifications have
been made.

ESC refers to the ESCAPE key located on the left of the
keyboard, next to the wy key.
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Note:To leave the course edit routine without editing any course,
f.e. when entered by micstake, press the 'ESC' key as the
first character in the Course Name to return to the "Course
Update Routine" menu. .

v

The course information currently in the file is displayed on
the screen. The '?' cursor initially is placed on the first
character of the course name. As the <returnd key is pressed,
the cursor advances to the next variable. Corrected information
is entered by typing over current data.

Note:The Course ID Number cannot be changed using this option.
: The MICRO-VERS file structure is such that alterations in
this manner are not possible. If the Course ID Number is
incorrect, delete the entire course from the file following
Instructions later in this paragraph. Then, add the course
to the file again with the correct ID number using direc-
tions found in paragraph 3 below. ' ~

Once the cursor has been advanced past the last variable,
the operator may correct any errors in the modifications by
responding N(o) to the "IS THIS CORRECT? Y/N" prompt. Errors may
also be corrected in an entry line by backspacing and re-typing.
This can be used, however, only before the <return> key has been
pressed to enter a line of data.

Upon pressing the Y(es) response, the C.I1.P. Code Number
for each vocational program in whiech the course belongs is
listed. The operator is directed to:

DELETE S(ELECTED, A(ALL OR E(XIT?
'S' permits the course to be deleted from a selected pro-

gram in which it appears. The operator will then be

directed to select the program for deletion from the
C.I1.P. Codes listed.

. 'A' permits the course to be deleted from all programs in
" whieh it appears, i.e. this deletes the course from the
file.

. 'E* exits the "course edit routinen.
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A final chance is given before any permanent changes are
made in the Course File on the disk. The "SAVE THE CHANGES Y/N7
prompt allows the operator to: : o . ' :

'Y' the modifications are correct, write the correected
 ° record into the Course File.

'N' do not modify the Course File, All modifications will
"~ be nullified. The Course File will remain as is.

Note:The "Edit Course Data"-option may be used to verify course
information without making any changes to* the file. Follow
the directions above. Move the cursor down through the data
with the <return> key after reading them from the screen.
Answer Y(es) to the "IS THIS CORRECT" prompt and exit the
routine with the E(xit response. Respond to the "SAVE THE
CHANGES" prompt with N(o) as no changes were made. ‘

IMPORTANT: RETURN TO THE "DATA MANAGER" BEFORE REMOVING THE DATA
* * DISK. OTHERWISE ANY MODIFICATIONS MADE WILL BE LOST. o
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3. Entering New Course Information

This option {s used to add courses which are not currently
on the Data Disk in the Course File. Enter the "Course Update
Routine" from the "Data Manager™ menu with Option 1.

Remember, identical Coutse Files must be placed on each Data
Disk. If there are multiple Data Disks, the same courses must be
added to the Course File on gach disk. Place the first Data Disk
into Drive 2, follow the directions below. Exit to tift "Data

Manager", replace the Data Disk in Drive 2 with the subsequent
disks and repeat.

Select Option 1, "Enter New Courses™ from the "Course Update
Routine". The screen which is displayed directs the operator to
enter the requested course information. Most of this information
may be found on the "Turn-Arcund-Document”,

Definitions for each of the variables to be entered may be

geufg in the MICRO-VERS Tutorial, Part IV of this Manual, page

The program C.I.P. Code as entered is checked against the
CIP file on the Data Disk. The program will not accept & number
which does not mateh. If repeated attempts to enter a C.I.P.
Code fail, exit tc "Data Manager"™ and then list the codes on file
as explained in Paragraph 4 below.

Enter the data onto the screen. The '?' cursor will move as
each character is typed. Errors within a line may be corrected
with the backspace, (left arrow), key. The <return> key enters
the data and advances the cursor to the next line. Where no data

is to be entered, (left blank), simply press <return> to advance
to the next line.

When the last variable has been entered, the computer allows
he operator to check the entry and make any corrections before
continuing. The following options apply:

‘R!' removes the data as entered and returns the sereen for
re-entry.

'RETURN' enters the course data and returns for the input of
: additional courses.

'ESC!' enters the course data and exits to the
' " "Course Update Routine™ menu.
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When entering several courses in succession, the "Course
Input Screen™ will return with the same Program Name and C.I.P.
Code inserted as before. If the course to be entered belongs to
the program displayed, type <return> as the first character of
the Program Name. The cursor will move directly to the Course
Name line and data entry may procecd.

If a new Program Name is to be entered, type the name over
the ecurrent one. This will allow for both aneurProgranlName and
C. II’ Code to be entered.

Note: ©¢- leave the "Enter New Courses" routine immediately
without typing in course information, i.e. when entered by
mistake, press the 'ESC' key as the first character in the
Program Name to return to the "Course Update Routine" menu.

IMPORTANT RETURN TO THE "DATA MANAGER" BEFORE REMOVING THE DATA
' DISK. OTHERWISE, ANY COURSES ENTERED WILL BE LOST.
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4. Editing the C.I.P. Code File

Each Data Disk must contain a CIP File which contains a list
of valid C.I.P. Codes. These codes are used when checking for
errors in data entered from the keyboard. An error message will
be given when a C.I.P. Code does not matech the CIP f:.le.

If there are multiple Data Disks, the CIP File must be
edited in the same manner on each disk. Place the first Data
Disk into Drive 2, follow the directions below. Exit to the
"Data Manager", replace the Data Disk in Drive 2 with the subse-
quent disks and repeat. : o -

Verifying C.1.P. Codes in the File

Seleet Option 4, "Update CIP Code File", from the "Data
Manager" menu to load the "CIP Code File Edit Program". :

A list of C.I.P. Code numbers and vocational program names
which are in the CIP File may be obtained with Option 4 in the

"CIP Code File Edit Program" menu. Output can be ‘directed to the
video screen or to the printer. -

Adding C.I.P. Codes to the File

The CIP file may be created during disk initialization by
transferring it from the master file on the "MICRO-VERS Program
Disk" or from another Data Disk. The CIP file may also be
created with this routine. o

Some agencies may find it advantageous to create a CIP file
containing only the codes for the vocational programs of the
agency. This routine will build that file.

To create a C.I.P. Code file or to add codes to an existing
file, select Option 1 from the "CIP Code™ menu.

The six~-digit C.I.P. Code for the vocational program and the
vocational program title is typed into the keyboard. It is very
important that the C.I.P. Code is taken directly from the "Turn-
Around-Document™ and that it matches the proper code as shown on
the list of codes supplied by the State Board .
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After typing in the code and program title the following
options are displayed:

(1) SAVE ' Enters the code into the file and re-
‘ turns the screen for additional entries.

(2) SAVE & EXIT Enters the code into the file and exits
o o to the "CIP Code™ menu.

(3) RE-ENTER Removes the entry and returns the screen
T ' for re-entry.

Editing the Program Name

The vocational program name that corresponds with a C.I.P.
Code on file may be edited using Option 2, "Change an Existing
CIP Code". A C.I p, Code number canpot be altered using this
option. If the C.I.F. Code number on file is incorrect, the code
must be deleted and re-entered.

Select-Option 2 from the "CIP Code™ menu. Enter the code
number for the program title which is to be modified. The
current title will be displayed and corrections to the title
may be made.

Removing a C.1.P. Code from the File

A C.1.P. Code may be removed from the CIP File using Option
3 from the "CIP Code"™ menu. The code number which is to be
deleted is typed into the keyboard. Once it has been verified,
the code is removed from the file. '

To alter a C.I.P. Code number which is in the CIP File,
delete the incorrect number using this option. Add the correct
code number and program name using Option 1 as directed above.

IMPORTANT: RETURN TO THE "MICRO-VERS DATA MANAGER" BEFORE
REMOVING THE DATA DISK. OTHERWISE ANY MODIFICATIONS MADE TO THE
CIP FILE WILL BE LOST. T
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Where to go from here

(a) If the MICRO-VERS System is being used for the first time, a
Data Disk is now prepared which contains a Course Fi'e
containing all of the vocational courses entered from the
"Turn-Around-Document". A CIP File which has been trans-
ferred from the "MICRO-VERS Program Disk" or has been
created from the C.I.P. Codes found on the "Turn-Around-
Document” also resides on the Data Disk. At this point,
student demographie data should be loaded to ecreate a Stu-
dent File as explained in Seetion D.

(b) If the data contained on the Data Disk has been transferred
and upgraded from the previous year, it should contain a
verified Course File and CIP File. If multiple Data Disks
are being used, each disk should contain verified Course and
CIP Files. At this point student demographic data should be

verified as explained in Seetion D and then new students
added to the file. =
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D. ENTERING/EDITING STUDENT INFORMATION

Once the vocational course information has been loaded and
each Data Disk contains a verified Course and CIP File. The
student demographic data may be entered and verified. This step
must be completed before any enrollment information may be
loaded.

1. Verifying Student Information

This step is bypassed if the agency is entering student data
for the first time. Proceed to Paragraph 2, "Entering New
Stucdents' Information". Return to this paragraph after finishing
the data entry.

A routine is available whiech produces a print-out of the
Student File listed in alphabetical order. This procedure should
be executed to verify the Student File after transferring and
updating data from the previous school year. In addition, this
procedure should be used to verify the entire Student File upon
completion of data entry. '

If the Student File is partitioned onto multiple Data Disks,
the following steps must be completed for each disk. Switch the
disks only when the "Data Manager™ menu is displayed.

To obtain an alphabetized list of students, select Option 6,
"MICRO-VERS Reports", from the "Data Manager" menu. You will be
instructed to replace the disk in Drive 1 with the "MICRO-VERS
Printer Disk". After making the disk change, the "MICRO~-VERS
Reporting Feature" menu will be displayed. : - '

Select Opticn 3, "Student/Completer Alpha List" from this
menu. When the mAlpha/Completer” option list is displayed, se-
lect Option 1, "Alpha List of Students". The printer must be
connected to the computer to complete this option.

Return to the "Data Manager™" using Option 3 to get to the
nReporting Feature" and then Option 6. :

Review the printed output and correct where necessary.
Refer to Paragraph 3, "Editing Student Information"” to enter
these modifications inte the Student File. "

Note: Alphabetizing is slow. Be prepared to let the computer
work for several hours. A full! Data Disk will require about
four hours for the sorting to take place. It will automat-
ically begin to print the list when the sorting is com-
pleted. The computer may be left unattended during this

period.
MICRO-VERS User's Guide Page II1I-19
Q :32




Part II1I Opeqator'é Handbook
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2. Entering New Students' Information

This routine is used to add student records to the Student
File. This procedure is used when:

(a) building a Student F11e for the first time, i.e. new MICRO-
VERS users.

(b) adding new students to the current Student Flle, i.e. new
enrollments/9th graders.

Before adding students to the file, design a disk
organization plan if your agency has more than 500 students
enrolled. See Section B, Paragraph 1 for details in planning for
multiple Data Disks. '

Place the disk with the proper "alphabetized bloek" of
students into Drive 2. If you are creating the Student File for

the first time, place the Data DlSk whieh has the Course and CIP
Files into Drlve 2.

Select Option 2, "Update Student File"™ from the "Data

Manager™ menu. The "Student File Update Routine" will be loaded
for execution. : : : .

Select Option 1, "Add Students to File", from this menu.
The screen which is displayed direets the operator to enter the
required student information. Most of this information may be
found in agency student records or guidance files.

Some agencies may prefer to use a "STUDENT RECORD FORM"*
which provides spaces to enter the appropriate data for each

student. Each variable on the form is in the proper order for
data entry into the computer.

Definitions for each of the variables to be entered may be
found in the Appendix, Part V of this Manual. Codes to be used
for data entry may be found on the reverse side of the "STUDENT
RECORD FORM" which is also in the Appendix and in the MICRO-VERS
Tutorial, page 1V-27. : oo

Enter the data onto the screen. The '?' cursor will move as
each character is typed. Errors within a l'ine may be corrected
with the backspace, (left arrow), key. The <return> key enters
the data and advances the cursor to the next line. Where no data
is to be entered, (left blank), simply press <return> to advance
to the next line. :

*See Appendix for sample "STUDENT RECORD FORM". This form may be
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photo-copied and used for data entry.

Data is checked for appropriate code as it is entered. Data
which is out of the assigned range will not be accepted by the
computer. Cheeck the codes in the Appendix if repeated attempts
to enter data fail.

Up to 2 Service Codes may be entered for students claimed as
either Handicapped or Disadvantaged. If no Condition code is
entered, the cursor bypasses the Service Code entry.

When the last variable has been entered, the computer allows
the operator to check the entry and make any corrections before
continuing. The following options apply:

'R' removes the data as entered and returns the screen for
re-entry.

'RETURN' enters the student data and returns for the input
co of additional students.

'ESC' enters the student data and exits to the "Student
: - Update Routine™ menu.

Keep track of the number of student records which have been
entered. If pausing in the middle of data entry, mark your
place. Exit the "Add Students" routine as described above and
return to the "Data Manager" before removing the Data Disk and
turning off the computer. o

Follow the disk organization plan for multiple Data Disks if
your agency has more than 500 students. When the end of the
"glphabetized block" is reached, return to the "Data Manager" and
initialize another disk. Make back-up copies of all Data Disks.

Periodically, the screen will pause for a few seconds or go
blank. This usually occurs after entering each 12 students.
This is normal. The computer is organizing the files and storing
information. When the cursor returns, continue adding data.

Note: To leave the "Add New Students" routine immediately without
typing in student information, i.e. when entered by mistake,
press the 'ESC' key as the first character in the Student

Name to return to the "Student Update Routine" menu.

IMPORTANT: RETURN TO THE "DATA MANAGER™ BEFORE REMOVING THE DATA
- -+ DISK. OTHERWISE, ANY STUDENTS ENTERED WILL BE LOST.
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3. Editing Student Information

The following procedure should be used in making
modifications to the Student File. A listing of the Student File
can be made to assist in the process. See Paragraph 1 abcve for
directions in verifying student records. :

Organize the student records which are to modified into the
same "alphabetized blocks™ as the Data Disks. Place the proper
Data Disk in Drive 2. Remember to return to the "Data Manager"
before changing Data Disks. ,

Enter the "Student Update Routine"™ by selecting Optxon 2,
from the "Data Manager™" menu.

To modify student data, select Option 2, "Edit Student
Entries” from the "Student Update"™ menu. A request will then be

made to enter the Student ID Number for the record to be
modified.

Note: To exit the "Student Edit Routine" without editing, i.e.
when entered by mistake, press the 'ESC’ key as the first
character in the ID number.

The computer now allows the operator to check the entry and
make any corrections before continuing. The following options
apply:

'R' removes the ID Number as entered and returns the sc¢reen
' for re-entry.

'RETURN® enters the student edit routine and returns for
further editing &fter modifications have been made.

'ESC' enters the student edit routine and exits to the
" "Student Update Routine" menu after modifications have
been made. :

Note: To leave the student edit routine without editing any

: data, i.e. when entered by mistake, press the 'ESC' keY as

the first character in the Student Name to return to the
"Student Update Routine" menu.

~The student information currently in the file is displayed
on the sereen. The '?' cursor initially is placed on the first
character of the student name. As the <return> key is pressed,
the cursor advances to the next variable. Corrected information
is entered by typing over current data.

MICRO-VERS User's Guide Page 111-22

(%]
<



Part II1I . Operator's Handbook

Note:The Student ID Number cannot be changed using this option.
: The MICRO-VERS file structure is such that alterations in
this manner are not possible. If the Student ID Number is
incorrect, delete the entire student from the file following
instructions later in this paragraph. Then, add the student
to the file again with the correct ID number using direc-
tions found in paragraph 2 above. -

Once the cursor has been advanced past the last variable,
the operator may correct any errors in the modifications by
responding N(o) to the "IS THIS CORRECT? Y/N" prompt. Errors may
also be corrected in an entry line by backspacing and re-typing.
This can be used, however, only before the <return> key has been
pressed to enter a line of data.

