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Overview 

The ADE state coordinator sets up all of the projects in the system, and assigns program field 
staff to the projects. Program field staff enters in the information about the families participating 
in the program, along with their application and enrollment information. Program field staff also 
enters information on participant attendance, assessments, and outcome. 

Before You Start 

A participating child may need to be entered into SAIS before they are added to an Even 
Start/Family Literacy program. 

Searching for SAIS ID 

SAIS is available via ADE’s Common Logon. If you do not have Common Logon access, or do 
not see a link for “SAIS ID Number Search” on your menu of Common Logon applications, 
contact your local site coordinator to request this access.  
 
If you do have access, but do not already know how to look up a student’s SAIS ID, please 
refer to the following document located on ADE’s web site: 
http://www.ade.az.gov/schoolfinance/STaR/SAISInfoSeries/5InfoAboutSAISIDs.pdf 

Notes related to the “SAIS ID Number Search” 

� We recommend entering the minimum information into only those fields which are required 
when beginning a search. 

� Be aware that the “SAIS ID Number Search” will only return results if the information 
entered exactly matches data that currently resides in SAIS. Example: Information relating 
to the required fields is listed in SAIS as Smith, John, 06/01/1995. Only an exact match has 
the potential to return a SAIS ID. Any variation on name (Jon, Johnny), spelling (Smyth, 
Smithe) or date of birth (01/06/1995) will result in failure to return the correct SAIS ID. 
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� It may be necessary to enter additional demographic information to identify a student’s 
SAIS ID when using the “SAIS ID Number Search” should the required information result in 
multiple matches. 

 
To minimize the chance that SAIS will assign a second SAIS ID to a student, those who 
submit data to SAIS are asked to take all necessary steps to identify SAIS IDs for students 
who are likely to have been assigned one before submitting transactions to SAIS. When 
enrollment and personal information transactions that do not contain a SAIS ID are submitted, 
any difference between the submitted demographic information and the demographic 
information existing in SAIS for a student increases the possibility that a second SAIS ID will 
be generated and assigned. 
 
It is also important to understand that students who are thought not to have a SAIS ID, such as 
those who are new to Kindergarten in a particular school or who are transferring from out of 
state, may actually have one. Under all circumstances, please check records carefully, 
determine if a student has ever been enrolled in school in Arizona, and follow the steps 
outlined in this document to identify the SAIS ID should one have been assigned. 
 
For additional assistance with SAIS, refer to the information on this page: 
http://www.ade.az.gov/schoolfinance/star/ 
 

Adding a New Family and Application 

Search for Existing Records 

From the Even Start and Family Literacy home page, mouse over the Application tab, and then 
click Search/Add New. The tabs are always present at the top of the screen for navigation 
through the functions of this system. 
 

 
 

� Before adding a new family and application, search to see if they have already been 
entered into the system.  

� Choose a project from the list to search. Fields can be filled in to narrow the search list, 
or can be left blank to see all families for the project.  

� You will only see projects on the list which the state coordinator has assigned you to 
use. If a needed project is missing from your list, contact the state coordinator. 

� A search can be done by either an adult or child’s name, using the Person Type 
dropdown to specify which you are searching by. 

� Click the Search button to initiate the search. 
� There may be more than one page of listings. Click the numbers at the bottom left 

corner of the list to view the other pages. 
� Click column headings to sort. 
� Click on the Application link to view family information and program application. 
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� If an existing record for the family cannot be found, select the project to add the family 

to, and then click the New Application button.  
� The new family record that you create will be attached to the project that was selected 

on the search screen. 
 

 
 
 

Add a Family 

� Fill in all of the fields on the top half of the Family screen. 
� Set the values in the drop-down lists as appropriate for the family.  
� Check off boxes for any applicable assistance program the family is currently receiving.  
� Click the Save Family button.  

Choose from 
Projects 

If not found in 
Search list, create 
a New Application 

Click to initiate 
search. 

Can search by 
adult or child 

To view family 
details 

Click for 
additional pages Click column 

headings to sort 
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� You will see a red confirmation message that the family has been assigned an ID 
number. 

 

Assign a Site 

� Pick from the list and click the Add Site button to add a site assignment for the family. 
More than one site can be added.  

� This assignment is crucial for recording program attendance and assessments, as you 
will not be able to record attendance for the family unless a site has been assigned. 

� All sites associated with the project display in the dropdown for site assignment. 

Change 
as needed 

Fill out fields 
on top half 
before saving 
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Add Family Members 

� In the bottom half of the screen, add the information about the primary adult in the 
family first. 

