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Introduction

The Educational Monitoring Assistance and Compliance (EMAC) application supports the monitoring of educational
programs as required by state and federal programs. The authority for this enforcement can come from legal statutes,

requirements for accepting funding, or through alternative agreements.

1. Dashboard

When logging into the EMAC application as a specialist or super user, the first page to appear is the dashboard page.

This page summarizes the ongoing monitoring activities for each specialist and their assigned tasks.

DASHBOARD

s EMAC Program Area = Monitoring Program  Schedule Manager = Communications ~  Schedule Views ~

Document Archive ~

Reports ~ Q 9

Hi, 21CCLCSUPEFUSET ‘our monitoring dashboard.

& ./ 4 &
Data Collection - Not Started Evaluation - Not Started 62 Determination - Not Started 34 Onsite
Data Collection - In Progress. 6 Evaluation - In Progress 2 Determination - In Progress 0 Overdue
Data Collection - Action Required 8 Evaluation - Completed 0 Determination - Completed 1 Corrective Action
Data Collection - Completed 1 Evaluation - Accepted 6 Determination - Accepted
Evaluation - Not Accepted 6 Determination - Not Accepted
%) My Recent Activity / 7 Days ® Task Communications Last 7 days /

21st CCLC Site ation Report Task 04/03/2022
LC site Evaluation Report Task 03/29/2022 g

No data available in last 7 days.

21st CCLE Site Evaluation Report Monitoring Program 03/29/2022

M Tagged Tasks / F]

BA Demo DCT - Program Objectives

View more >

Y= Submitted Tasks Last 7 days

Task Submission

1.1 DASHBOARD: ALERTS

XQ

Alerts provide a reminder to the user regarding recent task activities and communications.
A Alerts X

Dismiss all

®© Overdue Primary
OCT-1-DCT - Chandler Unified District #80

November 3rd 2020, 7:00 am

®© Overdue Primary
19-01-DCT - Chandler Unified District #80

November 3rd 2020, 7:00 am
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1.2 DASHBOARD: SUMMARY LINKS

This section of the dashboard dishes a snapshot look at all of the current tasks assigned categorized by the task type
and status. Select the number next to the status to view a list of these tasks.

= v 2 ® o
Data Collection - Not Started @ Evaluation - Not Started €2 Determination - Not Started 4 Onsite 56
Data Collection - In Progress 6 Evaluation - In Progress 2 Determination - In Progress 0 Overdue
Data Collection - Action Required 8 Evaluation - Completed 0 Determination - Completed 1 Corrective Action
Data Collection - Completed n Evaluation - Accepted 6 Determination - Accepted
Evaluation - Not Accepted 6 Determination - Not Accepted

LIST OF TASKS NOT STARTED

Program Area ¥ Monitoring Program  Schedule Manager ¥ Communications Schedule Views ~ D e

¥= Not Started

Search... Q
Drag a column header and drop it here to group by that column
Monitor Program 8 Cycle 8 EdOrg 8 Task Name 5 Start Date ¢ End Date  } Task Type & Status 8 Onsite Visit ¢ Actions
Highly Effective Schools Cycle 1 Chandler Unified District #80 (4242) Data collection Task 1 07/05/2020 08/04/2020 Data Collections (o) (N0 ] H
Highly Effective Schools Cycle 1 GPS Global Academy (91209) Data collection Task 1 07/05/2020 08/04/2020 Data Collections (e (No ] H
Test1 Cycle 2 Alhambra Elementary District (4280) €2-01 Review of Statement of Assurance 08/21/2020 08/21/2020 Evaluation [Not Started| [(No ]
Test1 Cycle 2 Alhambra Elementary District (4280) Cycle 2 Determination 06/15/2021 06/15/2021 Determination [Not Started| (No ] H

1.3 DASHBOARD: MY RECENT ACTIVITY
The items that you have opened or modified in the last 7, 15 or 30 days will appear on this list. Each item on the list is a
link to open the item.

‘D My Recent Activity 7 Days

Targeted Support and Improvement (TSI) Monitoring Program 10/30/2020
ESEA Programmatic Monitoring Monitoring Program 10/30/2020
Cycle 2 Determination Task 10/30/2020
Abraham Lincoln Preparatory School: A Challenge Foundation Academy
C2-01 Review of Statement of Assurance Task 10/30/2020
Abraham Lincoln Preparatory School: A Challenge Foundation Academy

C2-01 Statement of Assurance Task 10/30/2020

Abraham Lincoln Preparatory School: A Challenge Foundation Academy

Test1 Monitoring Program 10/30/2020
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@ EMAC

1.4 DASHBOARD: TAGGED TASKS
When the user tags a task in the detail page, it will then appear on this list until you remove it. Each item on the list is a
link to open the task details.

A Tagged Tasks o
| Provide documentation | .
Task Details
Alhambra Elementary District
DETAIL PAGE — TAG A TASK
o c -
Alhambra Elementary District (4280) =
®
Provide documentation #141
Program Area Monitoring Program Cycle Fiscal Year Task Type
Educator and School Demo Monitoring Cyclel 2021 Data Collections
Excellence Program
Assigned On: 9/29/2020 Last Modified On: 9/29/2020 1:50:13 PM Staff Assigned:
IsOnsite Visit: @ Original Start Date: 9/28/2020
g kym Dillard [ Primary ]
Onsite Visit Time: 08:00 AM - 05:00 PM Current Start Date: 9/28/2020
Data Collection Method: Onsite Visit Original End Date: 11/27/2020

Current End Date: 11/27/2020

1.5 DASHBOARD: TASK COMMUNICATIONS
The last seven days of task communications will appear on this list if you are a primary or secondary staff assigned to the
task. Each item on the list is a link to open the communication item.

&

® Task Communications Last 7 days

C0-01 Statement of Assurance - Alhambra Elementary District s
By EmacTitleOne User - 09/23/2020 02:06 pm

Testing After UAT Release

View more ?

1.6 DASHBOARD: SUBMITTED TASKS

When the EdOrg submits a task for ADE to review it will then appear on this list. Each item on the list is a link to open
the task details.

p

7= Submitted Tasks Last 7 days

No data available in last 7 days.

View more >

6|Page



1.7 DASHBOARD: USER SETTINGS

1.7.1 ADE Email Notifications and Alerts
Select User Circle/User Settings on the top menu bar. This will only apply to the active user (not a global
setting).

nt Archive ~ Reports ~ ﬂ 9

& Denise Hayden

B Denise.Hayden@azed.gov

as User Settings

Use the edit button in the actions column to turn your ADE email notifications and alerts on/off.

= Settings

B Notificati . .
S Email Notifications

[ Dashboard

System Email Notification Contact Type Is Active Action(s)
Closed School Update Primary
Closed School Update Secondary

= Settings

BE  Notificati . cpe e
S Email Notifications

[ Dashboard
System Email Notification Contact Type Is Active Action(s)

+ Update
Closed School Update Primary |s Active
® Cancel

If there is a o next to the notification, the setting has been turned off by your program area.

System Email Notification Contact Type Is Active

Closed School Update Primary ON ;)

1.7.2 Dashboard Features
Modify your dashboard view by turning on/off dashboard features.

Settings

o

Notifications

CJ Dashboard Features

Dashboard Feature Is Active Action(s)
My Recent Activity (]
Task Communications ]
Submitted Tasks L]
Tagged Tasks °
Banner Announcements L]
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2. Calendar

For the tasks assigned to each specialist, the calendar will show these tasks on the task start date. There are two
calendar page views, Summary and Detail.

SUMMARY CALENDAR PAGE

The summary view consolidates the tasks by cycle. Select the link to view the list of tasks.