Upon pressing the Y(es) response, each course in which the
student is enrolled is listed. The operator is directed to:

A(DD, D(ELETE OR E(XIT?

'A' permits a course to be added to the student's record,

.+ j.e. the student is added to the class enrollment. The
operator will be asked to answer several questions
regarding the type of course to be added and finally
the course ID number. If a cooperative education
course is being added, the C.I.P. Code for the training
station is also requested. o

‘D! permits a course to be deleted from the student's
.-~  pecord, i.e. the student is removed from the class.
The operator will then be directed to select the course
" for deletion from those listed.’ If the ecourse to be
deleted is a cooperation education course, the C.I.P.

Code for the training station is also reques ted.

tE!' exits the "Student Edit Routine".

A final chance is given before any permanent changes are
made in the Student FIle on the disk. The "SAVE THE CHANGES Y/N?"
prompt allows the operator to: : o

'y' the modifications are correct, write the corrected
-+ rpecord into the Student File.

IN' do not modify the Student File. All modifications will
- be nullified. The Student File will remain as is.
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Note The "Edit Student Data" option may be used to verify student
information without making any changes to the file. Follow
the directions above. Move the cursor down through the data
with the <return> key after reading them from the screen.
Answer Y(es) to the "IS THIS CORRECT" prompt and exit the
routine with the E(xit response. Respond to the "SAVE THE
CHANGES" prompt with N(o) as no changes were made.

IMPORTANT RETURN TO THE "DATA MANAGER"™ BEFORE REMOVING THE DATA
DISK. OTHERWISE ANY MODIFICATIONS MADE TO THE STUDENT FILE
WILL BE LOST.

Deletxng Students from the File

Organize the student records which are to deleted into the
same "alphabetized blocks™ as the Data Disks. Place the proper
Data Disk in Drive 2. Remember to return to the "Data Manager"
before changing Data DlSkS.

Select Option 2 from the "Data Manager" menu.

To delete 'a student from the file, select Option 3, from the
"Student File Update Routine™, This program is used when an
entire student’s records is to be removed from the file or when
correcting an incorreet student ID number as described above.

Type in the Student ID Number for the student which is to be
removed from the file.

The computer'now allows the operator to check the entry and
make any corrections before continuing. The following options
apply:

* 'R' removes the ID Number as entered and returns the screen
for re-entry.

'RETURN' enters the delete student routine and returns for
further deletions.

'TESC' enters the delete student routine and exits to the
" "Student Update Routlne" menu after deletions have been
maden ‘ ¢
Note: To exit the "Delete Student Routine" without deleting, i.e.

when entered by mistake, press the 'ESC' key as the first-
character in the ID number.
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Where to go from here

Once the student demographic data has been entered, verified
and edited, if necessary, the class enrollment may be entered.

Class enrollment is entered from class lists and may be
completed after mid-term of each quarter or semester. Section E

provides directions for entering the class enrollment
information.
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E. ENTERING CLASS ENROLLMENT INFCORMATION

Class enrollment data may be entered into the computer after
mid-term enrollment has been verified. Enroilment data may be
entered once every term or the information files until after the
mid-term of the last quarter/semester when data for all terms is
entered at that time.

Due to the nature of the file structures and the compiling
procedures, four different routines are used to enter enrollment
information--each for a different type of class.

1. Regular Class Enrollment

Classes in which the student is enrolled are placed in the
student's record in the Student File using this routine. A
regular class is any vocational class which is not inecluded in
any of the other categories below.

Although a cooperative education class has a classroom com-
ponent to it, enrollment information is pno. be entered using this
routine. All cooperative education class enrollment, (included
related classes), is entered as deseribed in Paragraph 2 below.

Adult education classes in which every student receives the
same number of clock hours of eredit are also entered with this
routine. Cheek the verification course lists. If an adult class
shows 'VAR' as the class credit, enrollment should be entered as
described in Paragraph 3 below.

" If multiple Data Disks are used, insert the disk with the
first "alphabetized block™ into Drive 2. Complete the class
enrollment in each class for the students on this disk. Mark the
last student on each class list which has been entered before
moving on to the next ¢lass list. When enrollment for this block
has been entered, exit to the "Data Manager" and replace the Data
Disk in Drive 2 with the subsequent Data Disk. Repeat until all
regular class enrollment has been entered.

Select Option 2, "Update Student File" from the MICRO-VERS
"Data Manager" menu. - : Cee

When the "Student Update File™ menu is displayed, seclect
Cption 4, "Enter A Class List", - -

FEnter the Course ID Number for the class in whieh students
are to be enrolled.

MICRO-VERS User's Guide ‘Page 111-26



Part III Operator's Handbook

Spaces for entering the ID numbers of 36 students will be
displayed on the sereen. The '?' cursor moves as the ID number
is typed. The 'left arrow' key may be used to backspace and
correct errors before the <return> has been pressed to record a
number. The <return> key enters an ID number and advances to the
next space. ‘

The '<' key may be used to back up to the previous ID number
to make corrections. Any ID numbers which are "backed over" to
get to a mistake must be retyped.

After all ID numbers in the "alphabetized block" have been
entered, pressing 'ESC' will exit to the "Student Update® menu.
Re-enter the "Class List" routine and continue adding enrollment
to other classes. :

If more than 36 students are to be entered, fil} all of the
spaces with ID numbers. The data will be automatically saved
after “he 36th student has been entered. Re-enter the routine
using the same Course ID number. An additional 36 students may
be entered. This process may be repeated indefinitely.

Check the ID numbers on the screen before exiting.
Corrections can either be made by "backing up" and retyping or by
adding or deleting a course from a student's record as deseribed
in Section D, Paragraph 3. .

Note: Due to the MICRO-VERS file structures, the speed and memnr=»3
size of the computer, no facility exists for listing the
enrollment for a given class. Double check for possible
errors at this point.

IMPORTANT: RETURN TO THE "DATA MANAGER"™ BEFORE REMOVING THE DATA

" DISK. OTHERWISE ANY ENROLLMENT DATA ADDED TO THE STUDENT
FILE WILL BE LOST. e ST T SR
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2, 'Cooperative Education Class Enrollment

For funding and reporting purposes, cooperative education
students must be identified by the C.I.P. Code of their employ-
ment training station. All znrollment in cnoperative education
classes must therefore be entered using the foilowing procedure.

This Option will only accept six-digit C.I.P. Codes that
have previously been entered on the Course File. BPrior to
continuing with coop. class enrollment, determine if any of the
students' training station job C.I.P. Codes do not currently
appear in the Course File. These C.1.P. Codes also mu;& appear
in the CIP File. : : -

If there are training station C.I.P. Codes that are not in
the Course File, follow the instructions found in Section C,
Paragraph 3, "Entering New Course Information™”, to load a "dummy”
course in each of the programs that correspond with the C.I.P.
Codes of the training stations. Place the following information
i Course File for each: -

PRGGRAM NAME: Use proper vocational program title
PROGRAM CIP : Use proper C.I.P. Code

COURSE NAME : DUMMY '

COURSE ID ¢+ Di, D2 ,D3 . . . etc.

Leave the rest of the variables blank. When a program has
‘- been added for each training station, return to the "Data
Manager". '

Organize the class lists for the coop. classes into the
nglphabetized blocks™" as before. Enter the C.1.P. Code for each
student's treining stat.on next to his/her ID number on the class
list. : '

Place the Data Disk with the first "alphabetized block" in
Drive 2. Select Option 2, "Update Student File", from the "Data
Manager" menu. ‘ ) : : :

Select Option 6, "Enter Coop. Classes", from the n"Student
Update™ menu. ' ' :

Spaces for entering the enrollment information for 14 stu-
dents will be displayed on the screen. The '?' cursor moves as
the information is typed. The 'left arrow' key may be used to
backspace and correct errors before the <return> has been pressed
to record a number. The <return> key enters an ID number and
advances to the next space. t

The '<' key may be used to back up to the previous data to
make corrections. Any numbers which are "backed over" to get to
a mistake must be retyped. :
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The file structure for the cooperative education classes is
significantly different than for regular classes. Therefore,
more information must be entered. In addition to the student ID
number and the training station C.I.P. Code, enter the following:

CREDIT: Number of credits per term, See Definitions in the
Coets Appendix. o

# TERMS: Number of terms for full eredit, See Definitions
S0: Special Organization, Y or blank, See Definitions

After all information in the "alphabetized bloek™ has been
entered, pressing 'ESC' will exit to the "Student Update" menu.
Re-enter the "Coop Class List™ routine and continue adding en-
rollment to other classes.

If more than 14 students are to be entered, fill all of the
spaces with the first 14 students' information. The data will be
automatically saved after the 14th student has been entered. Re-
enter the routine again. An additional 14 students may be en-
tered. This process may be repeated indefinitely.

Check the information on the screen before exiting. Correc-
tions can either be made by "backing up" and retyping or by
adding or deleting a course from a student's record as deseribed
in Section D, Paragraph 3. :

IMPORTANT: RETURN TO THE "DATA MANAGER" BEFORE REMOVING THE DATA
- -+ DISK. OTHERWISE ANY ENROLLMENT DATA ADDED TO THE STUDENT

FILE wILL BE LOST. .. - . . PP - P . . . -
3. Adult Class Enrollment with Variable Contact Hours

Organize the adult class lists into the "alphabetized
bloecks"™ as before if necessary. Enter the clock hours of credit
for each student next to his/her ID number on the class list.

Place the Adult Data Disk with the first "alphabetized
bloeck" in Drive 2. Select Option 2, "Update Student File", from
the "Data Manager" menu. ‘ '

Select Option 5, "Enter Variable Contact Hours", from the
"Student Update" menu. '

Enter the course ID number for an adult course whieh has
variable contact hours.
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Spaces for entering the enrollment informatien for 15 stu-
dents will be displayed on the screen. The '?' cursor moves as
the information is typed. The 'left arrow' key may be used to
backspace and correct errors before the <return> has been pressed
to record a number. The <return> key enters an ID number and
advances to the next space. .

The '<' key may be used to back up to the previous data to
make corrections. Any numbers whiech are "backed over™ to get to
a mistake must be retyped. - .

After all information in the "alphabetized block™ has been
entered, pressing 'ESC' will exit to the "Student Update" menu.
Re-enter the "Variable Contact Hours" routine and continue adding
enrollment to other classes. -

If more than 15 students are to be entered, fill all of the
spaces with the first 15 students' information. The data will be
automatically saved after the 15th student has been entered. Re-
enter the routine again. An additional 15 students may be en-
tered. This process may be repeated indefinitely.

Check the information on the screen before exiting. Correc-
tions can either be made by "backing up" and retyping or by
adding or deleting a course from a student's record as deseribed
in Section D, Paragraph 3. :

4. Special Education Cooperative Cducation Class Enrollment

‘'This procedure is to be used only for entering special
education cooperative education eclass enrollments. The C.I.P.
Code as found on the "Turn-Around-Document” is 59.0106. Enter
cooperative education classes will all other C.I.P. Codes as
directed under Paragraph 2 above.

The procedure used here is identical to the one presented in
Paragraph 2, "Entering Cooperative Education Classes". With the
following exception, all directions in that paragraph apply. The
operator should turn to that paragraph and proceed.

After placing the proper Data Disk in Drive 2 and entering
the "Student Update" routine as directed, select Option 7, "Enter
Special Ed. Coop. (59.0106)". : :
Where to go from here ' ¥

After all enrollment information has been entered depicting

mid-term enrollment for each term, "program completions" may be
entered. -
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F. DETERMINING PROGRAM COMPLETIONS

This routine produces a print-out listing each twelfth grade
student in the file who is enrolled in one or more training level
courses. This list of Tmpotential program completers" may then
be checked against local records to verify that the students have
completed a sequence of courses comprising the vocational program
with whieh they have been identified.

This procedure also produces a list of "potential adult
completers" by selecting adult students who are enrolled in one
or more courses having an "approval code 5".

1. Listing Potential Completers
The following steps must be performed on each Data Disk:

Select Option 3, "Update Completers", from the "Data
Manager™ menu. : -

Once the "Completer Update Routine™ is displayed, select
Option 1, "Generate Completer List". This will begin the search
for "potential program completers" and produce a "hard-copy"
print-out which provides the current information in the Student
File.

Upon checking local records to verify the completion of a
vocational program, a check mark is made in a box provided on the
print-out. This information may now be entered into the Student
File. |

2. Entering Program Completions

Enter the "Completer Update Routine™ via Option 3 in the
"Data Manager". Select Option 2, "Enter Completers™.

Spaces for entering the completion status for 30 students
will be displayed on the sereen. The '?' cursor moves as the
information is typed. The 'left arrow' key may be used to back-
space and correct errors before the <return> has been pressed to
record a number. The <return> key makes an entry and advances to
the next space.

The '<' key may be used to back up to the previous data to
make corrections. The '<' key may be typed as the first

character in any ID number. -Any numbers which are "backed over"
to get to a mistake must be retyped. -
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After all information in the "alphabetized block" has been
entered, pressing 'ESC' will exit to the "™ Update Completer”
menu. Return the the "Data Manager", change the Data Disk to the
" next "block™ and repeat the above steps. :

If more than 30 students are to be entered, fill all of the
spaces with the first 30 students' information. The data will be
automatically saved after the 30th student has been entered. Re-
enter the routine again. An additional 30 students may be en-
tered. This process may be repeated indefinitely. :

Check the information on the secreen before exiting. Correec-
tions can either be made by "backing up"™ and retyping or by
modifying a student's record as described in Seetion D, Paragraph

3. Verifying Program Completions

A routine is available which produces an alphabetized list
of students who have the status of "program completer". The
information provided includes the students' demographie data
together with the vocational courses in which they are currently
enrolled. This print-out may be used to check or errors before
compiling the final report.

Seleet Option 6, "MICRO-VERS Reports"™ from the "Data
Manager™”™ menu., You will be instrueted to replace the disk in
Drive 1 with the "MICRO-VERS Printer Disk". After making this
disk change, the "MICRO-VERS Reporting Feature" menu will be
displayed. ' R : -

Select Option 3, "Student/Completer Alpha List™ from this
menu. When the "Alpha/Completer™ option list is displayed, se-
lect Option 2, "Completer List of Students". The printer must be
connected to the computer to complete this option.

Where to go from here
This is the last step which deals with data entry. Proceed

to Section H for directions in compiling and printing the final
reports.
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G. VERIFYING DATA ON FILE

1t is imperative that data stored in the MICRO-VERS files be
verified after data entry. The probability of making data entry
errors is great. Errors in the data could cause a wide variety
of problems ranging from incorrect information, program run
errors or even audit exceptions. The following routines may be
used to read the MICRO-VERS files and provide output which may be
checked for errors. ~ = °

Each of the routines deseribed below reside on the "MICRO-
VERS Printer Disk". To access these routines, select Option 6,
"MICRO-VERS Reports", from the "Data Manager" menu. You will be
directed to insert the "Printer Disk"™ into Drive 1. The "MICRO-
VERS Reporting Feature" menu will then be displayed. :

1. Course Information Lists

‘Select Option 4, "Course List"™ from the menu. The printer
must be connected to the computer to complete this listing.
Sereen output is not available. The computer may be left un-
attended while the list is being compiled and printed.

The print-out includes all information whieh has been
entered for each of the courses.

2. Student Information Lists.

Select Option 3, "Student/Completer Alpha List"™ form the
menu. When the m"Alpha/Completer™ option list is displayed, se-
lect Option 1, "Alpha List of Students". The printer must be
connected to the computer to complete this option.

The print-out includes all information whieh has been
entered for each student in the file. Courses in which the
students are enrolled are also printed. .

The list is printed in alphabetical order. -Alphabetizing is
slow. Be prepared to let the computer work for several hours if
the Data Disk is full. A disk with 500 student records will
require about four hours for the sorting to take place. It will
automatically begin to print the list when the sorting is ecom~-
pleted. This computer may be left unattended during this period,
however.
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3. Program Completion Lists

A routine which is similar to the one above prints out an
alphabetized list of students who have been identified as "pro-
gram completers"”.