� Indicate whether this family member will be actively participating in the program by 
clicking the box. You will then be able to select from programs. 

� Click the Add Member button. 
� Continue to add all other family members in the same manner, whether they are 

currently participating or not. 
� Adults and children are to be added, setting the Person Type as appropriate. 
� As you add additional family members, the Last Name and Initial Fiscal Year fields will 

retain previously saved values to speed up data entry, but can be edited as needed. 
� You will see a red confirmation message as each family member is added. 

 

Pick from list 
and add site(s) 
to the family 

Confirmation 
that the family 
has been saved 
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Input the Primary 
Adult, then click 
Add Member 

The Primary Adult has 
been added. 

Set up any children and other 
family members before placement 
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� To view the list, click the View All Family Members tab on the bottom half of the screen. 
� From this list, you can edit basic member information, or delete. 

 

 
 

Update Details on Family Members for Application 

 
More details are needed on the Primary Adult to complete the application. 

� Click the Primary Adult tab. 
� Fill in additional details, such as address, phone number, gender, and education level. 
� Use the dropdown boxes to indicate Economic Conditions, as appropriate. 
� After adding as much detail as possible, click the Save Primary Adult button. 
� A red confirmation message will be displayed at the bottom left of the screen. 

 

List of family 
members 

Edit or Delete 
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All other adults not listed as primary can be updated from the Secondary Adult tab. Updates to 
the Secondary Adults are done in the same manner as Children updates. 
 
To add more details to any children’s records, go to the Children tab. 
 

 
 

� Click on the green square with an arrow by the child’s name to view details. 
� In the expanded detail view below the list, click the Edit button to update information for 

that child. 

Click the Primary Adult tab 
to add application details. 

After filling in as many 
details as possible, 
Save changes. 

Click the Children 
tab to add or update. 
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� In edit mode, select the child’s gender from the list, and fill in the Child Group, and the 
SAIS ID if available. The Child Group is needed on all participating children for Eligibility 
and Placement. 

� Changes can also be made to any fields displayed, as needed. 
� Click the Update button to save changes. 

 

 
 

� The family and application have now been created. 
� To indicate eligibility and placement for the family, click the Family tab. 
� If enough information is known to make an eligibility and placement decision, go to the 

Family tab, and click the Eligibility & Placement button. 
� Eligibility & Placement can also be accessed from the Add/New search screen at any 

time. 

Click to view 
Child details 

Click to Edit 
details 

Add details, 
such as SAIS 
ID & Child 
Group then 
click Update 
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Eligibility and Placement 

Information from the Family and Primary Adult tabs of the application will be shown at the top 
portion of the Eligibility & Placement screen. 

� All Eligibility and Placement fields are required to be filled in before saving. 
� A red error message will display by the field if it is not filled in when saving. 
� An eligible family must include at least a primary adult and 1 participating child. 
� The Child Group must be filled in on all participating children to complete the family’s 

Eligibility and Placement. 
� Click the Save button when all fields are completed. 

 

Return to the 
Family tab 

Click the Eligibility & 
Placement button 
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� A red confirmation message will display when all fields are complete and have been 
saved. 

 

 
 

� If you see a message that an eligible family must include 1 participating child, return to 
the Application, and either add a participating child as a family member, or edit the child 
from the View All Family Members tab to indicate their participation. 

 

Fill in all open 
fields before 
clicking the Save 
button. 

There is a 
confirmation 
message 
when saved 

Click the 
Application button 
to review/edit 
details 
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� If you see a message that not all children have been assigned an age group, return to 
the Application, click the Children tab, and update all participating children’s records. 

 

 
 

Programs 

 
To log the family’s program participation and progress, mouse over the Program tab at the top 
of the Even Start and Family Literacy page. Three areas can be accessed, program 
attendance, assessments, and outcome logs. 
 

 
 

Mouse over 
the Program 
tab to access 

Go back to the 
Application to 
fill in needed 
information 

Go back to the 
Application to 
fill in needed 
information 
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Attendance 

� Program attendance can be logged for all family members participating in the program.  
� Adult and child attendance is recorded separately. 
� Select a project and site to view participants.  

 
 

 
 

� The list of participants may span more than one page. Click the page numbers in the 
bottom left corner under the list to view additional names. 

� You must select the Fiscal Year and Reporting Month to view or add attendance for the 
Project and Site selected. 

� Attendance at different sites, during different months and years, is recorded separately. 
� Click the “Select” link on the line of the person’s name that you want to add Attendance 

details for. 
� If you do not see the participant on the list, go back to the application and add the site to 

the Family tab. 
 