EMAC Calendar Communications Schedule Views ~ g e

@8 Calendar View of Tasks/Onsite Visits

Monitoring Program: Cycle:

Education Organization(s): Staff Assignment:

All Programs elect Cycle Select Education za

Primary X

~a

- pel
Summary View : Calendar items have been grouped by date, monitoring program, cycle and task type. Select the link to view the list of tasks related to each item.
Today <« > & November, 2020 Day Week Work Week
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
25 26 27 28 29 30 31

New-MP-NotAssignedtoEdOrg - Cycle0 - Data Collections - Count(1) &

19-OCT-MP-TEST-01 - Cycle - 11-Monitoring Program - Cycle0
[Data Collections - Count(1) X - Data Collections - Count(1) &

New-MP-NotAssignedtoEdOrg - New-MP-NotAssignedtoEdOrg -
[Cycle0 - Data Collections - ycleO - Data Collections -
19-OCT-MP-TEST-01 - CycleO - New-MP-NotAssignedtodorg - jcount( X ount(1)
Data Collections - Count(1) & ycle0 - Data Collections - New-MP-NotAssignedtoEdOrg -

ount(1) X [Cycle0 - Data Collections -

New-MP-NotAssignedtoEdOrg -  |count(3) -4

ycle1 - Data Collections - New-MP-NotAssignedtoEdOrg -

ount(2) X [Cycle3 - Data Collections -
Count(2) X
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DETAIL CALENDAR PAGE

The Detail view displays each task assigned to you. The calendar will show the task on the task start date and on the
task end date. Select the link to view the details for that task.

Calendar Communications Schedule Views ~ Q 9

@ Calendar View of Tasks/Onsite Visits

Monitoring Program: Cycle: Education Organization(s): Staff Assignment:
All Programs Select Cycle Select Education Organization(s Primary X
\
Today < * (& November, 2020 Day Week Work Week
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
25 26 27 28 29 30 31

new-Schedulelevel-task - Chandler Unified District #80 (4242)
19-01-DCT - Chandler Unified Cycle0-DCT-02 - Chandler 0ct29-DCT-02 - Chandler
District #80 (4242) Unified District #80 (4242) Unified District #80 (4242)
19-02-DCT - Chandler Unified Cycle3-DCT-New-OCT29 -
District #80 (4242) handler Unified District #80
Cycle0-DCT-01 - Chandler 4242)
Unified District #80 (4242) Cycle3-DCT-New-OCT29 -

Cycle0-DCT-01 - Chandler Alhambra Elementary District
Unified District #80 (4242) 4280)

Cycle0-DCT-01 - Alhambra QA T 5 = Al e
Elementary District (4280) [Elementary District (4280)

New-oct29-DCT - Chandler

Unified District #80 (4242)
0ct29-DCT-02 - Chandler

Unified District #80 (4242)
Cycle0-DCT-02 - Alhambra

[Elementary District (4280
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3. Communications

This is a view of the EMAC communications for each EdOrg.

Program Area ~ Monitoring Program  Schedule Manager ~ Communications ~

EdCrg Phone/Task Communications

[ EdOrg Communicatic

EdOrg Email Communications

® [} O

Edorg Letters

3.1 EDORG PHONE/TASK COMMUNICATION

View a list of EdOrg phone and task communications by selecting Communications/EdOrg Phone/Task
Communications from the top menu bar.

Monitoring Program  Schedule Manager ~ Communications ~

EdOrg Phone/Task Con@

|Cat|c & EdOrg Email Communications

B Edorg Letters -

[1 EdOrg Communications

EdOrg Start Date End Date Communication Type

Alhambra Elementary ~; 9/1/2020 &= 4/15/2021 i) All

District(4280)

Add Phone Communication / Search... Q

\Drag a column header and drop it here to group by that column
EdOrg : Date : Time : Type : Title : EdOrg Contac... 2 Related Task : Actions‘/
Alhambra Elementary Task Level Hello Staff........ - QA Provide (
o 09/30/2020 N/A - ) N/A ) e
District(4280) Communication Testing Purpose documentation
Alhambra Elementary Phone . 1
L 09/23/2020 3:.03PM L Follow up call Charlie Brown N/A (i}
District(4280) Communication
.
Filters:

EdOrg: Select one or more EdOrgs to view the task and phone communications.
Start Date: Select the date the communication search should start based on the date of the communication.
End Date: Select the date the communication search should end based on the date of the communication.

Communication Type: Select Task, Phone or all to filter the type of communication to view in the grid.
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CONTINUED: EDORG PHONE/TASK COMMUNICATION

Grid Features: All communication views have features available to manipulate the grid view results.

Drag and Drop: Drag a column heading to the grid bar to group items in the grid.
Collapse All: Collapse the grouped data to view groupings.

Expand All: Expand the grouped data to view all details.

Search: Enter Search criteria for any text field in the grid.

Actions: View the details of the communication. To view the details of the communication, select the details
button under the actions column.

TASK COMMUNICATION

To view the details of the communication, select the details button under the actions column on the EdOrg
Communications grid.

Actions
Submission Resource Related Tasks History

(=] A ¥

m
¥
1
il
il
(1]
A

Recent comments

21CCLCSuperuser EMAC Jan 05, 2022 09:55 AM &

Please upload procedures regarding the online student participation

3.1.1 Add Phone Communication

If there is a phone communication that occurs with the EdOrg regarding the monitoring program, this can be
documented here. Select the ‘Add Phone Communication” button and complete the page below. These phone
communications will be listed in the communication grid view as a phone communication type.

[ EdOrg Communications

EdCrg Start Date End Date Communication

e ——— e
B —

3/4/2021 & 4/4/2022 i
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CONTINUED: ADD PHONE COMMUNICATION

ReAdd Phone Communication x
EdOrg
Select EOrg... v
Monitor Program Id Schedule Task Id
Select Monitor Program v Select Schedule Task Id. A
Communication Date Communication Time
11/5/2020 i} 1:47 PM C)

EdOrg Contact Name

Communication

3.2 EDORG EMAIL COMMUNICATIONS

View a list of EdOrg email communications. There are two types of email communications: bulk and system. Bulk emails
are one-time emails sent to a specific distribution list of EdOrgs. The systematic email notifications are sent as
reminders regarding specific tasks within the monitoring program.

Program Schedule Manager ~ Communications ~

[ EdOrg Phone/Task Communications

||
— & EdOrg Email Communications

— B Edorg Letters

[1 EdOrg Email Communications

EdOrg Start Date End Date Communication Type
Alhambra Elementary 9/1/2020 &= 4/15/2021 &= Al
X
District(4280)
Education Organi.. B Monito... } Cycle 8 Eni Subject d Pro.. & Déd To Address 8 Actions
Alhambra El " Demo CustomEmail for QA 02/18/202 emactitle1.user@mailinator.com,
ambra Elementary .- ustomEmail for . -
. | X 3
District Monitoring Cycle1 m Test Purpose 1 m emactitleone. usve.r@ma\ nesia.com, @
Program ems.super@mailinator.com
EMAC QATestPurpose - emactitle1.user@mailinator.com,
Alhambra Elementary QATestPurpos 03/06/202 5 . R
. 1130 Cycle0 System  11/30 Task(s) Past Due . @ emactitleone.user@mailnesia.com,
Reminder ems.super@mailinator.com
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3.3 EDORG LETTER COMMUNICATIONS

3.3.1 Create/Manage Letter Template

To create or Manage Letter Templates, Click on “Program Area” and Select “Letter Templates”

Program Area - | Monitoring Program ~ Schedule Manager ~  Communications = Schedule Views ~ Document Archive = Reports [ e

 Announcements
Hi, EmacTitleOne vour monitoring dashboard.

B3 Document Manager

& Email Templates

B Letter Templates

3% Program Area Manager

™
A

Data Collection - Not Started Deter %o Settings s onsite
Dats Collection - In Pragress Overdua
Data C - Action Required Comactive Act

Data Collection - Completed

User can Edit or View existing template by clicking on “View" Action or User can create a new Letter Template by clicking
on “Add New" Button.

Program Area ~  Monitoring Program  Schedule Manager = Communications ~  Schedule Views ~ Document Archive ~ Reports [} e

B Manage Letter Templates

| + Add New |

Template Name Y Desciption T IsSnippet Y IsAcive

Cycle Monitaring - Brogrammatic Hold Reminder Reminder of Cycle Monitoring Due O o

- 1-1cflitems &

To create a New Template user can add below information.