Seleet Option 3, "Student/Completer Alpha List"™ form the
menu. When the "Alpha/Completer"™ option list is displayed, se-
lect Option 2, "Completer List of Students". The printer must be
connected to the computer to complete this option.

~ The print-out includes all information which has been
entered for each "program completer" in the file. Courses in
which the students are enrolled are also printed.

4, Student Record Search

The "Student File Seérch" is used to search the Student File
for various combinations of student data. By accessing: the
Student File in this way, errors in student records might be

detected by comparing the computer file with the STUDENT RECORD
FORM. ' T

Select Option 5, "Student File Search", from the "MICRO-VERS
Reporting Feature" menu. Follow the directions displayed on the
screen. After inserting the Data Disk into Drive 2 as directed,
the "Student File Search Program" menu will be displayed on the
sereen. ' : ~ -

Select Option 1 to begin the search of the Student File.

After selecting Option 1, a menu of 13 student variables
will be listed as well as Field Number 14, to START SEARCH and
Field Number 15, to CANCEL SEARCH. Any one of the 13 variables
may be selected by Field Number if certain sub-categories of
students are of interest. If all student records are to be
listed, select Field Number 14 immediately. Combinations of more
than one variable may be selected.

After selecting the Field Number, a list of search criteria
will be listed on the sereen. These include:

1) LESS than

2) EQUAL to

GREATER than

NOT LESS than (Greater than or equal to)
NOT EQUAL to

NOT GREATER than (Less than or equal to)

D bW
N N N S
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The search for student records is controlled by selecting
one of these criteria.

After selecting one of the criteria, the program asks for an
OPERAND on whieh to econduct the search. For example, if Field
Number 5, GRADE LEVEL had been selected, the EQUAL response will
list all students in a single grade level. The grade level is
entered as the OPERAND. If the LESS than ceriteria and the 11
OPERAND is selected all students who are less than grade level
11, i.e. ninth and tenth grades, will be listed.

When the criteria and operand have been selected, the Field
Number menu will be returned to the sereen. Additional Field
Numbers may be selected to further define the search. For ex-
ample, by adding Field Number 4, SEX and the OPERAND, F, to the
above example,a search for all female, 9th and 10th graders would
be conducted,

When all desired variables have been selected, select Field
Number 14 to START SEARCH. After verifying that the Fields are
correct the format of the output is determined.

Lists of student records selected by the search may be
printed by name or by ID number. When "name" is selected, the
list is alphabetized. Alphabetizing is slow. If the lists are
long and alphabetizing is not ecritical, select the list to be
Printed by ID number whiech is must faster.

The operator also has the option to print lists of courses
in which stucent is enrolled also. If this information is not
necessary, the search may be "speeded up"™ by not printing out the
courses,

Output from the search routine may be routed to the printer
or to the vid ¢ screen. When the search has been completed,
select this option. The student records which satisfy the eri-
teria selected will be listed.

Data Dis'.s may be changed at the end of the search when
prompted on . 2 screen.
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H. COMPILING AND PRINTING THE REPORTS

The final step in the process is to compile the final reporpt
and make print-outs from which to transfer data to the State
Board document.

Begin by placing the first Data Disk into Drive 2 and se-
lecting Option 6, "MICRO-VERS Reports"™, from the "Data Manager" .
menu. At the screen prompt, replace the "Program Disk" in Drive
1 with the "Printer Disk". . -

The VEDS and Claims Reports for secondary programs is han-
dled separately from the adult programs.

1., Secondary VEDS and Claims Reports

Select Option 1, "VEDS and Claims Secondary", from this
menu. The compiling process will now begin. Depending on the
number of students in the file, this process may take a consider-
able amount of time. A full disk may take about an hour. A
percent finished indicator is display on the sereen. The compu-
ter may be left unattended while compilation takes place.

Reporting mandates require that student's enrolled in train-
ing level courses be reported in only one vocational program per
year. As the student data is being compiled, the computer autop-
metically seleets a student's vocational program based on the
maximum number of credits generated. Situations ocecur, however,
where students are enrolled in two or more vocational programs,
each with equal amounts of credit. When this happens, the
computer leaves the decision to the operator.

Each student who is enrolled in two or more programs of
equal credit will be displayed in a table on the sereen. The
programs in which equal credits have been generated are displayed
for the operator to choose between the alternatives.

When all "tie decisions™ have been made, the "ARE THERE
OTHER DATA DISKS" message is displayed. At this time, the Data
Disk containing the subsequent "alphabetized bloek" of student
data is placed in Drive 2. The above process is repeated untijl
all Data Disks have been compiled.

When all data has been compiled, the operator may choose the
report to be dispjayed on the video 'sereen or the printer.

&
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2. Adult VEDS and Claims Reports

The adult reporting program may be accessed directly from
the end of the secondary program or it may be entered from the
"MICRO-VERS Reporting Feature" menu via Option 2, "VEDS and
Claims Adult". The procedure for compiling the adult data is
identical to that described above for the secondary information.
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I1V. MICRO-VERS TUTORIAL

This section of the manual has been designed for new user of
the Micro-computer Vocational Education Reporting System Version
2.0, (MICRO-VERS 2.0), software package. It is not necessary to
be able to program a computer in order to use this package. The
materials have been designed to enable users to interact with the
micro-computer in plain English, -
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A. GETTING ACQUAINTED WITH THE EGUIPMENT

To use the MICRO-VERS system for reimbursement eclaims and
VEDS reportirg, tpe following equipment will be required:

. Apple ][, Apple ][ Plus or Apple ]l[e Micro-compu-
ter with at lease 48K of memory

Two disk drives with controller card

A printer and interface card

A video menitor

Several blank disks -

b SO D ]

e<ts o @

1. General Funetions

A micro-computer can assist the local educational agency by
performing routine, repetitive analyses of information at a high
rate of speed. It can provide that! assistance only if instrue-~
tions are given to tell it how to perform the desired analysis.,.
These instructions are provided by preparing a program.

. The program must be written in a language that the program-
mer and the miero-computer both understand. The MICRO-VERS pro-
gram required to complete the reimbursement claims and VEDS
reports is included with this package. This manual will describe
the use of the program. :

Computer hardware, (equipment), follows the instructions
provided by the program. When the programmers prepared the
program, the keyboard of the micro-computer was used to type the
set of detailed instructions required to complete the analysis.

This typing did not result in a piece of paper with the
instructions on it, but rather the instructicns were recorded on
a disk in this case the MICRO-VERS PROGRAM disk. The program is
stored on the disk in the same sense as music is stored on a
cassette one would use in a car stereo or tape recorder. The
programon the disk can be used repeatedly just as one can play a
cassette recorded song over and over,

In order to use the MICRO-VERS program on the disk to com~-
plete analyses, simply insert the disk into disk drive number 1.

When the micro-computer is turned on, it will load the program
into its memory.
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To load the program means to makec a copy of it from the
disk, and to put the copy inside the micro-computer so that it
may be used. The program now is permanently stored on the disk
and.tgmgg}n:ily.algnﬁd in the micro-computer.

The instructions in the program tell the micro-computer what
to do and when to do it. For example, the program might tell the
micro-computer to display information on the monitor. A monitor
looks and performs much like a TV set. '

The MICRO-VERS program  expects information to be submitted
in a specifiec sequence. If the information is received in the
proper sequence and format, it is stored and analyzed. If incor~
rect data is typed into the micro-computer, a message is dis-
Played on the monitor or, in some cases the computer will stop.

As data is entered into the micro-computer, it is stored in

a file. A computer file is much like a file cabinet drawer.

When one wishes to use information in a file drawer, the file

grawer must first be opened. The program also opens computer
iles. :

After a file drawer has been opened, the information can be
located by checking through the sequence in which the information
was filed, (A,B,C -~~~ or 1,2,3 ----). The miero-computer pro-
gram does the same. When one finishes using the information, it
is returned to the file drawer and the file drawer is closed,
The information is then safe and in place for use at another
time.

It is very important to remember that the program also
returns information and closes the file so that it may be ac-
cessed at a later time. .

Through using the MICRO-VERS program, two applications are
desired: D

1, To colleet, compile and analyze the information accord-
ing to State Board regulations

and

2. To print the data that will be sent to the State
Board.

It is not necessary to know how the computer works or how it
analyzes the information. The user of the MICRO-VERS system need
only be concerned with two aspects of the program: (a) How to
assemble the data required and enter jt into the miecro~computer;
and (b) How to interpret the end results of the analysis, (i.e.,
the VEDS and Claim reports), which are to be sent to the State
Board.
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The MICRO-VERS program instructs the computer to "ask" the
user for the information at data entry time send the results of
the analysis to the printer and to produce a copy of the data to
transfer to reports that can be delivered to the State Board.

Part 111, "Operator's Handbook", of this manual explains the
procedure of entering the data and obtaining the results of the
anaiysis.

2. Handling Disks

Disks are somewhat fragile and require careful handling.
Always insert the disk into the drive with the label facing up
and toward you. When handling the disk, place your thumb over
the label. This will help insure that the disk is placed .into
the drive in a proper fashion.

Refrain from touching any portion of the disk other than the
stiff paper cover. Do not allow the disk to become bent or
creased in any manner. Liquids or smoking ashes accidentally
spilled on the disk can quickly ruin it. Always return the disk
to its envelope when not in use. These simple precautions will
enable the disk to remain clean and provide many hours of use.

The MICRO-VERS package of materials contains this instruc-
tion manual, a MICRO-VERS PROGRAM disk and a PRINTER disk. Sev-
eral biank data disks will be necessary for storing student and
course information.

Any good quality 5 1/4" soft-sector disk may be purchased
for this purpose. Throughout this manual the three disks will be
referred to with the terms PROGRAM disk, DATA disk, and PRINTER
diSk. i . « . - s e e e . PY . .

The MICRO-VERS disks are designed to operate with Disk
Operating System, (DOS), 3.3. This version is ineluded with all
Apple computers purchased after August, '1981.

As the program disks included with this package have been
made as master disks, they will automatically run under earlier
DOS versions. In the event the disks will not operate properly
with your system, contact one of the staff persons listed in
Appendix C.
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B. SOME BASICS

In order to use the MICRO~VERS System and before turning the
computer on, open the drive door on the the disk drive marked
DRIVE 1 and check to see that it is empty. (If a disk is found
in the drive, remove it at this time.) Insert the MICRO-VERS
PROGRAM disk into the disk drive and close the door. B

The on/off switeh for the Apple ]J{ is located on the rear,
left side of the miecro-computer next to the power cord. The

power switch for the display monitor is loecated on the front of
the monitor,

Tern on the monjtor by pulling the on/off switeh outward and

the micro-computer by moving the power switch into the upward _

position. At this time the white square marked POWER located on
the left hand side of the keybhoard will light up, and the disk
drive will begin to make a whirring noise. Most disk drives ciss
contain a small light that indicates the drive is in use.

Normaily the disk drive will run from 30 to 90 seconds

Lefore it stops. When the disk drive stops, the following menu
of options will appear on the sereen:

t##*#*###*#*###*####3########*#*##*#***#

* ....................................... *
* WELCOME TO MICRO-VERS DATA MANAGER *
. ‘ " VERSION 2.0 Lo
* - *

ttt***t*#*#ttt##t#tv##tt*t#t#tt#ttt##***
1) UPDATE COURSE FILE
2) UbDATE STUDENT FILE
3) UPDATE COMPLETERS
4) UPDATE CIP CODE FILE
5) INITIALIZE A NEW DATA DISK
6) MiCRo~VERs REPohTs
7) EXIT MICRO-VERS
ENTER YOUR CHOICE:
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Part IV MICRO-VERS Tutorial

Up to this point it has been assumed that the miero-computer
is turned off. If the micro-computer is on prior to using the

MICRO-VERS system, a slightly different approach will be nee-
essary. .

Open the disk drive door and verify that it does not contain
a disk. Insert the MICRO-VERS PROGRAM disk into the drive, close

the door, and type the command PR¥#6, and press the key marked
RETURN to begin the program. )

The disk drive should begin to make its whirring noise; and

if there is an "in use" light on the drive, it will glow. When
the drive stops, the menu of options will appear on the screen.
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C. INITIALIZING DISKS

{111-7)*

""" When a disk is manufactured, it contains no information, 1In
order to use the disk for storing data, special information must
be placed on the djsk by the computer. The Placement of this
special information on the disk is called initializing or format-

ting the disk.

A DATA disk, provided by the distriet, that has not been
ini. ialized with the PROGRAM disk will not_work for storage of
information with the MICRO-VERS system,

To initialize a DATA disk, begin by selecting Option number
S from the menu and Pressing the RETURN key. Thedisk drive will

momentarily whir while this portion of the program is loaded from

the diskette. When the drive has Stopped, the following message
will appear:

PLEASE INSERT A NEW OR NOT NEEDED DISK
' ' "~ INTO DRIVE NUMBER TWO '

<KWARNING>>
THIS PROCESS WILL ERASE THE ENTIRE DISK.

TYPE 'GO' TO BEGIN OR 'EX' TO EXIT:

Note:The new DATA disk must be inserted into the disk drive
before typing GO.

Insert the DATA disk into disk drive number 2 and close the
door. Type the letters GO, press <RETURN> and the disk drive
will immediately begin to make its familiar whirring noise. The
micro-computer will give you the messagec: '

INITIALIZING THE DISK

When the micro-computer completes the initialization of the
DATA disk, the following message will appear:

SHOULD THE CIP CODE FILE BE TRANSFERRED?
ENTER 'Y' FOR YES OR 'N' FOR NO:

*Page reference in "Operator's Handbook"
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For this practice session, transfer the master CIP File from
the "Program Disk". Answer 'Y'. -

After pressing the 'Y' answer, the computer will request
that the disk containing the CIP Code file be placed in Drive 1,
The "Program Disk", whieh is currently is in Drive 1, contains
the master CIP code file. Continue by pressing the space bar.

Note the "in use™ lights on the disk drives. The computer
is reading the C.1.P. Codes from the "Program Disk" in Drive 1
and writing them on the "Data Disk" in Drive 2. Since the CIP
File is long, it takes several passes to write the entire file.

When the CIP File has been transferred, the following
message will be displayed:

IS THERE A COURSE FILE TO TRANSFER?
"ENTER 'Y' FOR YES OR 'N' FOR NO:

{I11-8}

---.Since no courses have been entered yet and this disk is not
a continuation of prior disks, press the N key, followed by
RETURN. ' ,

The following message will now appears:

IS THERE A STUDENT FILE TO TRANSFER?
- ENTER 'Y' FOR YES OR 'N' FOR NO:
{111-9}
. This is used when updating a Student File from a previous
year's data file. Since we are creating a new disk for practice

here, Press N for No. The initialization is now complete and the
DATA MANAGER menu will be returned to the screen.
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Part 1V MICRO-VERS Tutorial

D. ENTERING COURSE DATA

In the MICRO-VERS system, three major steps are involved in
collecting and assembling the necessary data for entry into the
micro-computer.

First, vocational program and course information is obtained
from the Turn-Around Document. Secondly, student data must be
gathered for each student enrolled in vocational courses. Final-
ly, course enrollment information is obtained from course lists.

Two data files, one for the vocational program information
and one for student information, will be created by the computer
programs. The vocational director will colleect and assemble the
required data using a method which is based on loeil needs and
constraints, It will then be put into a format which easily
allows for data-entry into the micro~-computer.

Although the information described in this section may be
found in a . variety of locations, some suggested sources follow:

The information presented here is a description of the MICRO-VERS
process. Several examples are presented which are intended to
allow the data-entry person to practice and familiarize him-
self/herself with the system. DO NOT begin entering local data
at this time. Read the following sections, practice with the
examples and follow the system to the completion BEFORE attempt-
ing to enter actual course and student information.

The vocational program information required for input into
the MICRO-VERS system is taken from the "Turn-Around Document"
and is entered into the micro~computer in the order in whieh it
is presented on this form. An example document is found in this
section. .