 
 

Select Fiscal Year, & 
Reporting Month to view 
or add attendance  

Click Select by 
the person you 
want to add 
attendance 

More names 

Select Project and 
Site to view a list of 
participating people 
for the site 
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� The selected person is indicated in bold purple text on the list. 
� Click the Add new attendance link to record attendance information for the project, site, 

fiscal year, and reporting month selected. 
 

 
 

� Applicable program(s) will be shown in the right column. 
� Enter the number of hours attended. Hours can be recorded with 2 decimal places. 
� Click the Submit link to save. 

 

 
 

Selected person 
is shown in 
purple. Click 
Add new 
attendance to 
record details. 

Enter program 
attendance hours, and 
click Submit to save. 
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� A red confirmation message will display when attendance has been saved. 
 

 

Assessment 

 
 
From the top of the Even Start and Family Literacy page, mouse over the Program tab, and 
then click Assessment. 

� Select the Project and Site from the lists. 
 

 
 

� There may be more than one page of names on the list. Click the numbers at the 
bottom left of the list to view the additional names. 

� Only participating adults are listed for assessment. 
� Click the Select link on the same line as the participant’s name to see all current 

assessments and add new assessments for Adult Education or Parent Education. 

Confirm 
saved 

Select the 
Project and Site 
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� The selected person is indicated in bold purple text on the list. 
� Tabs below the list of names contain assessment information for Adult Education and 

Parent Education. Click the appropriate tab to add or view assessments for the selected 
person. 

� Click the Add new assessment link to record assessment results. 
� Entering and editing assessments on the Adult Education and Parent Education tabs is 

not the same. 
 

 
 

Click tab then 
Add new 
assessment 

Select the 
person 

Selected 
person is 
purple 

More pages 
of names 

Each 
assessment tab 
is different 
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� Add Parent Education assessment information and scores. Score can be recorded with 
1 decimal place. 

� Click the Submit link to save. 
 

  
 

� A red confirmation message will display when assessment has been saved. 
� Click the Edit link to change basic information on the assessment. 
� Click the Select link to edit the assessment scores. 

 

 
 

Enter assessment 
results 

Click Submit 

Link to edit 
assessment 

Confirmation 
message Link to edit 

scores 
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� Click the Edit link to change the assessment’s Date Taken. Fiscal Year is automatically 
generated from the Date Taken. 

� Click the Update link to apply the changes. 
  

  
 

� Click the Select link to edit the assessment scores. 
� Click the Submit link to apply the changes. 

 

 
 

� From the Adult Education tab, there is also a link to Add new assessment. 
� Fill in all fields before clicking the Submit link. 

 

  

Link to submit 
edited scores 

Add new 
assessment to 
Adult Education 

Link to apply 
changes 

Submit 
assessment 
results 
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� Click the Edit link to change any of the information about the Adult Education 

assessment. 
 

  
 

� Click the Update link to save changes. 
 

  
 

Outcome 

 
 
From the top of the Even Start and Family Literacy page, mouse over the Program tab, and 
then click Outcome. 

� Select the Project from the list to search. 
� Fields can be filled in to narrow the search list, or can be left blank to see all adult 

participants, partial names can be entered. 
� Click the Search button to filter the list. 
� There may be more than one page of names on the list. Click the numbers at the 

bottom left of the list to view the additional names. 
� Only participating adults are listed for Outcome. 
� Click the Select link on the same line as the participant’s name to view previous or add 

new Outcome entries. 

Edit 
assessment 
results 

Update to 
save 
changes 
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� The selected person is indicated in bold purple text on the list. 
� Click on the Add new outcome link in the right column. 
� Enter outcome details, choosing a Description from the list, entering a Date Obtained, 

and any Comments. 

Select Project 
Click Search 

Select the 
person 

Additional names 
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� Enter details on the participating adult’s Outcome. 
� Click the Submit link. 

 

 
 

Add new 
outcome for 
selected person 

Enter outcome 
details and Submit 
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� A red confirmation message will display when outcome detail has been saved. 
� If there is more than one Outcome record logged, the other items will be under 

successive page numbers instead of listed down the column. Click the numbers under 
the Outcome detail to view other outcomes. 

 

 
 
 

� To return to the Common Logon Application Menu, click the “Common Logon” link at the 
top right corner of the screen.  

� This link is always available at this location on the screen, no matter where you are in 
the Even Start / Family Literacy Online System. 

 

 

Click numbers to 
view other 
Outcome records 

Confirmation 
message 

Common Logon 
Application Menu 