Program Area ~  Monitoring Program  Schedule Manager ~  Communications =  Schedule Views ~  Document Archive ~ Reports [

B Create Template

Search for tag
(s snippet searehfortags
Description System
Description
Template LEA/School
B I U x = = = = Z E |E IE = E e ¢ @ O x x @ << Format v ¥ & & | (nherite. v | (inherite... -
[EdOrgName]
A v O v & @ MEportAs v @ Import Insert HTML - LEA/School Name
Template [Address]
City]
[State]
B s active
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1. Template Name: Name of the Template.

2. Description: Template Description.
3. Template Body: User can add all the images, text, and format according to the letter requirements.

4. Is Snippet: By selecting “Is Snippet” user can insert this template in other templates by selecting “Insert HTML"
dropdown.

5, Tags: User can add following categories of tags. System, LEA/School or Monitoring Cycle, by using these tags system
will dynamically replace data in the template according to the selected tag.

Once all the template information is entered, user can click on “Save” to create the template.

Note: IsActive flag should be checked in order to use the template in Letter Communications.

| )

Arizona Department of Education | Web Accessibility

2\ ADI7ZANA NEDADTMENT AE

3.3.2 Letter Communications

Once template is created, User can click on “Communications” dropdown and "EdOrg Letters” to send/view/manage
letter communications to LEA/Education Organizations.

Progiam Area = Monitoring Program  Schedule Manager - | Communications - |Schedule Views = Document Archive = Reports [ e

[ EdOrg Phone/Task Communications
Hi, EmacTitleOne vour monitoring dashboard & EdOrg Email Communications

B Edorg Letters

L3 EdOrg Level Communications

™
A

& Bulk Email
Onsite
Overdue

Corrective Action

EdOrg Letter page appears with a grid view of all the previously sent EdOrg Letters and the Status. User can also click on
“Information” action to view complete information about the selected EdOrg Letter Communication.

Program Area = Monitoring Program  Schedule Manager ~  Communications ~  Schedule Views ~ Document Archive ~ Reports [\ e

N
B EdOrg Letters
Education Organization Start End

I
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EdOrg Letter

Letter Details Contacts Email Notification

Arizona Department of Education

Educator and School Excellence

Greetings Alhambra Elementary District,

To send a new Letter Communication to Education Organization, Click on “Add New".

am Area - Monitoring Program  Schedule Manager

A
B EdOrg Letters
Education Organization Start End

Q  Search...
Template Y Education Organization Y Monitoring Program Y el Y staws Y  senton Y Action(s)
Cycle Moritoring - Programmatic Hold Reminder  Alhambra Elementary District ESEA - BA Demo Menitoring Program Cyclet [sern 07/28/2022 n
Cycle Moritoring - Programmatic Hold Reminder  Alhambra Elementary District ESEA - BA Demao Monitoring Program Cyele 2 [5een 07/28/2022 n

« - » 1-20f2items O

Step1: Select the Letter Template, Education Organization and Monitoring Cycle.

Program Area - Monitoring Program  Schedule Manager - Communications - Schedule Views - Document Archive = Reports

B Letter Generation

a @
‘Choose Template Choose Contact Review Letter Distribute
Choose Template
Letter Template Fiscal Year
Cycle Monitoring - Programmatic Hold Reminder v 2024 v
Education Organization Monitering Program
Select EdOrg... v Select Monitoring Program... v
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@ EMAC

Step 2: Select all the available contacts related to the Education Organization.

Note: User would also be able to add new contacts to recipient list in step 3.

Program Area ~  Monitoring Program  Schedule Manager ~

Communications - Schedule Views * Document Archive = Reports [\ e

B Letter Generation

Chaoose Template

@

Choose Contact Review Letter Distribute

Choose Contact

This contact will be used to replace contact/addr

n your template. You can manage your e-mail recipients in step-4{Distribute).

Contact Manager

Mark Vslas

Organization Monitoring user(s)

) EMAC LeaUser

Step2ofd

Step 3: Review the letter. User will also be look at the dynamic tags getting replaced with a value

Bd LTLLTT uchiiauul i

e 0D

Choose Template Choose Contact Review Letter Distribute
Review
B I U abe - = = = iz = = = = = @ ¢ W O X, % izi <> Format v
¥ & @ (inherite... ¥ | (inherite... v A v O v &=

= [@ MeExportAs ¥ @ Import

Arizona Department of Education
Educator and School Excellence

Feb 26, 2024

Greetings Alhambra Elementary District ,

This is a reminder that your Cycle 0 is due to be completed in EMAC by June 1, 2022, As of Feb 26, 2024 it has not been completed. If this cycle is not
completed by the June 1, 2022, your Title 1-A grant w

be placed on programmatic hold. If a different member of yvour crganization is responsible for this,
pleaze pass this information along to them ASAP,

Step 3 of 4

Previous Reload Template Save As Draft m
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Step 4: User would be able to add any additional recipients, Subject, and any attachments (Optional).

B Letter Generation

- 0N 0 )
Choose Template Choose Contact Review Letter Distribute

Letter Distribution

Select Contact
cc

Select Contact
Subject

Subject
- g

B I U E 8 E E = = = = E = e <o g :=:] <> Format - L

(inherite... ¥ (inherite...

Arizona Department of Education
Educator and School Excellence

Attachments

Select files..,

Step dofd

Previous

4. Schedule Views

Monitoring program schedule views can be used to view all tasks assigned in the monitoring program schedules.

See Appendix D on how to use the schedule view grid features.

Schedule Views =

r = Communications =

K

Schedule View By EdOrg
Schedule View By Staff

N

Schedule View By LEA/School

L]

Schedule View By Edorg/Student

Schedule View By Closed EdOrg
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4.1 SCHEDULE VIEW BY EDORG

Select the Schedule View/Schedule View By EdOrg on the menu bar at the top of the page to manage the EdOrg
assigned tasks.

Schedule View Filters: At the top of the page, each view has different cascading filters to select data to be viewed.
Enter the filter criteria and then press the Select button to view the monitoring program tasks. All task types will appear
in the view based on the filter criteria selected. The Clear Button will clear all filter selections and the search results.

[ 1 Schedule View by EdOrg

K
EdOrg

Monitoring Program Fiscal Year

Alhambra Elementary Demo Monitoring Program X 2021 v
District(4280)

Collapse All Expand All Search... Q
Drag a column header and drop it here to group by that column / /

EdOrg Program ... g Monitori... Cycle g Task Nameg Start Date End Date Task Type B Status Staff Assi... Actions
Alhambra Educator and Demo . \
Elementa School Monitorin Cyclel Provide 09/28/2020 02/11/2021 Data Collection Betian kym Dillard :

ementary 9 Y documentation Required Y *
District (4280) Excellence Program
Alhambra Educator and Demo Evaluate the -
Elementary School Monitoring Cycle1 documentation 09/29/2020 09/29/2020 Evaluation Rg::l;::d kym Dillard E
District (4280) Excellence Program task
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4.2 SCHEDULE VIEW BY STAFF

This view is available to ADE Staff to view all the tasks assigned to a specific staff member.

SCHEDULE VIEW BY STAFF

8. Schedule View By Staff Member

Staff Member EdOrg Monitoring Program ContactType Fiscal Year
Denise Empey X Agua Fria Union High School Demo Monitoring Program X All. M vzt M
District(4289)
Alhambra Elementary >
District(4280)
Collapse All Expand All Search... Q
Drag a column header and drop it here to group by that column
Staff.. ¢ EdOrg Onsit.. } Monit... & Cycle Task.. & Start.. EndD.. & Conta.. } Temp... Task T.. & Status Actions
Alhambra .
Denise Elementa bemo Additional
Empey District v m Monitoring Cycle1 Evaluation 02/26/2021 02/28/2021 m m Evaluation M H

nnnnnn - Tl
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4.3 SCHEDULE VIEW BY LEA/STAFF

This view is available to ADE Staff to view all the tasks assigned to a LEA or school. The EdOrg filter lists the schools
under the district that have been assigned to the selected monitoring program.