The Local Plan for Vocational Education or student handbook

may be consulted for information not found in the "Turn~-Around
Document" .

Note Courses of fered at other agencies under joint agreements
including those at area vocational centers should not be
entered with the courses being offered at the home school.

Descriptions of each of the Yocational Prograwm_Yariables are
presented first with examples for practice data-entry at the end

of this section.
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1. Variable Descriptions ~- Vocational Program Data

Vocational program A vocational program consists of a se-~
Name -> quential series of courses which have

been approved for funding. The name for
an approved vocational program is found on the "Turn-Around
Document"” and may be entered directly into the micro-computer.
The program name must occupy no more than 20 characters.

EXAMPLE: General Office Clerking (See example, page I111-184)

Six Digit C.1.P. Code Each approvable vocational program and
Number -> =~ =~ ° = course has a corresponding Classifica~-
- tion of Instructional Program Code Num-
ber. This number may also be taken directly from the "Turn-
Around Document”,

-

EXAMPLE: 07.0705 (See example, page 111-18A)

Course Name -> The name of each approved vocational
: o course may also be found on the "Turn-
Around Document”., To optimize computer space, the course name
must occupy no more tham 25 characters. In some cases, course
names may have to be abbreviated. R

EXAMPLE: Interrelated Coop Ed or Clerical Office Procedures
. (See example, page 111-18A) '

Course Number -> A course number is used by the computer
: to search disk files and compile re-
quested information. The course number consists of & maximum of
4 characters and may be composed of numerals, letters or a com-
bination of both. If a local educational agency presently has
course numbers assigned to vocational courses, these may be used
as long as they don't exceed 4 characters. If the local agency

does not presently use course numbers,.they musf be assigned to
each vocational course.

EXAMPLE: C300 or B250 (See example, page I1I1I1-18A)
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Part ;V MICRO-VERS Tutorial

Type of Recognition Type of recognition refers to the type

(Adult programs, of award (such as a certificate) given
approval code 5 program completers for completion of a
only ) > adult vocational program. If the dis-

triet has no adult vocational education
programs, this variable may be ignored. The three categories for
recognition of adult completers are:

1 = a formal award for a program of 1 Year of More
2 = a formal award for a program of Less Than_l_Year
3 = None, i.e., no formal award.

This information may be found in the Local Plan for Voca-
tional Education, Section D, or in program descriptions found in
the student handbook or other guidance materials.

EXAMPLE: 1l = Certificate of Completion for Practical Nurse
' Program (See example, page I11-18B)

Course Credit -> Course credit refers to the number of
(Secondary Courses) Carnegie Units of credit which the local

. agency grants for successful completion
of the vocational course. The number of eredits is found on the
Turn~Around Document and must be divided by the number of terms
into which the course is divided. For example, a one credit
course which extends over two semesters would be recorded as .5
credits. A one-semester course would be recorded as .5 eredits
also.

IMPORTANT: Fractional credits must be entered as a decimal
number., For example, enter .5 rather than 1/2. 1In addition,
eredit is entered based on the portion of the course for whieh
enrollment information is entered. For example, if enrollment
information is to be entered for one semester of a two-semester
course, one~half of the total credit is entered here.

EXAMPLE: 1 = one credit, one semester course
" - 5 = 1/2 credit, semester course
5 = 1/2 credit, two semester course

WARNING: If you have questions in interpreting this Voca-
tional Program variable, contact your Regional Vocational’
Administrator. An error in entering this variable can be
responsible for significant audit exceptions.
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Course Contact Hours Adult non-credit courses are reimbursed
Adult Courses, Fixed on the number of contact hours whieh the
Amount -> ‘ class meets rather than the number of

credits. The number of contact hours
which has been approved for each adult course may be taken di-
rectly from the "Turn-Around Document". Agencies which offer
adult courses on a variable contact hour per student basis should
enter the letters VAR for this variable. The contact hours for

these students will be enterigd later with the student enrol lment
information.

EXAMPLE: 650 = Six hundred fifty hours (See example, page [II~
'-”".':. .", 188) s
?* VAR = Variable contac¢t hours to be entered later

Course approval A course approval code is assigned to
code -> the vocational course by the Program

Approval and Evaluation Section of the

State Board before the "Turn-Around Document”™ is returned to the

l~cal agency. Approval codes may be entered directly from the
"Turn-Around Document™.

EXAMPLE: 1 = training level course
: ' 3 =z orientation level course
5 = adult training level prc¢gram
6 = adult training level course
7 = adult apprenticeship course (See example, page
- JI1I-18B)
Special Organ- Local educational agencies which enroll
ization Factor -> students from two or more agencies may

qualify for the additional funding pro-
vided by the Special Organization Factor. Application for this
factor must be made with the Loeel Plan and the approval will be
indicated on the Turn~Around Document.

EXAMPLE:Y = yes,or blank,for no .
-+ (See example Programming I1&II, page II1I-18A)

Number of Terms for The number of terms, (semesters or quar-~
Full Credit ~> ters), into which the full course is
y : . _ divided. Also equals the number of
times enrollment information is to be entered during the course.

=z one semester or quarter course.

EXAMPLE: 1
T 2 = full year course, enrollment information entered
3

twice, (once each semester).
= course that is taught for three quarters

Note:Adult vocational education courses use the same designa~
tions. Most adult courses will be one term in length.
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Part IV MICRO-VERS Tutorial

NOTE It is strongly suggested that a separate DATA disk be main-
tained for adult courses and students. This will allow for
printing the final reports in a manner which is easy and
efficient while preventing any possible errors in mixing
secondary and adult programs. This procedure was NOT fol-
lowed in the examples presented n this manual, however so
that it might be kept as brief as possible.

2. Data Entry Procedures -- Vocational Program Data 4

To enter vocational program and course data into the compu-
ter with the MICRO- VERS program, begin with menu option 1, UPDATE
COURSE FILE.

EEEEXEFEEXF AR KRR EXEEEERE K KX R XXX EXFEX XXX XX

I T S TS e PR UEAR SO S -
* WELCOME TO MICRO VERS DATA MANAGER ¥

* VERSION 2.0 ¥ %

& t 3

KEEELFEVYFRESEFEEFEXEFE XXX EXEEXEFEEENEXEXERE

| 1) UPDATE COURSE FILE
2) UPDATE STUDENT FILE
3) UPDATE COMPLETERS
4) UPDATE C!P CODE FILE
§) INITIALIZE A NEW DATA DISK
6) MICRO-VERS REPORTS
7) EXIT MICRO-VERS
ENTER YOUR CHOICE:
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The Data Disk which was previously initialized should be
located in Drive 2. If you are continuing from the previous
example, it should already be there. Enter the number 1 and
press RETURN. After a short period, the following menu of op-
tions will appear:

(23222223223 TE 3T

‘ ---------------------- ‘
* COURSE UPDATE ROUTINE *

EEXFEAEEEE XKL LXK KK KR K%

1) ENTER NEW COURSES
2) EDIT COURSE DATA
A3)HL¥ST_CURRENTNCOURSES. o e
4) RETURN TO MAIN MENU

ENTER YOUR CHOICE:
COURSE FILE IS 0% FULL

The COURSE UPDATE ROUTINE menu contains four options as well
as an-indicator to let you know how full the Data Disk is.
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Option 1 -- ENTER NEW COURSES

"{I1I-14} ‘
.- Optiocn number one, ENTER NEW COURSES, will be used here to
input the program and course information. After entering a 1 and
pressing RETURN, the following screen will appear:

-——.———_-_——-_-_——————-—__——_————

_———-———_..._-__——._————.-_—————_—

‘—_—--—...———_.——————————

PROGRAM CIP ->

-— ek wm e me ew e

COURSE NAME ->

COURSE ID. ->
. RECOGNITION CODE ->
CREDIT/CONTACT HRS PER TERM ->
APPROVAL CODE -~>

SPECIAL ORG. =>°

. NUMBER OF TERMS FOR FULL CREDIT ->

DATA ENTRY NOTES:

(a) Be careful about the difference between 0, (zero), and
- O, (letter O), and between 1, (number 1), and 1, (lower
case letter 1). Typists often use them interchangeab-~
ly. The computer recognizes the difference and an
error will result if the incorrect symbol is used.

(b) Use decimal numbers rather than fractions., For
example, use .5 credits as opposed to 1/2 credits.

(e) If a typing error is made, it can be corrected by
pressing the back space key, (left arrow key), and
retyping the information.

(d) The beginning point of each line of entry is marked
with a eursor, (the character that moves across the
screen as each key is pressed). If no information is
to be entered, such as RECOGNITION CODE in the follow-
ing example, simply press the RETURN key to bypass the
entry. :
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Part 1V MICRO-VERS Tutorial

Enter the following practice data to become acquainted with
the MICRO~-VERS system. The data is entered directly into the
course information screen as it is typed. After each line entry
has been completed, press RETURN to move t< the next line.

- e S emm em emm wm e e g T e e T S e e e e m e e e e W s

- emm S emm e emm e Sm e e e e e T Ay e Am e e e e e e e me e

PROGRAM NAME -> GENERAL_QEELQE_QLERK
PROGRAM CIP -> 01.0705

COURSE NAME -> INTERRELATED_COOP_ED

| "~ COURSE ID. -> C300
nEcocN;Tloﬁ CODE -> .

CREDIT/CONTACT HRS PER TERM -> 1___.
- APPROVAL CODE -> 1.

SPECIAL ORG. => _

NUMBER OF TERMS FOR FULL CREDIT -> 2

When the last entry, (NUMBER OF TERMS), has been completed,
pressing the RETURN key will display the following message:

PRESS 'R' TO RE-ENTER. PRESS 'RTN' TO
ACCEPT OR 'ESC' FOR LAST ENTRY '

A description of this message follows:
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ERESS_lR;_IQ_RE:ENTER

If a mistake has been made in entering the data for the

course, pressing the letter R will remove the data from the
screen and allow the correct information to be re-entered,

ERESS_;RTN;_IQ_AQQEET

Pressing the RETURN, (RTN), key will cause the data to be
accepted by the program and immediately return the sereen as
before ready for entering another program or course.

lESQ;_EQR_LASI_ENIBI

Pressing the ESC key on the upper left side of the keyboard
tells the micro-computer that this is the last _entry to be made
in the course file at this time. When the disk drive stops, the
COURSE UPDATE ROUTINE menu of options will be returned to the

screen. In summary, the ESC key files the last entry and returns
to the "COURSE UPDATE ROUTINE" menu,

Since data is being entered for practice, try each of the
first two options to become familiar with their operation by
beginning with the first one, PRESS 'R' TO RE-ENTER.,

After re-entering the data, select the second option PRESS
'‘RTN' TO ACCEPT.

‘Since the name of the program and its O.E. code is the same,
simply press the RETURN key at PROGRAM NAME ->. 1If the PROGRAM
NAME and O.E. code were different, typing in the new data prior

to pressing the RETURN key would automatically change this infor-
mation. :

. Now enter the following example:
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-— e am am am e e e e G e G G e S Gm G Gm G e e S e e G e oe

PROGRAM NAME -> 2ENERAL_QFEICE_CLERK
PROGRAM CIP -> 07.0705
COURSE NAME -> CLERICAL_QFEICE_PROC

COURSE ;D. -> B230
RECOGNITION CODE -~> _
CREDIT/CONTACT HRS PER TERM -> 1___
. APPROVAL CODE -> 1_
SPECIAL ORG. =-> _

NUMBER OF TERMS FOR FULL CREDIT -> 2
Press 'RETURN' to accept the entry above.

Continue adding the courses on the example "turn-around
document" included in this section beginning with Accounting I,
B240. When finished, five programs and eighteen courses will
have been entered.

Note:Adult courses Beginning Drafting and Carpentry Appr. should

be recorded as though they were programs consisting of a
single course with the same name.
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Part 1V MICRO-VERS Tutorial

After entering the last page of data, (Carpentry Appr),
.select the third option 'ESC' FOR LAST ENTRY. Pressing the ESC
key will return you to the COURSE UPDATE ROUTINE menu:

(2222222222 2222222222222 3]

‘ s e L t
* COURSE UPDATE ROUTINE *
' I S *

CRXXXEFEXFFEREEEL KK KKK E R K
1) ENTER NEW COURSES
2) EDIT COURSE DATA
3) LIST CURRENT COURSES
4) RETURN TO MAIN MENU
ENTER YOUR CHOICE:
COURSE FILE IS 2.6% FULL
Notice that the course file indicator above shows the effect
of adding the courses. The file has room for 500 courses.
Option 2 -- EDIT COURSE DATA
The second option EDIT COURSE DATA is used to edit course
data that has been previously entered. This option is also used

when a course should be removed from the COURSE file.

This option will be bypassed momentarily until Option Three
has been examined.

Option 3 -- LIST CURRENT COURSES

{I111-10) :
" The "LIST CURRENT COURSES" option will allow courses that
have been previously entered in Option One to be displayed.

Enter 3 and press the RETURN key.

The screen will display the the course names, course ID
numbers, and a list of the C.I,P. Code numbers for the vocational
programs. o

Note that the screen lists the courses and stops. Press the
space bar to review other courses on the file. When the COURSE

LIST has been examined, press thec space bar to return to the
COURSE UPLATE ROUTINE menu.
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{I11-11}

"~ Return to Option two, EDIT COURSE DATA and practice editing
"and deleting course data.

Enter 2 and press the RETORN key. The following message
will appear: ' o :

e A e e e e e e e e e e A e e e e e e e e e e e e e

COURSE NAME -> ?

e e e e e e e e e e e m e e e e e e e

COURSE ID. -> _ _ _ _

Either the course name or the course ID number may be used
to indicate the one to delete. Since errors are less likely to
occur and the process is faster, it is suggested that the course
ID number be used.

Press the RETURN key once to skip by the course name. Fill
in the line entry COURSE ID. as shown below:

- e s A e e e A e e e e e o e o e e e e e e e o e e e

e e A e e e s e e o e e e e e e e o e e e e e e e e

COURSE NAME ->

COURSE ID. -> B240

After entering the Course ID. number and pressing the RETURN
key, the following message will appear: ‘

-IS THIS CORRECT? _TYPE 'R' TO RE-ENTER
PRESS 'RETURN' IF _ORRECT -
R
PRESS 'ESC' FOR LAST ENTRY’

Pressing the ESC key, located on the upper left hand side of
the keyboard, tells the micro-computer this is the last course
which is to be edited or deleted.
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Part 1V MICRO-VERS Tutorial

_ Pressihg the ESC key, or the RETURN key if more than one
course i{s to be edited or deleted, results in the following
message:

EDITING COURSE B240
COURSE NAME -> ?CCOUNTING I
COURSE ID. -> B240
RECOGNITION CODE ->
CREDIT/CONTACT HRS PER TERM -> .5
APPROVAL CODE'-) 1
SPECIAL ORG. ->
NUMBER OF TERMS FOR FULL CREDIT -> 2
Note that the information previously entered for course B240
is shown on the secreen.

Assume that the course credit wrs originally entered in
error. It should have been (1) rather ¢.o.. (.5) credit.

Press the RETURN key until the cursor reaches that line.
Type 1 over the .5 to change the er ~it anc press the RETURN key
3 times until the following message appears-

IS THIS CORRECT? Y/N

If the edited information is corre2t, press Y and RETUFY.
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Part IV MICRO-VERS Tutorial
‘The following additional information will be presented:
12 07.0305

2: 07.0705
DELETE S)ELECTED A)LL OR E)XIT?

S - permits a course to be deleted from a selected program in
which it appears.

A - permits & course to be deletad from a]l programs in which it

: appears.

E - exits the EDIT COURSE DATA Option.

This screen indicates that the course B240 is found in two
program areas: 07.0305 and 07.0705.

Since 8ll editing has been cecumpiotey for this course, press
E and RETURN to display the following message:

SAVE THE CHANGES Y/N?

