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Data Integrity Reports (DIR) Required Items

You can use many reports in ASAP to verify and identify where corrections are needed for 
both the TOPSpro Enterprise (TE) NRS DIR and CAEP DIR items.
Item numbers 1-9 are required data collection elements for both the NRS DIR and CAEP 
DIR. Students missing information in these items could affect your outcomes and payment 
points.
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Data Integrity Reports (DIR) Items, Cont.
Item numbers 10-22c reflect totals in your database which may include items missing key 
information such as Barriers, HSE/HSD on update records, or possible attendance Period 
of Participation (PoP) issues due to missing attendance.
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DIR 1 & 3-6e 
ASAP Export TOPS Report
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• Missing Demographics
• Missing demographic items can be identified in ASAP before creating the Dem_5050 export 

by using the Demographic Information link on the Export TOPS Report screen.



Demographic Information Link
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• This is an example of the excel report you get from the Demographic Information 
link.  Students missing data in the highlighted fields will show up in your counts on 
the NRS and CAEP DIR reports.  This report can help you identify records to 
correct before you do your exports into TE.



DIR 2-2b 
Verify < 12 Attendance Hours
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• Less than 12 hours 
• Class Enrollments With Hours and Home School Attendance Report allows you to 

identify and verify students with Zero or <12 hours 



Class Enrollments With Hours 
and Home School Attendance
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• This is an example of the Class Enrollments With Hours and Home School Attendance Report with 
attendance options 0 and 1-11 checked.  This report may also be useful to spot missing attendance for students 
who staff or instructor feel has been attending regularly but attendance hours seem low. 

• In this example, a high school diploma student can earn 1 credit after at least 12 hours of instruction.  This 
student earned 5 credits but only has 7.5 hours of attendance.  This is a flag for potential missing attendance.



Missing Attendance Report
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• It’s possible attendance has not been reported

You can “clean up” 
this report by 

Excluding a class 
meeting date in the 

Class Details 
“Schedule” Tab



Exclude a Class Meeting
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DIR 8-9
Imported CASAS TOPS Tests
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• No Pretest/Post-test 
• If you import CASAS tests into ASAP, instructors will have a quick way to see the students’ 

test scores and, they can also help identify students who do not have a pretest or post-
test. Since the tests are tied to the student ID number, the students’ test scores will show 
for any class they are enrolled in.

• The Imported CASAS TOPS Tests Scores report located under the Custom Query tab 
may also be helpful for staff to determine post-tests needed. This report will show all test 
scores imported to ASAP within a selected date range. Exporting to excel allows further 
filtering to see if students have pre and post tests within that date range.



Other Ways to Find 
Imported Test Scores
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Class Detail
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• I want to > Manage CASAS TOPS > Class Test Score
• lists test scores even if taken outside of your class



Student Detail
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1. Test Scores tab (bottom half of 
student detail screen)

2. Change “All Test Results..” to 
“CASAS Tests”

1
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DIR 9-9b 
Post Test Eligible Based on Hours 
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Pre and Post Testing. Use the Attendance Summary By Student in Course Group report to see 
the total attendance hours across all classes a student has taken to help determine when to post 
test the student. Located under Custom Queries tab.



Attendance Summary By Student 
in Course Group
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• This report example shows students with attendance in multiple classes but notice the Total 
Hours column sums all hours across all classes for the selected date range and time period.



DIR 12a & 13a
Passed HSE & Earned HS Diploma
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• Custom Query Reports:
Students who earned an HSE and which test within selected date range
Customers w/Diploma Date within selected date range for Customer group

• If you enter HSE and HSD completions in ASAP, you can print out a list of your students earning their HSE/HSD to 
compare/verify the count to your TE data and payment points.  Enter the Diploma Date and HSE Date/ Test 
Passed into the student ASAP record and generate the two reports above.

• To enter these dates in ASAP, you may need to change the edit form from your default form to an “Office Use Only” 
to see the completion date fields for input.

• For payment points, in ASAP, make sure you have marked the earning of the HSD or HSE education results on the 
Update record before export.  Also, marking the Instructional Level ASE High (Level 6) will ensure a Payment Point 
for both HSE/HSD and Literacy Gain if one is not achieved with testing.



DIR 14-15b
Periods of Participation
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• Periods of Participation Items
• Verify these items using the Periods of Participation Report located under the Miscellaneous report tab.  You can 

select your look back date and the number of days absent to get a list of students approaching 90 days absent. 
This report could also be a tool to identify any missing attendance if you see students on here that should not be.



DIR 17 & 18
TOPS Goals Assignment
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• Goals. If you prefer to assign student goals individually or in bulk by class in ASAP, Primary and 
Secondary Goals can be assigned from the class detail screen using “I want to: Manage CASAS 
TOPS” and then TOPS Goals.  Goals can also be assigned during the Entry Record import 
using the TE Import Wizard.



ASAP Export TOPS Report
Missing Class Updated Data
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A new option on the Export TOPS Report screen is a check box that will allow you to generate an excel 
spreadsheet to see which class and students are Missing Update data.  
**Please note that if you do not check the box for Students with Att Hours Only, you will get a list which will include 
the zero hour students as well.



Missing Class Updated Data
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• This is an example of the report generated from the Missing 
Updated Data link in excel format showing the course name, 
course number, student name, ID number, and enrollment status 
to clearly identify who needs an update record. 



CAEP DIR
No CAEP Program Enrollment
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The CAEP DIR has a few more items than the NRS DIR specifically related to students not 
enrolled in one of the 7 CAEP programs (items 23b-27b). These items are also shown in the 
Summary Information area of the DIR.
There are valid reasons why some of your students might show in this “dropped” CAEP field –
i.e., students that you have assigned to “Other” Instructional Program would be one reason.  



Assign Courses to a WIOA Group in ASAP
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However, in the previous example with 431 students not enrolled in a CAEP program, this 
high number could also be indicating that one or more courses are not assigned in ASAP to a 
WIOA Instructional Program.  All courses need to be assigned to a WIOA program in ASAP so 
they will import to the correct TOPS Instructional Program in TE.

The Courses by Course Group 
report will allow you to see your 
courses and what course groups 
they are assigned to. Export the 
report to excel to be able to 
manipulate the spreadsheet to filter 
for the WIOA course groups only to 
see if courses are assigned 
correctly.
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Thank you for attending.

Contact emails: kawamuras@mdusd.org jmiller@wccusd.net
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