EDORG FILTER

v () Gilbert Unified District (4239)

() GPs Global Academy(91209)

v D HNS SFSP and AT-RISK SNACK (80301)

C\ (Coffinger Park and Swilling Ave) Wickenburg Unified Rc

»

SCHEDULE VIEW BY LEA/SCHOOL

181 Schedule View by LEA/School

Monitoring Program EdOrg Fiscal Year

Agua Fria Union High School District (4289) % 202t M

Alhambra Elementary District (4280) X

Demo Monitoring Program v

Collapse All Expand All

Search... Q
Drag a column header and drop it here to group by that column
LEA Name : EdOrg Monitoring Prog... : Cyc... E Task Name : Sta.. ¢ En... Status : StaffA.. ¢ Act.. &
N/A :fzzzag)Fr\'a Union High School District PDlzrgfaxonitoring Cyclet Z;och:dmeemalion 29/28/202 ;1/27/202 E;r’;izj

Tip: Select the  next to the column heading to sort, filter and add new columns to the grid view.

4.4 SCHEDULE VIEW BY EDORG/STUDENT

Select the Schedule View/Schedule View By EdOrg/Student on the menu bar at the top of the page to manage the
EdOrg list of students selected for monitoring.

See Appendix C
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4.5 SCHEDULE VIEW BY CLOSED EDORG
Select the Schedule View/Schedule View By Closed EdOrg on the menu bar at the top of the page to view closed

EdOrg tasks.

B Schedule View by Closed EdOrg

Fiscal Year Edorg Monitoring Program
a0 v

Drag 2 column header and drop it here to group by that column

EdOrg : Monitoring Program : Cycle : Task Name H Start Date g End Date z Status : Staff Assigned : Operational Status £ Actions

4.6 EDITING A TASK FROM THE SCHEDULE VIEW
The staff member will be able to edit the tasks within the monitoring program by selecting the edit button next to the
task. Dates can be changed if the task status is ‘Not Started'.

EDIT A TASK
EdOrg 8 Program ... 8 Monitori... & Cycle 8 Task Name  } Start Date ¢ End Date 8 Task Type g Status 8 Staff Assi... } Actions
Alhambra . ESS monitoring
Exceptional . . .

Elementary . program - IT Cycle 1 Data review task 08/29/2020 09/28/2020 Data Collection ADE Staff Test H

L Student Services
District (4280) DEMO

| Edit
GUIELE Exceptional e Determination
El 1 - I Cycle 1 10/08/2020 10/08/2020 Det inati Not Started Details
Dies::iec: (ZrZySO) Student Services gr:'\j;roam s for Cycle 1 e/ e etermination o
4+ Add New Task

Alhambra ) ESS monitoring 2. Data Submission
Flementary ezt proaram - IT Cvele 1 BrElVELD BEE 02/27/2021 02/27/2021 Fualuation [Not Started |
Schedule Task X

Task Type: Data Collection Modified By: ESSSuperUser.Emac@mailnesia.com

Task: Data review task Last Modified On: 3/25/2021 11:30:42 AM

Cycle: Cycle 1 Originally Scheduled Date: 8/29/2020

Data Collection Method: Data Review

Summary of Performance Online
Scheduled Date End Date
8/29/2020 ﬁ 9/28/2020 5
Primary Staff Assigned Secondary Staff Assigned
ADIE Sifii Tt v Jeff Studer *  Veronica Reza X

O Temporary Assignment
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DATA SUBMISSION FROM THE SCHEDULE VIEW

The staff member will be able to review forms and documents submitted by the EdOrg.

DATA SuBMISSION — DATA COLLECTION TASK

9 . -

Alhambra Elementary District (4280) %
N
Cycle 0-02 Needs Assessments #13

Program Area Monitoring Program Cycle Fiscal Year Task Type

Educator and School ESEA Programmatic Cycle 0 2021 Data Collection

Excellence Monitoring

Assigned On: 6/12/2020 Last Modified On: 6/12/2020 2:22:02 PM Staff Assigned:

IsOnsite Visit: ® Original Start Date: 7/28/2020 kym Dillard m

Data Collection Method: Desktop Review Current Start Date: 7/28/2020

Original End Date: 10/26/2020

Current End Date: 10/26/2020

Purpose

Cycle 0-02 Needs Assessments

Submission Resource Communication Related Tasks

Online Forms
C0-02 Procedures for LEA Integrated Action Plan (LIAP) Completed @
Evidence Documents

Not Available
Evidence Documents Uploaded

Not Available

Reject Reason:

End Date: B3
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DATA SUBMISSION — EVALUATION TASK

Not Started D

Cycle 0-02 Needs Assessments Review #15

Evaluation For: Cycle 0-02 Needs Assessments

Program Area Monitoring Program Cycle Fiscal Year Task Type
Educator and School ESEA Programmatic Cycle 0 2021 Evaluation
Excellence Monitoring
Assigned On: 6/12/2020 Last Modified On: 6/12/2020 1:53:57 PM Staff Assigned:
IsOnsite Visit: ® Original Start Date: 9/30/2020
g kym Dillard m

Current Start Date: 9/30/2020
Original End Date: 9/30/2020

Current End Date: 9/30/2020

Purpose

Review cycle 0

Evaluation Submission Resource Related Tasks
Status: Not Started \/
Notes:

Related Tasks Tab: The task details and data submission pages contain the list of linked and related tasks. Each item is
a hyperlink that opens that linked detail page.

LINKED AND RELATED TASKS

Evaluation Submission Resource Related Tasks

Linked Tasks

Task Name Type Schedule Date End Date Status

Cycle 0-02 Needs Assessments Data Collection 7/28/2020 10/26/2020 Completed
Cycle O Final Approval Determination 9/30/2020 9/30/2020 In Progress
Cycle 0-02 Needs Assessments Approval Determination 9/30/2020 9/30/2020 Completed

Related Tasks

Task Name Type Schedule Date End Date Status
C0-01 Statement of Assurance Data Collection 7/1/2020 9/30/2020 In Progress
C0-01 Review Statement of Assurance Evaluation 9/29/2020 9/29/2020 Completed
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@ EMAC

5. Monitoring Program Preparation — Super User Only

In the EMAC application, it is important to ensure all the online forms and resource documents have been input into the
EMAC application prior to creating your monitoring program. Make sure that you have identified the specialties and
staff to be assigned to a specific monitoring program task. Turn on any systematic notifications for your program area.

51 DOCUMENT MANAGER
Upload, download and delete resource documents to be used as supporting information in a monitoring program.
Create, edit and delete online forms to collect information required to comply with the monitoring program.

UPLOAD RESOURCE DOCUMENTS AND CREATE ONLINE FORMS

Program Area = Monitoring Program

 Announcements

B85 Document Manager II}

- B Email Templates —

Fi

B Letter Templates ot
#% Program Area Manager |,

25 Settings

E

Manage your uploaded documents and saved forms in the data grid below. Select the '——' to edit a saved form.

= Document Manager

Upload Documents Create Online Form
Program Area Category
ESS v Select Category... v
Select files...
— You can only upload PDF, Microsoft Word, GIF, JPG, PNG files, Maximum allowed file size iz 10MB.

\ Search... a

Name Y  Content Y Program Area Y  Document Category Y Last Modified By Y LestModified Date + Y Action(s)
[ Sports - Kindergarden Online Title I/1 Form emactitieone.super@mailnesia.com 05/27/2020 ‘ w ‘
B Books-6th grade Online Title 171 Sample Form emactitieone super@mailnesia.com 05/27/2020 ‘ o H = ‘
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5. 1.1 UPLOAD A DOCUMENT

If you have resources or sample letters to share with the EdOrgs use the Upload Documents section to upload the
documents in EMAC. These documents will become available to attach to the monitoring tasks.

To view a list of documents see Appendix E.