To record the changes which have been made, press Y and
RETURK. The following screcn wiil appear:

COURSE HAS BEEN UPDATED
<< PRESS SPACE BAR TO CONTINUE >>

As another exercise, remove course B240 from the Data Pro-
cessing program. Seleet Cption 2, "Edit Course Data", again from
the menu. :

After entering course number B240 and pressing RETURN you
will once again be asked to verify the accuracy of this number.
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Part IV ' MICRO-VERS Tutorial
Press the ESC Key for the following screen:

EDITING COURSE B240
COURSE NAMEF? ?CCOUNTING 1
COURSE ID. -> B240
RECOGNITION CODE ->
CREDIT/CONTACT HRS PER TERM -> 1
APPROVAL CODE -> 1
SfﬁCIAL ORG. ->

NUMBER OF TERMS FOR FULL CREDIT -> 2

Use the RETURN key to move the cursor down the screen until

the following message appears:
IS THIS CORRECT? Y/N

Press Y and RETURN and the following information is added to
the screen: ‘

e Y T

DELETE S)ELECTED A)LL OR E)XIT?

Remember the following descriptors:

S - permits a course to be deleted from a selected program in
- which it appears.

A - permits a course to be deleted from gl1 programs in which it

' appears. ’

E - exits the EDIT COURSE DATA Cption.
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Enter a S and RETURN as the next step in deleting Accounting
I from the Computer Programming Program. Note that the message
"WHICH PROGRAM? 1..27" has been added to the screen, :

—— o 2
=====z=z=c=x

12 07,0305
2: 07.0705
DELETE S)ELECTED A)LL OR E)XIT?
WHICH PROGRAM? 1..2 ? o Co

[ g
e

Since Computer Programming (07.0305) is program number 1 as
listed on the screen, enter 1 and RETURN.

The sereen now indjcates that Accounting I has been removed
from the Computer Programming Program, 07.0305. The screen still
indicates that the course is a part of 07.0705, General Office
Clerk program.

The next step is to enter an E followed by RETURN to exit
the EDIT COURSE DATA Option. The following message is displayed:

SAVE THE CHANGES? Y/N

Entering a Y and RETURN will delete the course from the pro-
gram(s) indicated and the message, COURSE HAS BELN UPDATED,
displayed on the screen. o ' '

If a mistake has been made, an N and RETURN may be entered
which will not remove the course from the file.

After the course has been deleted from the file, the COURSE
UPDATE ROUTINE menu will be returned to the sereen if ESC for
last entry was entered. . -

After the course has been deleted, Option Three, "LIST
CURRENT COURSES", may be¢ selected to verify the course has been
removed.

Option 4 -- RETURN TO MAIN MENU

Each time work is begun with the DATA disk, a file is opened
on the data disk much the same as opening a file cabinet drawer.
The MICRO-VERS program automatically performs this procedure
whenever returning to the "MICRO-VERS Data Manager" menu. Just
es a file cabinet drawer must be eclosed when you have finished
working with its contents, the miecro-computer must close its
files.

MICRO-VERS User's Guide " Page I1V-24



Part IV . MICRO-VERS Tu . "al

ets ¥ sCAUTION***2s2
¢*% NEVER TURN THE MICRO-COMPUTER OFF WITHOUT #**#*
T b RETURNING TO THE DATA MANAGER *xs )

If the mxcro-computer is turned off w1thout returnxng to the

"Data Manager™ and closing the files, ALL OF YOUR HARD WORK WILL
BE LOST'

Enter a 4 and press the RETURN key, the disk drive will
momentarily turn on, the computer files will be closed and the
"Data Manager™ menu will be returned to the sercen.

You may remove the DATA disk from Drive 2 or you may con-
tinue with Section E which follows. Remember, return the disk to

its protective envelope after using the MICRO-VERS program.
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E. ENTERING STUDENT DATA

The procedure for gathering information required for each
student in the vocational program is somewhat complex and will
vary depending on several factors such as school enrollment and
the type of registration process used. : ‘

Two methods for assembling the data will be presented here;
however, it should be noted that the format may be altered by the
local agenecy so that they may utilize existing procedures for
compiling student information,

In order to insure that the required data for each voca-
tional student has been collected, a special form has been pre-
pared whieh may be used, on an optional basis, by the local
educational agency. This STUDENT RECORD FORM provides spaces to
enter appropriate data for each student. In addition, each
variable is in proper order for entry into the miero-computer. A
sample STUDENT RECORD FORM may be found in Appendix A.

METHOD 1: Type in the required information for all

- Students enrolled in the local agency.
This method has the advantages of entering the student informa-
tion early and not having to check for duplicate entry of stu-
dents. Entering student information for students who may not be
enrolled in a vocational course is a disadvantage of this method.
The computer will ignore these students; however, the data entry
time may be of some concern. :

METHOD 2% Wait until after mid-term of the final

C term, (semester or quarter), of the
school year and enter student information for students who appeear
on class lists for vocational courses. The advantage of this
method is that only vocational students will be entered into the
computer. However, class lists will have to be checked for

duplications so that information will not be entered twice for
the same student. -

The local educational agency could possibly devise a method
based on local conditions which combine the advantages of each of
the above methods while removing the disadvantages.

A blank STUNENT RECORD FORM may be found in Appendix A. A
form which has “cen completed with sample information has been
ineluded in thi: seetion.

Each variable will tbe deseribed in the order in which it is to be

entered into the computer. Data entry procedures follow these
deseriptions. :
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1. Variable Descriptions ~-- Student Data

Student Name -> Twenty spaces are allowed for entering
. the aame of the student. It is a good
practice to enter the last name first.

IMPORTANT: When the last name is entered firs¢, DO NOT enter a

comma between the last and first name. This will cause an error.
Use only a blank space between names.,

EXAMPLE: BOTTOMS TOM

School ID # -> This variable is necessary for those

o : vocational classes which are being oper-
ated under a special organization sueh as a joint agreement and
qualify for the Special Organization Funding Factor. This will
be indicated on the "Turn-Around Document” by an X in the Spec.
Org. box. A number in the range (001 - 999) is assigned to each
participating sechool. When completing the STUDENT RECORD FORM
for students from a partiecipating school, this number is entered
into this space. When completing the STUDENT R:ZCORD FORM for a
student from the home school, this space is left blank.

EXAMPLE: Blank Home Town High (See example, page I1V-34A)

01 = Maple City High
02 = Oak Cliff High
ete.
Student ID Number -> Up to 9 spaces arec allowed for a student

ID number. This number is assigned by
the local educational agency. Letters are allowed as well as
numerals. IT student ID numbers are not presently used in your
agency, here are some suggestions in assigning ID numbers: (1)
Imbed the graduation date into the ID number, (2) Be surc to
allew for the maximum number of students anticipated when choos-
ing the number of digits for the ID number.

EXAMPLE: 55048 (See example, page IV-34A)

Sex -> M = Male, F = Temale

Grade Level -)> 09 Ninth Grade

10 = Tenth Grade
11 = Eleventh Grade
12 = Twelfth Grade
30 = Adult
MICRO-VERS Uscr's Guide Page 1V-27

81



Part -1V MICRO-VERS Tutorial

Alaskan Native/American Indian

Ethnic/Racial 1 =
Background -> 2 = Asian/Pacifie Islander
. 3 = Black, not Hispanie

4 = Hispanie

5 = White

Definitions of each of the above ethnie/racial categories
may be found in Appendix B, Glossary of Terms.

Over Age/ w¢ A student who has been enrollied in high
Under Achiever -> " sehool for more than two school years

: - and does not carry an eleventh grade
status may be classified as an over aged/under achiever. 1If such
students are classified as disadvantaged and/or handicapped and
are provided a service, they are eligible to be be eclaimed in
training level courses. For students who qualify, a (Y) is
entered into this space. The space is left blank for all others.
EXAMPLE: Blank Performing at grade level (See example, page
S 1V-34A)

Y = Over-age/Under-achiever
Handicapping A 3 digit code is used for specifying
Condition -> the condition or type of handicap a

student possesses. Each student who is
identified as handicapped will have one of the eleven three digiv
codes listed in the CODES FOR COMPLETING THE STUDENT RECORD FORM,
(See reverse side «f the STUDENT RECORD FORM, Appendix A). - As-
sign and enter this code into the computer. -These speces are

left blank for those students who have not been identified as
handicapped.

EXAMPLE: HO03 = Deaf (Sce example, page 1V-34A)

Service Code -> A 2 digit service code deseribing speec-
- ' ial services the agency provides to the
handicapped student must be selected and entcred into the compu-
ter. A list of the Service Codes may also be found in Appendix
A. It is very important that the service code seleected be appro-
prigte for the handicapping condition of the student. If more
than one service is being provided to the student, space has been
provided for entering a second service code.

EXAMPLE: 03 = Interpreter for the deaf student
: -~ (See example, page IV-34A)
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Disadvantage A 3 digit code is used to specify the
Condition -> condition or type of disadvantagement
) whieh the student possesses. Each stu-
dent who is identified as disadvantaged will have one of the six
3 digit codes listed in Appendix A, Assign and enter this code
into the computer. If a student is identified in more *han one
disadvantaged condition, the agency should select one condition
to enter here. A student may not be identified as both disadvan-
taged and having limited English proficieney, (L.E.P.). Such
students should be elaimed, jpnp al}ll cases, as L.E.P. These spaces

arc left blank for those students who arc not being identified as
disadvantaged. _

EXAMPLE: D05 = Economically Disadvantaged (see example, page
o © 1V-34A) X .
Service Code -> A service code deseribing special serv-

ices the agency prov1des to the disad-
vantaged student must be selected from the lis% in Appendix A and
entered into the computer. It is very important that the service
code sclected be appropriate for the disadvantage condition of
the student. If more than one service is being provided to the

student, space has been provided for entering a second service
code.

EXAMPLE: 15 = Special Testing (see example, nage 1IV-34A)

Program Completer -2 A grade twelve student in a level 1

course who has finished a planned se-
quence of courses desxgned to meet an occupational obJectlve that
teaches cntry-leve! job skills. This information is used in the
VEDS portion of the report.
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Rules and Suggestions for Completing a Student Record Form

Fill out a STUDENT RECORD FORM for each student enrolled
in an approved vocational course. If following METHOD 1 as
deseribed on page IV-26, this form should be completed for each
student enrolled in the local agency.

Rule

(a) You may use up to the maximum number of spaces provided
for each variable--but no more.

(b) Abbreviate where necessary when student names are long-
er than the spaces provided. DO NOT separate the last
name and first name with a comma.

(e) Left justify data in the spaces provided. If the
information to be entered has fewer characters than
spaces provided, leave blank spaces in the right-hand
portion of the space provided. For example:

—— e —— —— = e a— e e oo

stooent 1.o. ¢ = (8|5 L@ /]| _|_]

When entering alphabetic data such as a student's name,
blank spaces may be entered to separate names and will
be treated as blank spaces by the computer. When
entering numeric data such as the ID number, blank
spaces to the right of the number will be ignored.

(d) Be careful about the difference between 0, (zero), and

O, (letter O), and between 1, (number 1), and 1, (lower

case letter 1). Typists often use them interchangeab-

o ly. The computer recognizes the difference and an
error will result if the incorrect symbol is used.

Computer users often use the following symbols when . .

completing data input forms for entering information to
avoid confusion on the part of the typist.

ZERO

LETTER
NUMBER
LETTER
NUMBER
LETTER

N=NNORL

(e) Use decimal numbers rather than fractions. For
example, use .5 credits as opposed to 1/2 credits.
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2. Data Entry Procedures -- Student Data

To enter student information, place the MICRO-VERS PROGRAM
disk into Drive 1 and either turn the micro-computer on using the
switch located on the back left side of the mierc-computer, or
type the command PR#6 followed by pressing the RETURN key. The
MICRO-VERS DATA MANAGER menu will be displayed on the sereen:

I 3 i 33333 33 3323131 212221311 T

I T R T I R R *®
* WELCOME TO MICRO-VERS DATA MANAGER *
* e VERSION 2.0 ' *
* *

BEEEKXEX AKX K ERF LR E KRR KRR R R R kR R BE Rk Rk kKA K

1) UPDATE COURSE FILE
2) UPDATE STUDENT FILE
3) UPDATE COMPLETERS
4) UPDATE CIP CODE FILE
5) INITIALIZE A NEW DATA DISK
6) MICRO-VERS REPORTS
7) EXIT MICRO-VERS
ENTER YOUR CHOICE:
To enter the student data into the MICRO- VERS program, enter
number 2 and press RETURN
Insert the DATA disk into Drive 2. The same data disk is
uscd to store both the Course data and the Student data. If you

are continuing from Section D, -the -Data should already be in
Drive 2.
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The following menu of 6ptions will soon appear:

FEEEEAX KRR X KRR R KRR AR KKK KRR KRR KR

‘ . L . *
* STUDENT FILE UPDATE ROUTINE *

: *
**#xx*STUDENT DISK IS 0% FULL***#**

ADD STUDENTS TO FILE

EDIT STUDENT ENTRIES

DELETE- STUDENTS FROM FILE -
ENTER A CLASS LIST

ENTER VARIABLE COX“ACT HOURS
ENTER CCOP. CLASSIs

ENTER SPECIAL ED. COOP(59.0106)
RETUEN TO MAIN MENU

00N Wik WO
e " N i P i P

ENTER YOUR CHOICE:

The STUDENT FILE UPDATE ROUTINE menu contains eight options

as well as an indicator to let you know how full the data disk
is. -

Option 1 -- ADDING STUDENTS

{111-20} :
""" Option number one, "ADD STUDENTS TO FILE", is used to input
) the student information. Al{er entering 1 and pressing RETURN,

the following screen will appear:

STUDENT NAME -> ?

'SCHOOL ID. NUMBER ->
STUDENT ID. NUMBER ->

. .SEX -> . - --GRADE LEVEL ->»
ETHNIC/RACE ->
OVER~AGE /UNDER-ACHIEVER =->

HAND. COND. -> _ _ _ SERV. =>

DISADV. COND. -> _ _ _ SERV. =>

The following practice data will help acquaint the user with

entering student information using the MICRO-VERS software pack-
age. R
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Input the following data onto the student information
screen:

STUDENT NAME -> SMITH_JIM

SCHOOL ID. NUMBER -> _ _ _

STUDENT ID. NUMBER -> 55017 ___
SEX -> M °© GRADE LEVEL -> 12 '

' ETHNIC/RACE -> §
OVER-AGE/UNDER-ACHIEVER -> _

- ew § o= e

HAND. COND., -> _ _ . SERV. ->.

DISADV. COND. -> _ _ _ SERV. -> _ _ , _ _

After each line entry has been completed, yress RETURN to
move to the next line. The beginning point of each line of entry
is marked with the ? curscr as with the course update routine,

Note:If no data is to be entered for a specific line entry as in
the option above, simply press the RETURN key to move to the
next line entry. If a typing error is made, it can be
corrected by using the back space key, (left arrow key), to
back up to the incorrect information and retyping.

When the last entry is completed, pressing the RETURN key
will display the following message: o

PRESS 'R' TO RE-ENTER. PRESS 'RETURN' TO
ACCEPT OR PRESS 'ESC' FOR LAST ENTRY. . -
PRESS.'R'_TQ_RE-ENTER

If a mistake has been made in entering the data, pressing
the letter R will remove the data from the sereen and allow for
the re-cntry of the correct data,

/
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PRESS._ZRETURN®_TQ ACCEPT

Pressing the RETURN key will cause the data to be accepted
by the program and return the screen for enteri.y additional
student data. '

Since practice data is being entered at this t.: :, try the
first two options to become familiar with their operat. =. Begin
with the first one, PRESS 'R' TO RE-ENTER. After re-entrring the
data from page 45 again, selecet Option two, PRESS 'RET...Y" TO
AwEPT . . . . . . . .

After entering the first student ":t2, enter the folio. uy
information into the file:

STUDENT NAME - BPETERMAN._JIM

SCHOOL ID. NUMBER ->

STUDENT I, NUMBER -> 55019 ___

SEX -> M CRADE LEVEL -> 12
| ETHNIC/RACE -> 3
OVER-AGE/UNDER~ACHIEVER ~-> Y
HAND. COND. ~> _ _ _ SERY,. '> _- - -
DISADV. COND, => _ _ _ SERV. => _ _ , _ .