UPLOAD RESOURCE DOCUMENTS

Upload Documents
Program Area Category
Educator and School Excellence v Select Category... v
\
Select files...
— You can only upload PDF, Microsoft Word, Microsoft Excel, GIF, JPG, PNG files. Maximum allowed file size is 10MB.
Select files to upload from file manager.
(3 Open
p » ThisPC » Documents » EMAC » Design
Organize » MNew folder
Mame - Status Date modified Type Size
File nome: [| | A ¢ ~
Cone

Uploaded Documents and online forms appear in the Document Manager Grid.

Name 1 hd Content hd Program Area A
. Offi f English L.
[E _A. Title Ill Compliance Document Online ce oTEnglsh Language
Acquisition Services
) Office of English Language
[ _AEndorsement/ Training for Teachers of English Learners Online
Acquisition Services
Offi f English L
B 2020-2021 Statement of Assurance.pdf PDF ce o English Language

Acquisition Services

T MPCount

Y Responded Entity Co.. T Effective Start ...
2 09/21/2020
2 09/21/2020
N/A 11/05/2020

v

Effective End D... T Action(s)
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51.2 CREATE AN ONLINE FORM
Select the create button to create an online form in form builder. These forms can be attached to tasks within a
monitoring program to collect monitoring information.

CREATE A FORM WITH FORM BUILDER

Create Online Form

FORM BUILDER

Select a question from the toolbox on the left-hand side of the page. Drag and drop it on the form. Examples of
each question type are provided in Appendix A.

Save the form by selecting ‘Save Form’ button. To exit the Form Builder, save your form and then select the
Document Manager button.

Form Builder ‘ Manage Reporting Attributes ’ ‘ Document Manager '
Program Area Category Form Name

Office of English Language Acquisition Services v Form v Form Name Here

*Form has been modified, save your changes before leaving this page.

Form Designer JSON Editor
B3 o p

page1 - pagel Add New Page +
GENERAL - .Sample Question I

T Single Input

Checkbox General ~
9= Radiogrou = o @® Y 5 Radiogroup ¥ # Properties »
° Name

Dropdown .
= : 1. Radio Group Sample Question
@ Comment

Q item1 —
181 Rating Q) item2
Q item3

F Ranking + o None Radio Group

L]
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@ EMAC

TEST FORM IN FORM BUILDER

Select the Test Form tab to view the online version of the form

Form Designer JSON Editor

1. Radio Group

2. questionl

Complete

FORM BUILDER PROPERTIES
Select the question on the form and then customize the results by using the options under properties.

PROPERTIES

.Sample Question .
Sample Question
ith
Radic Group
ra
Deserip
ra
Report Attribute

Samale Reporting Attribute

Tip: Make sure you select Is Visible to ensure that the question appears on your form. The ADE logo is available to

attach to any form.
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@ EMAC

PROGRAM AREA MANAGER

Use this menu option to setup and maintain information for your monitoring programs.

Program Area ~ = Monitoring Program

w Announcements
Program Area Manager
Manage Program Area

B Document Manager
& Email Templates
B Letter Templates

X Program Area Manager

Staff ®n Settings

Specialty Types

Workflow Status Labels

System Email Notifications

Bulk Email

Education Organization Contacts

Education Organization Contact Titles

51.3 SPECIALTY TYPES (OPTIONAL)
Specialty types can be assigned to a particular staff member and task.

CREATE A SPECIALTY TYPE

Program Area Manager

Manage Program Area

Specialty Types

ShortDescription Description IsActive
Audiologist Audiologist ]
QOccupational therapist QOccupational therapist (/]
Speech Therapist Speech Therapist /]
Speech Therapist 1 Speech Therapist 1 (]
Speech Therapist 5 Speech Therapist 5 ®

Edit | Details |

Edit | Details |

Edit | Details |

Edit | Details |

Edit | Details |
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5.1.4 STAFF

Add each staff member here to be used when assigning a staff member to manage the monitoring program tasks.

CREATE A STAFF PROFILE

Program Area Manager
Manage Program Area

Specialty Types

Staff

First Name Last Name Title Phone Number Email Address IsActive

Anand Arora 602-542-5393 Anand.Arora@Emac.com © Edit | Details |
John Doe §02-542-5393 John.Doe@Emac.com © Edit | Details |
Jane Doe 602-542-5393 Jane.Doe@Emac.com © Edit | Details |
Denise Empey 602-542-5393 Denise.Empey@Emac.com ] Edit | Details |

5.1.5 WORKFLOW STATUS LABELS (OPTIONAL)

Customize the workflow status label. Select the Task Type (Data Collection, Evaluation, or Determination) to view the

system label.

Select the button next to the status you would like to customize.

Waorkflow Status Labels

Data Collection RSEITEWIsl]

Mot arr $imm
Lelel natic

Task Type

System Labe

Custom Labe

Last Medified Date

Last Modified By

Data Collection Mot Started Mot Started 04/27/2020 System
Data Collection In Progress In Progress 04/27/2020 System
Data Collection Pending LEA Approval Pending LEA Approval 04/27/2020 System
Data Collection Action Required Action Required 04/27/2020 System
Data Collection Completed Completed 04/27/2020 System
Data Collection Retired Retired 04/27/2020 System
1
Edit the custom label and select the BMEEES button.

Task Type

Data Collection

System Labe

Mot Started

Custom Label

Mot Started

Last Modified Date

04/27/2020

Last Modified By

System

Action(s)

SEEBEN

Action(s)

v Update

® cancel
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5.1.5 MANUALLY ADD EXISTING USERS TO GRANT PROGRAM AREA ACCESS IN EMAC
Step 1: Click on "Program Area” dropdown and Select “Program Area Manager”.

®emac

Hi, Sai vour monitoring dashboard

e Y4

Evaluation - Not Started

«  Announcements
& Document Manage
& Email Templates
B Letter Templates
Data Colection - Not Started Settings

Data Collection - In Progress Evaluation - In Progress.

Data Collection - Action Required

\aluation - Completed

Data Collection - Completed 23 el

Step 2: Under "Users” tab, click on "Add” button.

Program Area

~ Monitoring Program

Program Area ~ [Monitoring Program  Schedule Manager ~ Communications Schedule Views + Document Archive ~ Reports [\ e

30y u]

Overdue

Corrective Action

Schedule Manager ~ Communications ~ Schedule Views ~ Document Archive ~

Reports [\ e

Program Area Manager

Specialty Types

Specialist 8 215t CCLC Pragram Specialist

Step 3: Fill in the User Details. Note: Check “IsActive” Flag.

Q  search.

| Details
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Program Area = Monitoring Program  Schedule Manager ~ Communications ~ Schedule Views ~ Document Archive ~ Reports £\ e

o+ Add User

Program Area

Educator and School Excellence v

Specialty Type

Select Specialty Type. v

First Name

Middle Name

Last Name

Title

Phone Number

Email Address

Step 4: Click on “Submit” button.
a+ Add User

Program Area

Educator and School Excellence v

Specialty Type
Select Specialty Type... ¥
First Name
Middle Name
Last Name

Title

Phone Number
Email Address

[0 staff
[ Is Active

Back to List

Step 5: Validate user is showing up in the Users List.
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ications ~ Schedule Views ~ Document Archive = Reports [\ e

Program Area Manager

Specialty Types
User
+ Add h.
Specialist 5 215t CCLC Program Specialist ° ° | Details
Kym D Dillard Data Support Title | (789) 009-0989 kymber ]
MAC ° [
MAC o
MACG —

5.2 SYSTEM EMAIL NOTIFICATIONS
The system email notifications can be managed on this page. Update the system email content by selecting the
hyperlink under the Email Template column. Click here for details on how to turn notifications on/off.
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Actions column: Select the Edit to change the notice day. Select Preview to view a sample of the email.

System Email Notifications

© To Enable/Disable these external emails please click here and navigate to Motifications section.

Actions(s)

Overdue Tasks D

System Email Notification MNotice Day Email Template

Ln

Tasks Coming Due

Ln

Overdue Tasks
Maotification-Interval: Motice Day, 2xMNotice Day, SxMotice Day

L8
m
I

Monitoring Program Assignment for the FY 0 MP Assignment Preview
Evaluation Accepted 0 Eval Acceptad Preview
Evaluation In Progress 0 Eval In Progress Preview
Evaluation Mot Accepted 0 Eval Not Accepted Preview
Data Collection Task Rejected 0 Data Collection Mot Accepted _—

L8
[0
I

EDIT EMAIL CONFIGURATION

Notice Day is the number of days the used to determine when the notification will be sent. For the Task
Coming Due email example below, the system will send the email 5 days prior to the end date of the task.

Edit
SystemEmailNotification

Motice day

5

Email Template

Task Coming Due ¥

RES

Back to List

PREVIEW EMAIL
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Select the Education Organization and enter your email address in the To field to preview a sample of the
email to send.

@ Email Preview b

Education Organization To
Balsz Elementary District (4268) 4 deniselhayden@azed_gov
Subject

EMAC ESS Program Support and Menitering Tasks Coming Due for submission to the Arizona Department of Education

Message

This is a friendly reminder from Exceptional Student Services that the data collection task(s) listed below will be coming
due

Student Monitoring : 7/5/2020

Once you have completed the self review and uploaded all required documents select the "Submit for Review" button
found on the data submission page. If you have questions or comments, please contact Veronica Reza .

Mote: This is a system generated email. Please do not reply to this email.

SAMPLE EMAIL

EMAC ESS Program Support and Monitoring Tasks Coming Due for submission to the Arizona Department of Education

@ ADE Notifications <EMACNoReply@sys.azed.gov>

To @ Kolli, Sri; @ Masseur, Lori; @ Downes, Secily; @ Kirkland, Denella; @ Vegasina, Praneetha; @ Edman, Sue; © Aldrich, Christina; ' Trish.Geraghty@azed.gov: @ Hayden, Denise; @ Motakuri, Spoorthi; @ Odom, Angela;

Reza, Veroni
@ Brown, Chris; @ Ray, Brittani

This is a friendly reminder from Exceptional Student Services that the data collection task(s) listed below will be coming due

Student Monitoring : 7/5/2020

Once you have completed the self review and uploaded all required documents select the "Submit for Review" button found on the data submission page. If you have questions or comments, please contact Veronica Reza .

Note: This is a system generated email. Please do not reply to this email.

Original ToAddress(s): denise.hayden@azed.gov
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5.3 BULK EMAIL NOTIFICATIONS

Bulk Email allows you to send a communication to one or more EdOrgs in your monitoring program and saves the
communication under the Communications menu option.

STEPS TO SEND A BULK EMAIL:

1. Select Program Area/Email Templates to create a template for your communication.

2. Select Program Area/Program Area Manager/Bulk Email

3. Select Email Template, Monitoring Program, Cycle, EdOrg Role, and EdOrg Name.

4. Select the Send button to send the communication.

5. Go to Communications/EdOrg Email Communications on the top menu bar to view the email.
Bulk Email

Email Template

Email Template

Test

iT
[al
Pl
-
L
1
il
it

Email Distribution Filter

Fiscal Year 2022

Monitoring Programs ESS monitoring program - IT DEMO x

Lycle Cycle 1 -

EdOrg Role School District X

EdOrg Name Chandler Unified District #80(4242) X
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5.4 EDUCATION ORGANIZATION CONTACTS
Add Contacts here to use in the EdOrg Letter creation. The list of contacts listed here will be available to add to the
formal EdOrg letter as a letter recipient.

Education Organization Contacts

+ Add Edorg Contact

Edorg Name First Name Last Name Edorg Contact Title Email Address Action(s)

LA
[y:]
W
s
il
i
pe

5.5 EDUCATION ORGANIZATION CONTACT TITLES

Add or update the contact titles to use when creating EdOrg contacts.

Education Organization Contact Titles

+ Add Edorg Contact Title Search... Q

Short Description Description Program Area Shared Title

T
(]
-0
i

Action(s)

SPED Director Special Education Director true true
Delete

5.6 PROGRAM AREA SETTINGS

Select Program Area/Settings to configure user access, email notifications and alerts for all of your ADE specialists
and/or super users in your program area. This will also control systematic email notifications to EdOrgs in your
monitoring programs.

Program Area =~ Monitoring Program

Announcements

w

B Document Manager
&4 Email Templates

B

Letter Templates

#% Program Area Manager

®p  Settings
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5.6.1 SPECIALIST ACCESS

This page will allow the super user to change the specialist access to edit capabilities, data submissions and

access to edorg user assignments.

SPECIALIST CONFIG

= Settings

& Spedialist Config

18 Data Submission Configure Specialist Task Level Permissions

B Notifications

Manage Task Start/End Dates and Change Staff Assignments

t Task Start/End Dates and Change Stal

5.6.2 ACCESS TO SUBMIT DATA

This page will allow the specialist to submit data on a data collection task on behalf of the EdOrg.

DATA SUBMISSION

= Settings

& Specialist Config

R Data Submission

Data Collection Method Permissions

=, Notifications Alert!
This settings change the permission levels on data collec o
ADE Staff Edorg
Desktop Review
Onsite Visit
Program
Data Review
Self-Assessment
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5.6.3 NOTIFICATIONS AND ALERTS
This page will allow the super user to turn EdOrg and staff notifications and alerts on/off by program area. The
Recipients column indicates the EMAC users that will receive the notification. For the LEA/School users, this

notification will only be sent to EMAC users that have been assigned to the specific monitoring program/cycle.

To turn off a notification, select the pencil icon next to the email notification, then uncheck the Is Active

checkbox.

NOTIFICATIONS

= Settings
a Specialist Config

& Data Submission E4 Email Notifications

B Notifications

Tasks Coming Due

Owerdus Tasks

Monitering Program Assignment for the 7Y

Evaluation Accepted

Zuzluztion In Prograss

Closed School Updste

Edorg User Assignment

Task Submitted

L\ Staff Alerts

LEA/School Member

LEA/School Member

LEA/School Member

LEA/School Member

ADE Member

ADE Member

ADE Member

EA/School Member

ool Member

ool Member

e 0 & & & & O 0

MMSESESISES NN

Duz Todzy

Owverdus

Communication

Reschadule Request

Submission

NMSESINEN S

Tips:

#1: Review/update the email verbiage for each notification by selecting program area/email templates on the menu

bar at the top of the page.

#2: If these are turned off, no one will receive the notification in your program area. Refer to staff dashboard settings to

turn off your individual notifications.
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6. Monitoring Program Setup

Create or update the monitoring programs, cycles and related tasks. Select the Monitoring Program menu option on
the menu bar to maintain the monitoring programs.

6.1 MONITORING PROGRAM CREATION

Add New Button: Select the ‘Add New’ button to add a new a monitoring program.

Fiscal Year: Fiscal Year of the monitoring program. Select the fiscal year the monitoring program will be executed.
Current fiscal year and next fiscal year will be available in the dropdown.

CREATE A MONITORING PROGRAM

0, Program Area ~ | Monitoring Program = Schedule Manager ~ Communications ~ Schedule Views > Document Archive Reports ~
ks EM A C 9 g Prog 9 :

. . .
Y 22 Monitoring Programs
Search
Name 1T Y  Program Area Y isActive Y Action(s)

= Program Info

Program Area Fiscal Year
Educator and School Excellence A 2021 v
Name
Active ‘
Cancel ‘ Save Clone
| Ye:
2021 A
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6.2 MONITORING PROGRAM CONFIGURATION
Education Organization(s): Select one or more Education Organization (EdOrg) categories. The schools, districts and
other organizations included in these roles are made available when assigning the monitoring program.

District and School Configuration: By selecting any of these options on the monitoring program, it will allow the
district different levels of oversight of the school monitoring program submissions.

Allow District to Access: By selecting this option, the district will have access to view their school monitoring
program tasks and submissions.