Press RETURN to ‘enter thesc data.

Continue to enter .th< student data from the examp’e STUDENT -

" RECORD FORMs included or *he next few pages. '
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ESC!_FOR_LAST_ENTEY

When the lest student has been entered, select the third op-
tion, PRESS 'ESC' FOR LAST ENTRY. Pressing the ESC key tells the
micro-computer that this is the last entry to be made in the

student file at this time. The STUDENT FILE EDIT ROUTINE menu of
options will be returned to .he secreen.

Note: Should you press RETURN by mistake after the last student
has been entered rather than ESC, the student data entry
screen will return ready to receive another student as
before. To record the data and exit the routine, press ESC
in response to the first variable, STUDENT NAME. This will

bypass the data entry and the routine may be exited.in the. .
normal manner.
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VOCATIONAL EDUCATION STUDENT RECORD FORM

ENT l 17 | l |
fzzﬁg& 5_ TT}OIM VATV T T N T T T I A A

SCHQQL ID. NUMng f> 'gé gb 22

STUDENT I1.D.# -> e, l I A

S 5: & é 1S __1__1__I__I
SEX -> || GRADE LEVEL -> | Al ol
ST M SR T 1219

ETHNIC/RACE -> |- |
THNIC/R 2

HANDICAP COND. -> 15 1 7151 SERVICE CODE -> | 41 -1 17 1 |
i VA 1A T S KSR

DISADV. COND. -> 17717717 | SERVICE CODE -> =__l-_= =-_l-_l

L. . < e e l_-l--l_—l Ce e, RN . N .
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VOCATIONAL EDUCATION STUDENT RECORD FURM

SCHOOL ID. NUMBER -> | |

St NS VIS

\:\m’t- . kS
._:.’?";', ";‘:A" = f'
© SEX -> |_-| GRADE LEVEL -> |71/
. L 11 R 1712
ETHNIC/RACE -> | |
DR 1=
 OVER-AGE/UNDER-ACHIEVER -> :_"l
HANDICAP COND. -3 :--l__;__l SERVICE CODE -> :"-I--l :-—:-—}
DISADV. COND. -> I's | £l 1 SERVICE CODZ -> | ;1 = 1o 1 1
I DI R VAR R VA VA
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VOCATIONAL EDUCATION STUDENT REOORD FORM

we s leltiainlsitioln el el Rlalvl 11T

SCHOOL ID. NUMBER -> | | | |

STUDENT I.D.# -> l_—lﬁ_ N 1
R SN Y 95 531__1__1__1 |

p——

T g |
SEX -> | 1 GRADE LEVEL -> | ;1|
2 M wRoR wRTAL [/

ETHNIC/RACE -> | /1
TRICIRACE = 4]

OVER-AGE/UNDER-ACHIEVER -> | |
e
HANDICAP COND. -> 1”17 1" | SERVICE CODE -> | 1 1 1”17}
ST T 00O OO RIS (RN (S O T
DISADV. COND. -> I""1771771 SERVICE CODE -> | | | I__l_—=
SR ) DU DY AN PN DUV B DS P




V&ATIONAL EDUCATION STUDENT RECORD I‘ORM

-

STUDENT | ;1 1, A VAT AT l""l“l“l“l"l"l“l‘"
e > 14104 L_ Q wid lvl 14l 4 EN
SCHOOL I1D. NUMBER -> '—-:_-l-—l
. . . e ,—__—_—
STUDENT I.D.# => | ~| | , I <1 -1 1 | 177
N S N VA IR R R
SEX -> || GRADE LEVEL -> | 5] 7]
Al T N A
ETHNIC/RACE -> IEEI
. RN I__l
OVER-AGE/UNDER-ACHILEVER -> :—_i
HANDICAP COND. -> | 1" || SERVICE CODE -> | |1 1”717
DISADV. COND. -> |y 141771 SERVICE CODE -> | -1 71 | 7177}




VOCATIONAL EDUCAT ION STUDENT R.ECORD FORM

.......

i NP TN V]

~ SCHOOL ID. NUMEER -> ';5';;'7;'

iR v P ViR

SEX -> l;:l GRADE LEVEL ->
o 11 R .

Y

K|

ETHNIC/RACE -> lzgl
A > |

OVER-AGE/UNDER-ACHIEVER -» l};l

HANDICA® COND. -5 V0 41771 SERVICE CODE -> A A
\WDICA® CON Hidl ] g7 1 pls)

DISADV. COND. -> "1 || SERVICE CODE -> I__:__= :_—:__{

e __l.__ —_' S 1 N
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STUDENT | .| 1 I S1 1 1<l Al 1" T T e e R T
nave -> LIV OIRIE N _IDIAN i
SCHOOL ID. NUMBER -> | | | |
e A T
STUDENT I.D.# -> | | | ;1 4171 | 17177
N SN S WAL R R R
SEX -> || GRADE LEVEL -> lzgl__l
ST M S =]
ETHNIC/RACE -> ||
e i Iéil
OVER-AGE/UNDER-ACHIEVER -> | |
ST LT S
HANDICAP COND. -> | 1" 17 | SERVICE CODE -> |~ i | 1”71}
SRR S : 11 SRR U DU B D P
DISADV. COND. -> " ||| SERVICE CODE -> |~ =__l {--l-_l
L T ! R | o




VOCATIONAL EDUCATION STUDENT RECORD FORM

STUDENT |- R NI l"l" U T
NAME -> 1_3_ _/ élléz LIETI0WW] | \1 lflﬂ__l__l__l__l__l
SCHOOL ID. NUMBER -> |~ | | |
I . l__ 11
STUDENT 1.D.# -> | | -1 1 > RN
51 l_o__ N T I
SEX -> | —| GRADE LEVEL -> | 4l o |
- |\ F 219
ETHNIC/RACE -> | |
R =Y
OVER-AGE/UNDER-ACHIEVER -> | |
HANDICAP COND. -) " I | | SERVICE CODE -> | | | | |~
DISADV. COND. -> |17 | ] SERVICE CODE -> | | | I_-I—-=
ST T I__i__1__1 IR DRSS DU N DN S
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VOCATIONAL EDUCATION STUDENT RECGRD FORM

STUDENT Ll Ul A U U A
NavE -> IS Z I A N AN E T
SCHOOL ID. NUMBER -> | | |
.. o e T P
STUDENT I.D.# => | 1 U 1 1 2" | " | "1
O S R A I R A
SEX -> |~ GRADE LEVEL -> | 11 |
- val R WA
: i
ETHNIC/RACE -> | S|
ETHNIC/RAC 12
OVER-AGE/UNDER-ACHIEVER -> | |
HANDICAP COND. - 1”17 1" | SERVICE CODE -> | | | I I i
NDICAP CON I T T Bt Sanenc g N T O T
DISADV. COND. => 171771771 SERVICE CODE -> | | | =——{——I
L . I 1__1__1 Ceee b1 1__1__
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F. EDITING STUDENT DATA

Option 2 -- EDIT STUDENT ENTRIES

{111-22}
""" -"EDIT STUDENT ENTRIES", allows student information which
was previously entered to be viewed and edited.

As the information is viewed, an opportunity to make changes
in it will be provided. Enter a 2 and press RETURN. The follow-
ing screen will appear: o

STUDENT ID. -> ?

In order to edit a student's file, the student's JD. number
is typed into the miero-computer. After pressing the RETURN
key, changes may be mode to the student's file. -

If the student's ID. number has not previously been entered,
or if you have incorrectly typed the number, the following mes-

sage will appear. For example, enter ID Number 55000 and press
ESC. ' -

STUDENT 55000 NOT FOUND
<<KPRESS SPACE BAR TO CONTINUE >>

Pressing the space bar returns you to the STUDENT FILE
UPDATE ROUTINE menu. If the student’s ID. number is conteined in
the STUDENT FILE, the file will appear on the screen.
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To change the student information, simply type irn the new
information right over the incorrect entry and press RETURN.

If you do not wish to change a line entry, pressing RETURN
will automatically advance to the next line. e

Try editing student ID number 55020 in the following manner:

- e e e e e e e e v e e e e e e e e e e e e

- den e e e e e e e e e e e e e e e e = e e e

STUDENT ID. -> 55020 ___

When the RETURN key is typed, thé usual message for RE-
ENTER, ACCT"T or LAST EMTRY is given. Type ESC to this request.

The following will appear on the screen. Note that the ?
cursor hides the first letter of the student's name. In addi-
tion, note that a new variable, PROGRAM COMPLETER, has appeared
on the bottom of the secreen. The use of this variable will be
desceribed in Seetion H.

STUDENT NAME -> 2MITH_JANE

SCHOOL ID. NUMBER -> _ _ .

STUDENT ID. NUMBER -> 55020 ___

> 11
ETHNIC/RACE -> 2

SEX -> E GRADE LEVEL

OVER-AGE/UNDER-ACHIEVER ->

— ——

HAND. COND. =-> ___ SERV. =->

DISADV. COND. -> ___ SERV. -> __,__

PROG. COMPLETER ->

Change this student's grade level from 11 to 12.
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Note:Did you notice that you were not given the opportunity to
change the student's ID. number in this option? The student
ID. number is essential to the proper operation of the
MICRO-VERS DATA MANAGER. Therefore, it must not be altered.
To change a student's ID. number: {III-23}

1., Delete the student using option three, DELETE STUDENTS
FROM FILE. I :

2. Add all of the correct data on the student using option
one, ADD STUDENTS TO FILE.

After the student's grade level has been changed from 11 to
12 and the RETURN pressed repeatedly until the Program Completer
entry has been passed, the message: '
IS THIS CORRECT? Y/N

will appear at the bottom left of the sereen. Press the Y key
and then RETURN. Listed on the screen will be all the classes
the student has taken this year. Since no enrollment information
has been loaded, to this point, no courses are listed.

COURSE LIST FOR SMITH JANE

<<<<<<<< COURSES >>>>>>>>
A)DD, D)ELETE OR E)XIT?

The following descriptors apply:

A)dd - permits you to add courses to the student's list one at
' a time. '

D)elete - permits you to delete courses from the student's list
one at a time. :

E)xit - returns you to the STUDENT FILE UPDATE ROUTINE

Since there no courses in the course list for this student,
enter E followed by RETURN.

The SAVE THE CHANGES Y/N messege will appear on the screen
before making the final alteration to the student file. Since a
change has been made in Janc Smith's file, enter Y to make the
change and return to the STUDENT FILE UPDATE ROUTINE.

—————— .
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Option 3 -- DELETE STUDENT™" ¥ROM FILE

{I11-24)

* " "DELETE STUDENTS '7\. ILE", is used to delete student data
that has been previously rred. When a student is no longer
enrolled in a vocational ram this option is used to delete

the student's information { the student file.

Enter a 2 and press the . TURN key. The screen will display
the following message: L. :

STUDENT ID. -> ?

Type in the student ID. number as shown below.

STUDENT ID. -> 55017 ___
The following options will now be displayed:
ERESS_;B;-IQ_BE:ENIER
If a mistake has been made in eﬁtering the data, in this
cese the student ID number, pressing the letter R will remove the

data from the screen and allow for the re-entry of the ecorreet
data.
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EBESS_;BEIURNL_IE_QQBREQI

Pressing the RETURN key will cause the data to be accepted

by the program and return the sereen ready for further deletion
of student data records.

JESC!_FOR_LAST_ENTAY
Pressing the ESC key on the upper left hand side of the key-

board tells the micro-computer that this is the lest deletion to

be made in the student file. The STUDENT FILE EDIT ROUTINE menu
will be returned to the secreen. : : o

Since this is only student to be deleted from the sample
data, press FSC.

If an attempt is made to enter a student number that is not

containec in the the student file, the following message will
appear:

STUDENT NOT FOUND
<< PRESS SPACE BAR TO CONTINUE >>

When all student data has been entered, use Option 8, RETURN
TO MAIN MENU, before turning the computer off. ‘ '

Remember, never turn off the miero-computer without
returning te the "Data [lanager”, :
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G. ENTERING CLASS ENROLLMENT

When STUDENT RECORD FORMs have been completed for each stu-
dent and course enrollment at mid-term of the semester or quarter
has been verified, course enrollment data may be entered into the
computer,

Course enrollment information may be taken off elass lists
for each of the approved vocational courses. Listed below is =
description of each variable to be entered into the computer., An
example class list is included at the end of this section.

1. Variable Desecriptions -- Class Data

Course Number -> (See page IV-10)

Student ID Number -)> (See page 1V-27)

Coop. Training When entering course enrollment informa-
Station C.I1.P. tion for Cooperative Education Courses,
Code Number -> the C.I.P. Code Number corresponding to

the training station occupation must be
entered for each student.

EXAMPLE: 07.0305 = Student employed in data processing

Adult Variable In adult courses where students are
Contact Hours -> enrolled in portions of the total course
: or in cases where attendance for the
entire course is not required for successful completion, the
teacher must keep accurate records regarding the amount of time
spent in the class. These contact hours will vary among the
students enrolled and must be entered at this time.

EXAMPLE: 71 = Seventy-one contact hours in elass

2. Data Entry Procedures -- Class Enrollment Data

{111-26}

"~ Class enrollment information is entered from the STUDENT
FILE UPDATE ROUTINE menu. If that menu is not on the sereen,
return to the "Data lManager” menu and select Option 2, "Update
Student TFile". - ' :
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Selcet Option Two, UPDATE STUDENT FILE and press RETURN The
“Student F11e Update Routine" menu will be displayed:

SRR EE R AR RN R R R KRR R Rk k&

‘ ............................... *
®- STUDENT FILE UPDATE ROUTINE *
Y . . e Y

****STUDENT FILE IS 1.8% FULL****

ADD STUDENTS TO FILE

EDIT STUDENT ENTRIES

DELETE STUDENTS FROM FILE
ENTER A CLASS LIST

ENTER VARIABLE CCNTACT HOURS
ENTER CCOP. CLASSES

ENTER SPECIAL ED. COOP(59.0106)
CLOSE FILE AND EXIT

QD 0O DD .
Nt Nt Nt St i St P P

- ENTER YOUR CHOICE:
Option 4 —-- ENTER A CLASS LIST
To enter the enrollment data into the MICRO-VERS Program,

enter Option 4 and press RETURN} The micro- computer will display
the message:

! ENTER CLASS LIST !

COURSE ID. -> ?

Enter the following Course ID.Number and presszETURN to
illustrate this procedure,

COURSE ID. B260

As the computer can search for an Course ID number much
faster than o course name, ID numbers are entered.

After enterlng the COURSE NUMBER and RETURL, the micro-
computer verifies that the course number is econtained in the
course file. If the course number has not been prev1ously en-
tered into the course file, or if the number is incorrectly
typed, the micro-computer will immediately respond:

COURSE (NUMBER) NOT FOUND
<< PRESS SPACE BAR TO CONTINUE >>
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If the Course ID number is correct, the following will
appear: e

-~

COURSE ID -> B260

o

PRESS ESC TO EXIT, ENTER '<' TO BACK UP
Enter the following students into the eclass list. After
each student ID. number is entered, press RETURN. Note: Press
RETURN after the last entry before pressing the ESC key.
COURSE ID -> B260
25048 55019 55018 55020 _ __

PRESS ESC TO EXIT, ENTER '<' TO BACK UP
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Note:If a mistake has been made ‘while entering the student ID
numbers, hold down the shift key while pressing the comma
key, (upper case comma = <), to back up one ID number at a
time. ‘ o

When all student ID numbers have been entered, Press the ESC
key to indicate the list is finished. The STUDENT FILE UPDATE
ROUTINE menu will be returned. T :

The enrol!ment data for each vocational elass is entered in

the above manner with the exception of cooperative education
classes. The entry of coop. classes is discussed later under

Option Six.
For further data entry practice:

Enter student 55106 into the Carpentry Apprentice class,
A400, .

Enter student 55024 into the Clerical Office Proc class,
B250. ' ‘

Enter the students in Orientation to Business Occupations,
B100 from the example class list shown on the next page.

This concludes the class list data entry. Press ESC to
return to the STUDENT FILE UPDATE ROUTINE. ' '
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Mayberry Community District #100

Course Name: Orientation to Bus Occup

Course ID B100

Semester ¢ Fall, 1982

Room 222

Period 2

Instructor : Elliott Turner

Class List

Student Neme 1D Number Grade Level
1, Bottoms, Tom 55048 9
2. Falls, Sharon 55022 11
3. Jordan, Joann 55024 10
4. Peterman, Jim 55019 12
5. Singleton, Janet 55038 9
MICRO-VERS User's Guide Page IV-45




Part IV MICRO-VERS Tutorial

Option 6 -- ENTER COOP CLASSES

{II1-28)

"° ' Since it is required th:t' students enrolled in cooperative
education classes be identif .ed with a C.I.P. code number for
their training station, Option Six is uc2d to enter class lists
for Coop. classes, DO NOT ENTER COOP CLASSES WITH OPTION 4.

When Option Six, "ENTER COOP. CLASSES" is selected, the fol-
lowing scereen will appear: - :

INPUT COOP. STUDENTS

s e e e e e e e e i e e e = = = = = - ——— —————a

—_— e e e e e e — e e - e e e

PRESS 'ESC' TC EXIT, ENTER '<' TO BACK UP

Begin by entering the student's ID. number, pre:cs RETURH and
the cursor will move to the C. IP. CODE entry.

Enter the C.I.P. CODE of the job assignment and press
RETURN. The cursor will move to the CREDIT entry.

Enter the credit for the term. Press RETURN and the cursor
will move to the #TERMS entry. ' Ce e

Enter the number of terms student can take this class in one
year. Press RETURN and the cursor will move to the O entry.

Enter ayYif the course is approved for Special Organization
funding otherwise leave the space blank. Press RETURN and the
curscr will move to the left side ready to enter the next stu-
dent's ID. number. :
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Enter the following stﬁdent data:

ID. NUMBER CIP CODE CREDIT # TERMS SO
(133221 X242 2233832283327 33 33331133 23133333133 IR T
53022 97,0308 1 ' 2 -
55019 46.0201 1 2 -
53020 97.0708 1 2 -
65018 87.0305 1 2 -
55024 07.0305 1 2 -

Whken a1l of the student date for the Coop. classes has been
gntervd from the cluss Lists, move the cursor to the next line as
if resdy to cvnter another student and press ESC.

When the disk drive turns off, The STUDENT FILE UPDATE
ROUTIKE menu wil]l be returned to the screen.

All dete for the practice session has been entered. Select
Option % to return to the "Date Manager® menu,

@980 sCAUTIONC S8 ss
%8 NEVER TURN THE MICRO-CCIPUTER OFF WITHOUT ®$%*
"f' RETURNING TO THE MICRO-VERS DATA MANAGER ¢+

1f the micro-computer is turned off at any other point, ALL
or m IARD WORK wiLL DE LOSTI!!

Rememticr Lo roturn the disks to thelr protecective envelopes
whas you have finished using the MICRO-VERS program.

Whon tue above course enrollment Iinformation has been en-
tered for each of the approved vocationul courses, this phase of
dets oniry is complete. The next step in the process involves
fdentifying completers of vocaetional education programs. Direc-
tions for completing this procedurce is outlined in Seetion H.
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H. DETERMINING PROGRAM COMPLETERS

Part IV of the VEDS report requires that, in addition to
program enrollment, the number of students who have completed a
vocational program be entered on each line 2 by racial/ethniec,
sex, special needs and cooperative education categorles.A pro-
gram completer is defined as:

"A grade twelve student in a level 1 course who has finished a
planned sequence of courses designed to meet an occupational
objective that teaches entry-level job skills™,

MICRO-VERS aids the local ageney in identifying these stu-
dents through the use of Option 3, "UPDATE COMPLETERS", on the
MICRO-VERS DATA MANAGER menu. o '

A hard-copy print-out is provided which lists each student
which meets the criteria for identification as a potential pro-
gram completer. The local administrator may then check this list
against student records to verify that the students have com-
pleted a sequence of courses comprising the voecational program
with which they have been identified.

Option 3 also allows the operator to enter the program
completion status for each student who has completed the entire
sequence.

Place the MICRO-VERS PRCGRAM Disk into Drive 1 and either
turn the computer on or, if it is currently on, type in PR#6.

When the MICRO-VERS DATA MANAGER menu appears, enter 3,

UPDATE COMPLETERS. The following message will appear on the
screen: '

COMPLETER UPDATE PROGRAM

o — i ———— ————— >t d — d
P—-t————A—S—F s T A

1) GENERATE COMPLETER LIST
2) ENTER COMPLETERS
3) RETURN TO MAIN MENU

ENTER YOUR CHOICE:
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To generate a l1ist of potential program completers, enter 1
and press RETURN. A message will appear on the sereen which
indicates the progress which the computer is fjaking in identi-
fying potential completers. When the search is finished, the
following message will appear:

'SEARCH FINISHED
FOUND 2 POSSIBLE COMPLETERS.

BEGINNING SORT PHASE.

The sample data entered earlier contained two students who
met the ecriteria as grade twelve and were enrolled in a level 1
class. These students are now being arranged into alphabetical
order. After a brief pause, the following message will be dis-
played:

SCRT PHASE COMPLETE
PLEASE READY PRINTER.

<< PRESS SPACE BAR TO CONTINUE >>

Since there are potentially large numbers of students who
may be identified as program completers, this portion of the
MICRO-VERS system requires that a line printer be connected to
the miero-computer. The hard-copy print-out that is produced
will also allow the local administrator the time required to
check student records against the list and make final dec151ons
regarding completions.

At this point the opera or should turn the line printer
power switeh to on. When this is done, press the SPACE BAR to
continue. The following table will be printed on the line

printer:

STUDENT NAME ID. ' PROGRAM/COURSE

PETERMAN JIM £55019 07.0305 COMPLETER ~->___

SR ' PROGRAMMING I - =~

SMITH JANE $55020 07.0305 COMPLETER ~->___
’ : PROGRAMMING 1 ' '

===== FINISHED =====
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The space to the right of the word COMPLETER in each stu-
dent's record is provided for a check mark which is to be placed

beside each student who has completed the vocational program
indicated.

For the sample data which has been entered, consider that

Jim Peterman has completed the Computer Programming sequence,
07.0305. : .

When the printer has finished listing each of the potential

program completers, the COMPLETER UPDATE PROGRAM menu will be
returned to the screen. - e e

After each of the program completers has been identified on

the print-out, select Option 2, ENTER COMPLETERS from this menu
and press RETURN. The following will appear on the screen:

P e e e e s e S e —— e S S S S

——————— —— ——

—— e e e e e e e

e e e e S S e ——— ——— ——

PRESS ESC TO EXIT, ENTER '<' TO BACK UP

Enter the student ID numbers and C.I1.P. Code numbers for
each of the students who have been identified as program comple-
ters on the cheeck list.

Press RETURN after entering each ST. ID. and C.I.P. The <

symbol may be used to back up one entry in order to correct a
mistake,
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When each pregram completer has been entered, press ESC to
exit the program and return to the COMPLETER UPDATE PROGRAM menu.

Enter the ID number fcr Jim Peterman, 55019 and the C.1.P,
Ccde for Computer Programming, 07.0305 onto the screen as direet-
ed above. After pressing ESC the menu will be returned te the
sereen and the student will have been recorded as completing the
desired vocational program.

When all program completers have been identified and record-
ed in the computer files, select Option 3, and press RETURN. The
"Data Manager" menu will be returned to the sereen and the Stu-
dent DATA disk may be removed from the drive.

MICRO-VERS User's Guide : Page 1V-51



Part IV MICRO-VERS Tutorial

J. COMPILING THE REPORTS

This section deals with displaying the Reimbursement Claims
report and Parts III, IV and V of the VEDS report. The proce-
dures explained in the previous sectinns must be completed before
generating either report.

1. Report Generating

{111-36}

""-In order to generate the reports, place ‘e MICRO-VERS
PROGRAM disk into Drive 1. Start the system b - ither turning
the micro~-computer power switch on, or if the mi.-ro~-computer is
already on, type the command PR#6 followed by rhe RETURN key.

When the program has been loaded, the "Data Manager™ menu will be
displayed. o »

Select Option 6, "MICRO-VERS Reports" from the menu. You
will be instructed to place the PRINTER disk in Drive 1 at this
time. Remove the PROGRAM disk, remembering to return the disk to
its protective envelope, and insert the PRINTER disk into Drive
1. Place the "Data Disk™ into Drive 2. Press the space bar to
continue. : » ' '

The "MICRO-VERS Reporting Feature” menu will be dis@layed on
the screen. Select Option 1, "VEDS and Claims Secondary".

The disk drive will access for a period of time while both
the COURSE DATA and the STUDENT DATA are compiled by the miero-
computer. Depending on the number of courses and students in the
files, this process may take several minutes. The progress of
the work being completed will be displayed on the screen.

IMPORTANT
DO NOT OPEN EITHER DISK DRIVE DOORS WHILE

THE DATA IS BEING CCMPILED BY THE
= - - MICRO-CCMPUTER

It is not necessary that the operator sit in front of the
micro-computer while the compilation is in progress. The compu-
ter will wait for further input when it has finished compiling
the report data.
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2. Program Tie Situations

{I11-36}

" In cases when students are enrolled in two or more vocation-
&l programs showing equal amounts of credit, (a tie situation),
the operator will be required to make a decision regarding the
appropriate program.

Since the sample data loaded thus far contains a program tie
for one of the students, the following sereen will appear for
that student.

PROGRAM TIES
STUDENT NAME: JORDAN JOANN
'STUDENT ID: 55024

TRAINING LEVEL bOURShS IN WHICH STUDENT
IS ENROLLED '

- ——— —— —— — ————  — —— ——————— — ——————————

CLERICAL OFFICLE PROC:07.0705 <~ - - - - oo
COOP. ED. ©:07.0305 -

IN 'WHICH PROGRAM CODE DO YOU WANT THIS R o

STUDENT TO BE COUNTED’ ’

1) 07.0305

2) 07.0705

SELECT ONE PROGRAM => 2

Make a decision regarding the program in whieh to elaim as
the student's program of study. In this case, enter a 2 corres-
ponding to 07.0705 and press the RETURHN key.

When all of the program tis situations have been completed,
the micro-computer will display the following message:

ARE THERE OTHER DATA DISKS Y/N?
Since the sample data is contained on a singie DATA disk,
press N and RETURN
3. Completing the Reports
WHERL WOULD YOU LIKE THE OUTPUT TO GO?

1 ) SCREEN ONLY
2 ) SCREEN AND PRINTER

PLEASE ENTER AND PRESS 'RETURN'
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If it is desired that the report data is to be displayed on
the monitor screen and printed copy of the data is nct required,
select Opt:on One--SCREEN ONLY, and press RETURN. However, If
printed copy is necessary, select Option Two, SCREEN AND PRINTER
and press RETURN.. ) ' e o

To complete the Reimbursement Claims and Parts III, IV and
IV of the VEDS Reports, copy the data from the sereen or the
printed copy to its appropriate position on the report form. The
name of the appropriate form as well as the position on the form
is provided.

Since secondary students in the sample data were enrolled

only in business classes, the table should appear as follows:

VEDS PART 111

RACIAL/ETHNIC AND SEX DESIGNATIONS
07.0000 : AI/AN : ASIAN : BLACK : HISP ¢ WHITE :

PART III TOTAL => 3

HANDICAPPED L.E.P. | DISADVANTAGED
LEVEL 9/10 => 3
LEVEL 11/12 => 0

The Jast screen for VEDS Part III displays the total for
this section. Sinee program areas other than 07.0000 were not
included in the sample data, this sereen is the same as the one
shown above, '
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The next screens after the VEDS Part III display data for
VEDS Part 1V for each of the C.I.P. Codes inecluded in the sample
data for which there is enrollment.

VEDS PART 1V (11/12 ONLY)

D S
==== === S S E=S=S=== =Z==z==z==

07.2305 + AI/AN : ASIAN : BLACK : 'HISP : WHITE :
—————————— R it et A ittt it T
MALE : 0 = 0 ) 1 : 0 :
---------- et ettt T S i ittt T T
COMPLETER : 0o 0o 1 0 : 0
----------- R ke R A il R SR EP Py R
FEMALE : 0 : 1 -0 s ) : 1
---------- R e ittt B B T
COMPLETER : 0 ¢ 0 N | -0 : -0

PART IV TOTAL => 4

R, . 1
HANDICAPPED L.E.P. DISADVANTAGED

S | 0 Sy
0 0 0

CO-OP STUDENTS => 2

VEDS Part V information is displeyed next. The following
screen shows the data from ihe sample entered earlier:

VEDS PART V
HAND. LEP DISADV.
PART 111 2 0 0
PART IV- 0 0 1
TOTAL 1 AND 2 2 0 1
MAINSTREAM NO SUPPORT 0 0 0
'MAINSTREAM SUPPCR 2 0 1
" SEPARATE 0 0 0
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The reimbursement claims information are reported next.
Part 11 of the claims report contains orientation level, (appro-
val code 3), course enrollment data and an unduplicated count of
special necds students eligible for claiming.

Part III of the reimbursement eclaims report contains train-
ing level, (approval code 1), data. As with the VEDS reports,
the information may be copied direectly onto the prepared forms
from the screen or the hardeopy print-out.