Districts Can Submit Data: By selecting this option, the district and the school will have access to submit data
for the school tasks. The district can decide whether or not the schools can submit the data based on
permissions.

District Approval: By selecting this option, the district will be required to approve the school submissions prior
to the ADE specialist review.

Student Level: By selecting this option on the monitoring program, it will allow the education organizations to submit
data by student ID and DOB.

Lockdown: By selecting this option on the monitoring program, an option will be turned on the data collection task
level to systematically lock a task.

PROGRAM CONFIGURATION

— Program Configuration

Education Organization(s)

Charter Holder X Non Public Organization X  School District %

Purpose

Monitor LEAs and charter schools

Distict and School Configuration

(J Allow district to access @ () Districts can submit data @ (] District Approval @

() student Level 0” Lock Down @

Cancel ‘ Save
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6.3 EDIT A MONITORING PROGRAM

Select the edit button next to the monitoring program to edit. Select the

Fiscal Year: Select the Fiscal Year of the monitoring program to edit. This dropdown list will include all versions of the
monitoring program executed in production.

Number of Assignments: Number of Education Organizations that have been assigned to the monitoring program.
Changes to the monitoring program are limited once the monitoring program has been assigned to one or more
Education Organizations. If changes are needed to a task in the middle of a monitoring cycle, consider cloning and
retiring the current task so that changes can be made to the newly created task.

Task Count: Number of tasks included in the monitoring program.

Clone: Select edit next to the monitoring program you would like to clone. Select the Clone button in the current
monitoring program. Select the fiscal year that you would like the new monitoring program to be applied. Use this
feature to connect this monitoring program with previous versions for historical reporting.

EDIT A MONITORING PROGRAM

é);’s E M AC Program Area ~ Monitoring Program = Schedule Manager ~ Communications ~ Schedule Views ¥ Document Archive Reports ~

[+ Monitoring Programs

+ Add New Search...

Name T Y Program Area Y Is Active A Action(s)
AutoAssign-Demo Educator and School Excellence (] \ ‘ = ‘
BA Demo Monitoring Program Educator and School Excellence (] ‘ r4

s EMAC
BA Demo Monitoring Program S v
\ 2021 v /
= Program Info ‘ Number of Assignments: 5 |Task Count: 14‘

Program Area

Educator and School Excellence v

Name

BA Demo Monitoring Program /
Active ) )
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CLONE A MONITORING PROGRAM

Clone Monitoring Program X

Fiscal year

2022 ¥

Clone
6.4 MONITORING CYCLE

Create your monitoring program cycles. The monitoring tasks will be associated to a specific cycle within the monitoring
program. EdOrgs will be assigned tasks by cycle.

Sequence: Identify the order in which you would like the cycles to be executed based on your monitoring program.

Duration: The length of your cycle.

= Cycles
Add New Search... Q
Name Y Sequence Y  Duration Y isActive Y
v )
Cycle .
Name
Sequence |
1
Duration |
Yearly v
Is Active
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6.5 DATA COLLECTION TASKS

One or more data collection tasks can be created under a monitoring program cycle. These tasks will be visible to the
EdOrgs. Select ‘is active’ if you would like the task to appear in the monitoring program cycle. Add a task by selecting
the ‘Add New Data Collection Task’ button. To edit a task, select the arrow next to the task.

DATA COLLECTION TASK FIELD DEFINITIONS

Name: This will be the name of the task that appears in the LEA Portal and will be viewed by the EdOrg.

Purpose: Describe the reason for which this task is included in the monitoring program. Include any details that
may be helpful to the EdOrg to complete the task.

Cycle: Select a cycle that the data collection task will be assigned to in the monitoring program.

Schedule Day: The cycle tasks will start at the beginning of the fiscal year. The schedule day determines how
many days within the cycle each task will start. The schedule day will start on the day after the previous cycle
ends. When this task gets assigned to an EdOrg, this will dictate the task start date. Schedule day must be
greater than zero.

Days Allowed: The days allowed determines how many days the EdOrg will have to complete the task. When
this task gets assigned to an EdOrg, this will dictate the task end date.

Collection Method: Select the collection method to be used for the data collection task. This is the type of
monitoring that will take place for this task.

Form/Documents: Select one or more forms related to the task.
Online forms will appear on the LEA Portal: task detail page — Submission tab
Submissions Document will appear on the LEA Portal: task detail page — Submission tab
All Other Document types will appear on the LEA Portal: task detail page — Resource tab

LEA PORTAL: DATA SUBMISSION PAGE

Submission Resource Communication Related Tasks

Online Forms

Not Available

Evidence Documents

Not Available
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CONTINUED: DATA COLLECTION TASK FIELD DEFINITIONS

Task Category ID: The data collection task will be assigned based on the category selected. Options are; both,
district or school.

Both: The data collection task will be assigned to all schools and districts selected at the time the
monitoring program cycle is assigned. The district will need to complete the task as part of their
monitoring program as well as the school will need to also complete this task.

District: The data collection task will be assigned to all districts selected at the time the monitoring
program cycle is assigned. The district will need to complete the task as part of their monitoring
program. Schools will not be assigned this task.

School: The data collection task will be assigned to all schools selected at the time the monitoring
program cycle is assigned. The school will need to complete the task as part of their monitoring
program. Districts will not be assigned this task.

Auto Assign: Auto assign a data collection task triggered by a form response from a separate monitoring
program task. Contact EMAC support team if you would like to utilize this option in your monitoring program
setup.

Lockdown and Grace Period: Systematically lock this task by selecting the checkbox. Enter in the number of
days to be added to the task end date and the task will automatically be locked after the grace period ends.

Student Level: Include the ability to add students and assign forms to each student for this task.

CREATE A DATA COLLECTION TASK

= Data Collection Tasks

4 Add New Data Collection Task

Search... Q
Drag a column header and drop it here to group by that column
Name h g Purpose Y | cyde ¥ | ScheduleDay Y s Onsite Visit T Days Allowed Y s Active T

C2-01 Statement of Submission of the Cycle 2 Monitoring Instrument affirms that the LEA has reviewed all documents and procedures addressed in
Assurance the monitoring instrument to verify compliance.

Cycle 2 1 o 30 (]
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= Data Collection Tasks

Data Collection Task
Name ="

Purpose 4—/

B I U &

e <o B <> Format v

Cycle <<= Task Category <e— Collection Method <::|

Quarterly - Both

Desktop Review hd
Start Date == End Date <e—1

7/1/2023 = 7/31/2023 B
Forms«€e—1

Select Forms...

Documents <:=

Select Documents...

Auto assign (This task will be assigned bas

']
o
o
3
-
[
1}
"
°
0
=]
7}
']
[
o
Q
3
o
2
-]
1}

r task online forms)
S More Settings

Lock Down 8 Grace Period =l —)
a o (O student Level ==2=—) B Active ==y

‘ Cancel | Save

Tip: The evaluation task will automatically get created using the data collection task information when the saving the task.

EDIT A DATA COLLECTION TASK

Mame Y Purpose T Cyce T
D' -01 Statement of Assurance An LEA participating in the Elementary and Secondary Education Act is required to complete a self-assessment annually, Cycle 2

Name Cycle

C2-01 Statement of Assurance Cycle 2 -
Schedule Day Days Allowed

] 51
Caollection Method

Desktop Review T
Form

£l C2 - 01 statement of Assurance ¥
Purpose

An LEA participating in the Elementary and Secondary Education Act is required to complete a self-assessment annually.

el
\
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6.6 EVALUATION TASKS

Evaluation tasks are internal to ADE. They are used to track the review and evaluation of the data collection tasks. One or

more evaluation tasks can be created under a monitoring program cycle. Each evaluation task must be associated with
one data collection tasks. These tasks will be viewed by the Internal ADE staff only.

To edit a task, select the arrow next to the task.
Cycle: Select a cycle that the evaluation task will be assigned to in the monitoring program.
Data Collection Task: Select the data collection task you will be evaluating.