CLAIMS PART 11

15.0000

01.0000 => 6.0 => 0.0
03.0000 => 0.0 17.0000 => 0.0
04.0000 => 0.0 20.0000 => 0.0
06.0000 => 0.0 43.0000 => 0.0
07.0000 => 2.0 46.0000 => 0.0
08.0000 => 0.0 47.0000 => 0.0
09.0000 => 0.0 48.0000 => 0.0
10.0000 => 0.0 49.0000 => 0.0
12.0000 => 0.0 59.0000 => 0.0

: TOT. SP => 0.0
HANDICAPPED TOTAL => 2.0
L.E.P. TOTAL => 0.0
ECON./ACAD. TOTAL => 1.0
CLAIMS PART I11
PROGRAM CIP CODE TOT. ENR.
COMPUTER PROGRAMMING  07.0305 4
LEVEL 1 COURSES LEVEL 1 SP. ORG.
NON-COOP COOP NON-CCOP  COOP
3.0 2.0 3.0 0.0
PROGRAM . CIP CODE TOT. ENR.
GENERAL OFFICE CLERK  07.0705 : 1
LEVEL 1 COURSES LEVEL 1 SP. ORG.
NON-COOP -~ CCOP NON-COOP  COOP
1.0 0.0 0.0 0.0
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Upon completing the above screens, the following message is
displayed:

PRESS 'RETURN' IF ADULTS ARE TO BE RUN
ELSE PRESS 'ESC' TO END PROGRAM

You may try your hand at running the-adult data on the disk
or if you feel you have had enough practice, press the ESC key to
return to the "MICRO-VERS Reporting Feature" menu.
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CODES FOR COMPLETING THE STUDENT RECORD FORM

chool ID # -> Blank = Home School
- -001 - 999 = Assigned to Each Participating School
: Under Special Organization
ex => M = Male '
o = Female

F

rade Level -> 09 Ninth Grade

10 = Tenth Grade
11 = Eleventh Grade
12 = Twelfth Grade
30 = Adult
thnic/Race -> 1 = Ameriecan Indian/Alaskan Native
: - 2 = Asian/Pscific Islander
3 = Black, not Hispanic
4 = Hispanie
5 = White
/er-Age/Under-Achiever -> Blank or N = No
. : - : : Y = Yes

indicap Condition -> HO0l1= Mentally Retardcd
H02= Hard of Hearing
H03= Deaf
H04= Speech Impaired
H05= Visually Eandicapped
H06= Emotionally Disturbed
HO07= Orthopedically Impaired
H08= Other Health Impaired
H09= Deaf/Blind :
H10= Multihandicapped
Hl11l= Learning Disability

:rvice Code -> Handicapped: Use serviece codes 01 - 19 below

l= Equipment Modification _ 11= Adjusted Time

)= Facility Modification 12= Material/Curriculum Modification
}J= Reader, Interpreter, Note-taker 13= Special Equipment

k= Special Occup. Class or Program 14= Special Instructinnal Materials
»= Special Edue. Resource Services 15= Special Testing

i= Special Transportation Services 16= Paraprofessicnal, Teacher Alde
'= Remediai Math, English, Reading 17= Economie A551stance

}= Tutorial °erv1ces 18= Special Needs Coordinator

)= Extra Counseling; Voe. Cuidance 19= QOther

)= Job Placement and Follow-up 20= Bilingual Voe. lnstructor/VESL

sadvantage Condition -> L0l1= Limited English Proficienecy
~ D01= Lacks Reading Skills
D02= Lacks Writing Skills
D03= Lacks Math Skills
D04= Performs below grade level
D05= Economically Disadvantaged

'rvice Code -> L.E.P. ¢t Use service codes 07 - 20 above
D1°advantaged Use service codes 07 - 19 above
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VOCATIONAL EDUCATION STUDENT RECORD FORM

UDENT l-_!_'_I--l_—l_--l--l__l__lni__ B __I__I__I__I_—I—-I
ME => R T Y N U DU PN P S T VRN DUV N RN RN DRI DR DU DU P
HOOL ID. NUMBER -> =--{_—I-_=
el -
STUDENT 1.D.# -> | | | ( 1 1+ 1 | |
SR " [ (N R DR Y PR PUORY P
X -» || GRADE LEVEL -> | | |
ETHNIC/RACE -> {"}
e e
e T
. _;—. .' ;':Fy‘
VER-AGE /UNDER-ACHIEVER -> { =
HANDICAP COWD. -> I ”"17"1771 SERVICE CODE -> | | | 17 |
DISADV. COND. -> I__i— |__= SERVICE CODE -> 1__=__= =__|__=
e e . (. Lo e N P I D

'‘Codes for completing the above form on reverse side)
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Appendix

APPENDIX B
GLOSSARY OF TERMS

= Atedemicnlly Disadvantaged = Refers to persons who are two

¥onra below grade level in elither of the
ollowing:

- reading and writing skills

- methematical skills

If students arc disadvantaged for academic reasons
and limited English proficiency, they should be
cialmed as limited English proficiency, not both.
Oporationally, ncademically disadvantaged students
may be determined at the seccondary level by
reporting students enrolled in remedial programs

or performing below grade level on standardized
tests or falling a grade.

Adult Non~Credit Training Level Course = An adult course which

provides training level skills but is not part of
& program sequence, These courses have an approval
code of 6. All students are grade 30. Enrollment
;n these courses will be reported in VEDS Part
!!c o

Adult Non-Credit Training Level Program Q;An adult course whiceh

is part of a program sequcnce. These courses have
an approval code of 5. All students are grade 30.
Enrollment in these courses will be reported in
VEDS Part 1V,

Adult Student = An adult student who is enrolled in a non-

eredit course with an approval code 5, 6, or 7 and
is reported as grade level 30.

Alaskan Native or American Indian= A person having origins in

any of the original peoples of North America, or
who mainteins cultural identification through tri-
bal affiliation or community recognition.

Apprenticeship = Related courses for persons registered by

Federal or State government leading to journey-
wotker status. Apprenticeship courses receive an
approval code 7. All students are grade 30. (VEDS
Part 111) :

MICRO-VERS Usecr's Guide Page V-2

123



Appendix B Glossary of Terms

Asian American or Pacific Islander = A person having origins in

' ) any of the original peoples of the Far East,
Southcast Asia, the Indian subcontinent, or Pacif-
fe Islands. This includes, for example, China,
Japan, Korea, the Philippine Islands, Samoa, In-
dia, and Vietnam. -

.
tle

Black, not Hispanic = A perso~ having origins in any of the
: black racial groups of Afriea.

Contact Hours = The number of hours an adult course is to meet
: during a given term.

~ Contact Hours Claimed = The number of enrollments on the third
- session multiplied by the number of contact hcurs.

Cooperative Education C.I.P. Code = All students enrolled in an
S approved cooperative education program will be
assigned a 6 digit C.I.P. Code based on the train-
ing station placement. '

- Economically Disadvantaged = Refers to any of the following:

- Family income is at or below national poverty

: level

- Participant, parent(s), or guardian of the
participant is umemployed

- Participant or parent of participant is
recipient of publiec assistance

- Participant is institutionalized or under

State guardianship

If students are disadvantaged for ecconomie reasons
and limited English proficiency, they should be
claimed as limited English proficieney, not both.
Operationally, economically disadvantaged may be
determined by reporting students at the secondary
level who are participating in a free or reduced
lunch program, Aid to Families of Dependent
Children program or work-study program.

- Handicapped Student = A person who is eclassified in one of the

. following eleven handicap conditions, enrolled in
a vocdtional education program and has an
Individual Education Plan (IEP) as preseribed
under P.L. 94-142. Substantive evidence of a
handicapping condition must be on file either from
medical reccrds or, where appropriate, by psycho-
logical (and/or psysiological) diagnoses.
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- Deaf = Means a hearing impairment which is so
severe that the child is impaired in processing
linguistie information through hearing, with or
without amplification, which adversely affeets
educational performances.

- Deaf/Blind = Means concomitant hearing and vis-
val impairments, the combination of whieh causes
such severe communication and other developmental
and educational problems that they cannot be ac-
commodated in special cducational programs solely
for deaf or blind children.

- Hard of Hearing = Means a hearing impairment,
whether permanent or fluctuating, which adversely
affeects a child's educational performance, but
which is not included under the definition of
"deaf",

- Mentally Retarded = Means significantly sub-
average gecneral intellectual functioning existing
concurrently with defeects in adaptive behavior and
manifested during the developmental period, which
adversely affeets a child's educational per-
formance. :

- Multihandicapped = Means concomitant impairments
(such as mentally retarded/blind, mentally re-
tarded/orthopedically impaired, etec.), the com-
bination of whieh causes such severe educationel
problems that they cannot be accommodated in
special education programs solely for one of the
impairments. The term does not include deaf/blind
children.

- Orthopedically Impaired = Means a severe ortho-
-pedie impairment -whieh adversely affects a child's
educaticnal performance. The term includes im-
pairments cavsed by congenital anomaly (e.g.,
clubfoot, absence of some member, ete,), impair-
ments caused by diseases (e.g., poliomyelitis,
bone tuberculosis, ete.), and impairments from
other causes (e.g., cerebral palsy, amputations,
fractures or burns which cause contractures).

- Other Health Impaired = Means limited strength,
vitality, or alertness, due to chronie or acute
health problems such as a heart condition, tuber-
culosis, rheumatic fever, nephritis, asthma,
sickle cell anemia, hemophilia, epilepsy, lead
pcisoning, leukemia, or diabetes, adversely af-~
feeting a ehild's educational performance.
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Appendix B

Glossary of Terms

- Seriously Emotionally Disturbed = The term means
a condition exhibiting one or more of the follow-
ing characteristies over a long period of time and
to a merked degree, which adversely affects educa-
tional performance.

- An inability to learn which cannot be ex-
plained by intellectual, sensory, or health
factors.

- An inability to build or maintain satisfac-
tory interpersonal relationships with peers
and teachers.

- Inappropriate types of behavior or feelings

- under normal circumstances.

- A general pervasive mood of unhappiness or
depression. (continued on next page)

- A tendency to develop physical symptoms or
fears associated with personal or school pro-
blems.

The term includes children who are schizophreniec

or autistie. The term does NOT include children

who are socially maladjusted, unless it is deter-
mined that they are seriously emotionally dis-
turbed.

- Specific Learning Disability = Means a disorder
in one or more of the basic psychological pro-
cesses involved in understending or in using lan-
guage, spoken or written, which may manifest it-
self in an imperfect ability to listen, think,
speak, read, write, spell, or to do mathematical
calculations. The term includes such conditions
as perceptual handicaps, brain injury, minimal
brain dysfunetion, dyslexia, and developmental
sphasia. The term does NOT ineclude children who
have learning problems which are primarily the
result of visual, hearing, or motor handicaps, of
mental retardation, or of environmental, cultural,
or economie disadvantaged.

- Speech Impaired = Means a ecommunication dis-
order, such as stuttering, impaired articulation,
a language impairment, or a voice impairment,
which adversely affeets a child's educational
performance. .
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- Visually Handicapped = Means a visual impairment
which, cven with correction, adversely affects a
child's educational performance. The term in-
cludes both partially seeing and blind children.
- Hispanig¢ = A person of Mexican, Puerto Riecan, Cuban, Central
. : or South America, or other Spanish culture or
origin, regardless of race. '

- Initializing Disks = Before a computer can use a diskette, the

- diskette must be initialized. Initializing a
diskette erases all files from the diskette and
places a copy of DOS in tracks 0, 1 and 2.

-lelted English Proficiency = Member of a national origin mi-
nority who does ‘not speak and understand the Eng-
lish language in an instruetional setting well
enough to benefit from vocational studies to the
same extent as a student whose primary language is
English.

- Mainstream/Support = refers to a program conducted in an

- integrated setting, i.e., students having special
needs together with students not having special
‘needs. A student having special needs should be
reported -in this section if he/she participates in
a mainstream vocational education program in which
added support services are provided with voca-
tional funds.

- Maxnstream/No Support = refers to a program conducted in an

- integrated setting, i.e., students having special
needs together with students not having special
needs. A student having special needs should be
reported in this section if he/she participates in
a mainstream vocational education program in which
no support services are provided with vocational
funds.

- Occupatlonal Homemaking (20.0101) =. This program includes

: courses planned to provide experiences whiech will
provide males and females with the opportunities
necessary for the development of thec competencics
needed to successfully combine the oeccupations of
homemaking and wagc-earning.

= Occupational Program = A planned sequence of courses, services
) or other vocational education activities spec-

cifically associated with a 6-digit C.I.P. code,
designed to meet specific vocational objectives.
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Orientation Level Course = A ecourse approved at a level 3 whose

’ ~enrollment for funding purposes is restricted to
grades 9, 10, and 11. There is no limit on the
number of orientation level courses in which a
student may be eclaimed.

Over Age/Under Achiever = A student who has been enrclled in

: : high school for more than two school years and
does not carry an eleventh grade status may be
classified as an over aged/under achiever. If
such students are classified as disadvantaged
and/or handicapped and are provided a service,
they are eligible to be eclaimed in training level
courses, '

Potential Adult Completer = An adult student who is enrolled in
: an approved level 5 course and has finished a
Planned sequence of courses designed to meet a

occupational objeetive that tecaches entry-level
job skills,

Potential Program Completer = A grade 12 student in a level 1

: course who has finished a planned sequence of
courses designed to meet an occupational objective
that teaches entry-level job skills.

Recognition = Refers to the type of award (such as a certifi-

: ‘eaie) given adult program completers for comple-
tion of a defined sequence of courses, services or
activities designed to mecet a vocational objective
as defined in advance by the institution offering
the program,

Separate Settings = Refers to a program in whieh the person
with special needs is enrolled at a regular school
or separate institution in a vocational education
program where enrollment is limited to handicap-
ped, limited English profieciency or disadvantaged
persons. Includes all students in the following
C.I.P. Coded program: 59.0106 (VEDS Part V, Sec.

Secondary Training Level Course = An approved level 1 course

- " which is specifically associated with a 6~-digit OE
code and is designed to mect specifie vocational
objeetives, Enrollment for funding purposes is
restricted to grades 11 end 12.

Turn-Around Document = Portion of the the Loecal Plan for

: - Vocational Education which is used for approval of
vocational programs and courses. Form 15-72,
Formerly referred to as Form VE-4 and VE-6.
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- Unduplicated Count = Means an individual is reported in only
. one program regardless of the number of programs
in which he or she was enrolled during the year.

VEDS = Vocational Education Data System. Annual report re-
T ‘quired of each local education ageney who recceives
Federal funds for vocational education. )

Varlable Contact Hours = The number of hours each individual
student is in attendance during a given term.

Varlable Contact Hours Claimed = The total number of actual
ccntact hours for all enrolle gudents during a
given term. L azg.

-~ -

White, not Hispanie = A person haVInv orxglns in any of the

original peoples of Europe, North Afrlca, or the
dedle East. .
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APPENDIX C
RESOURCES

Handwang_nggumgnis

Apple Computer Inc., Apple 1L Beference Manual, Cupertino,
Ca: 1980.

Apple Computer Ine., Applesoft 1[ Enggnammlnz Beigngngg
Manual, Cupertlno, CA 1980.

APPMBComputer Ine., Applesoft 1L Tuignlal Manual,
Cupertlno, CA: 1980.

4, Apple Computer Ine., The DOS Manual, Cupertino, CA: 1980.
5. Osborne, Apple 1l User’s Guide, MeGraw Hill, Berkeley, CA:
. 1981. : , .
lllingis_SLQLQ_ngnd_gi_Edugaiign_Dggnmgnis
1. Bandbook for Voecational Education Enggnam Elgnnlna, Spring-
f1e1d,IL 1980.
2. lnsiLugilgnq for Forms ISBE 21-01, Sgggndany Level Pregrams,
Vocational Lducation Data System Report, Springfield,
IL (Annual Rev151ons)
3. IHEILLQILQBE for Forms ISBE 21-05, Adul)t Level Programs,
Vocational Education Data System Report, Springfield,
IL (Annual Rev181ons)
4, Local District Plan for Voeational Education, Springfield,
IL (Annual RevxslonsL
5. Rules and Regulations for the Administration of Mggailgnal
' Enggngmg, Sprxngfxeld IL 1980.
6. Vocational TdLQﬁlLQn for Handicepped, Limited Epglish Pro-
' {égfgngx and Disadvantaged Eensgn , Springfield, IL:
8
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;llingis_SLalg_Bgnxd_gi_EdunﬁLiQn_Egnsangl

Compliance Reports Seection

Department of Adult, Vocational and Technical Education
100 N First St. ' '

Springfield, IL 62777

(217) 782-7084

Thomas Swoik, Manager

Mary Ann Merano, Occupational Information Systems
Terry Brown, Auditor

Roy Threlkeld, Auditor

Bernice Young, Auditor

Program Approval & Evaluation Section

Department of Adult, Vocational and Technical Education
100 N, First St. ' : .
Springfield, IL 62777

(217) 782-4876

John Klit, Manager
Fran Boyd, Assistant Manager

Regional Vocational Administrators
Chicago Publie Schools:

Ed Palmer

201 N. Wells

Suite 1220

Chicago, IL 60606

(312) 793-2708

Suburban Cook & Lake Counties:
Bonnie Maguire

5625 Elm St.

Lisle, IL 60532

(312) 968-75517

Region I:

Robert Wolanin
145 S. Hill
Roselle, IL 60172
(312) 894-3932
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Region II:

. Philip Baird
1906 21st Avenue
Sterling, IL 61081
(815) 625-9115

-Region III:
Kathleen MNicholson
34 Indian Trail Road
+ Macomb, IL 61455
’ (309) 837-1416

CLF Region 1IV:

e Kenneth Knell
: Box 317
Mahomet, IL 61853
(217) 586-4551

Region V:

Bernard GQuigley

Department of Adult, Vocational and Technical Education
100 N. First St. ’ :

Springfield, IL 62777

(217) 782-4876

Region VI:

. Harold Finn

N 601 N. 18th St.
Mt. Vernon, IL 62864
(618) 242-1676
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Appendix C Resources
. . MICRO-YERS Project Contracfors

VESCCM Associates, Ine.

Box 135-H :

Bruce Cirecle Dr.

Lockport, IL 60441

(815) 838-5710

James MNaylor

Conard White
A\
" -
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