Schedule Day: The cycle tasks will start at the beginning of the fiscal year. The schedule day determines how many days
within the cycle each task will start. The schedule day will start on the day after the previous cycle ends. When this task
gets assigned to an EdOrg, this will dictate the task start date. Schedule day must be greater than zero.

Purpose: Describe the reason for which this task is included in the monitoring program. Include any details that may be
helpful to the specialist to complete the task.

Form: Select one or more forms or documents related to the task. This will appear on the task resource tab.

\

Resources Related Tasks

Name File Type

Task Category ID: The Evaluation task will be assigned the same task category as the associated data collection task.
Options; both, district or school.

Both: The data collection task will be assigned to all schools and districts selected at the time the monitoring
program cycle is assigned. The district will need to complete the task as part of their monitoring program as well
as the school will need to also complete this task.

District: The data collection task will be assigned to all districts selected at the time the monitoring program
cycle is assigned. The district will need to complete the task as part of their monitoring program. Schools will
not be assigned this task.

School: The data collection task will be assigned to all schools selected at the time the monitoring program cycle
is assigned. The school will need to complete the task as part of their monitoring program. Districts will not be
assigned this task.
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CREATE\EDIT AN EVALUATION TASK

= Evaluation Tasks

=+ Add New Evaluation Task

Search... Q
Drag a column header and drop it here to group by that column
Name Y Purpose Y Cycle Y Schedule Day Y Data Collection Task Y Passing Score Y Is Active Y
\ >  C02-01 Evaluation Evaluate C02-01 Submission Cycle 2 32 C2-01 Statement of Assurance 1 (]
>  C02-02 Evaluation C02-02 Evaluation Cycle 2 62 C2-02 Appropriately Certified Teacher Requirements 0 (V]
> C02-03 Evaluation C02-03 Evaluation Cycle 2 145 C2-03 Parents Right to Know Notice 3 (]
> C02-04 Evaluation C02-04 Evaluation Cycle 2 200 C2-04 School Wide Plans 4 (]
> C02-05 Evaluation C02-05 Evaluation Cycle 2 255 C2-05 Targeted Assistance Programs 1 o
Evaluation Task
MName
Purpose
B I u abe = = = = = (= B = e CD B <> Format o
Cycle Data Collection Task Start Date
Select Cycle - Task b 7/1/2023 i
End Date Task Category
7/31/2023 &= i
Forms

Select Forms...

Documents

Select Documents...

Is Active

|

[a]
]
3
[a]
]

Tip: Select the checkbox on the header row of the grid to select all EdOrgs on the page.
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6.7 DETERMINATION TASKS

Determination tasks are internal to ADE. They are used to track how the EdOrg performed during the monitoring cycle.
Determination tasks are created for each monitoring program cycle and associated to one or more evaluation tasks. This
task can be used to summarize the completion of the monitoring program cycle.

To edit a task, select the arrow next to the task.

Cycle: Select a cycle that the determination task will be assigned to in the monitoring program.

Evaluation Task: Select one or more evaluation task you will be using as part of your cycle determination.

Schedule Day: The cycle tasks will start at the beginning of the fiscal year. The schedule day determines how many days
within the cycle each task will start. The schedule day will start on the day after the previous cycle ends. When this task
gets assigned to a specialist, this will dictate the task start date. Schedule day must be greater than zero.

Purpose: Describe the reason for which this task is included in the monitoring program.

Form: Select one or more forms or documents related to the task. This will appear on the task resource tab.

CREATE\EDIT A DETERMINATION TASK

—Determination Tasks

4+ Add New Determination Task

Drag a column header and drop it here to group by that column

o

/. Monitoring Program Assignment

Name

Cycle 2 Determination

Determination Task

MName

Purpose

Cycle

Select Cycle
Forms

Select Forms...
Documents

Select Documents...

Is Active

Purpose 4

Cycle 2 Determination Cycle 2

Evaluation Task

ot Select Ewvaluation Task...

Cance l

Y Schedule Day

Start Date

Ti1/2023

Save

Search. a
s Act )
]
End Date
c] 7/31/2023

Assign monitoring program cycles to an EdOrg, assign staff to monitoring program tasks, View/Edit Monitoring Program
Schedules.
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Program Area - Monitoring Program | Schedule Manager ~ | Communications - Schedule Views - Document Archive

Hi, ESSSuperUser vour monitoring dashbosrd

iy
LY

aaaaaaaaaa - Not Started 2 Determination

UnAssigned Tab: List of all the Education Organizations which are UnAssigned to the selected Monitoring Cycle.

Assigned Tab: List of all the Education Organizations which are Assigned to the selected Monitoring Cycle. (Regardless
of EdOrg Roles)

Primary Staff Member: Select the staff member that will be assigned as the primary contact on all the tasks within in
the monitoring program for the selected EdOrgs.

Secondary Staff Member(s): Select one or more staff member(s) that will be assigned as the secondary contact on all
the tasks within in the monitoring program for the selected EdOrgs.

Temporary Staff Member(s): Select the temporary assignment checkbox if the primary staff member assigned is only
assigned temporarily to be reassigned to a different staff member at a later date.

STEPS TO ASSIGN A MONITORING PROGRAM CYCLE:
Step 1: Select fiscal year, monitoring program and cycle to assign.
Step 2: Apply any required advanced filters. (Optional)
Step 3: Click Search button.

Step 4: UnAssigned tab will display a list of UnAssigned Education Organizations and Assigned tab will display all
the Assigned Education Orgranizations.

Step 5: Select the primary and secondary staff members to be assigned to all the monitoring program tasks.
Step 4: In the UnAssigned grid section, select the checkbox next to one or more EdOrg(s) for assignment.
Step 5: Select the Assign button to assign the EdOrgs to the monitoring program cycle.

Step 6: Select 'Details’ under the Action Column to review the assigned schedule for that EdOrg.
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ASSIGN THE MONITORING PROGRAM

£ Monitoring Program Assignment

Program Area Fiscal Year
Select Staff Member(s) to Assign to the Education Organization
Exceptional Student Services v 2024 v .
Primary Staff Member O
Monitoring Program G Cycle 0 Select Primary Staff. v
Annual Site Visit v Year 1 =

Secondary Staff Member(s) O

Edorg Roles (Primary)

Charter District,Schoel District, Secure Care State Institution

4

UnAssigned | Assigned

Drag a calumin header and drop it here to group by that column

[m] Education Organization Name T i GyZip i | EOSRolefs i Custom Categories i LEA i Staff Assigned
> B AcdemyDe Sol Inc. (90199) TUCSON, 85757-8700 Charter District
O Academy of Building Industries, Inc. (85540) FORT MOHAVE 86426-6031  Charter District

Tip: Select the checkbox on the header row of the grid to select all EdOrgs on the page.

1 REVIEW/EDIT MONITORING PROGRAM SCHEDULE
Once the monitoring program has been assigned to an EdOrg, Select the ‘Details’ menu option under the actions related
to the EdOrg to review the tasks assigned for the monitoring program schedule.

Select the 'Details’ menu option under the actions column related to the data collection task to edit the schedule dates,
or staff assigned to an EdOrg. Submit the changes and return to the schedule review page.

Select ‘Mark as Reviewed’ when the schedule review is complete. Select the ‘Mark as Reviewed' button when the
schedule review is complete.

REVIEW THE SCHEDULE

D Education Organization Name T City Postal Code Staff Assigned IsRevi.. Y IsAssi... Y Action(s)

C] Alhambra Education Partnerships, Inc. (90164) L) ®

Alhambra Elementary District (4280) OELAS Specialist L] (V] :

- 10 ¥ items per page © Details L

[l Remove Assignment

Tip: The monitoring tasks will appear in the LEA Portal as soon as they are assigned regardless of the review status.
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SCHEDULE REVIEW PAGE

Agua Fria Union High School District (4289)

Program Area: Educator and School Excellence Monitoring Program: Demo Monitoring Program

-

Fiscal Year: 2021 Cycle: Cycle1

Mark As Reviewed

Assigned On: 2/25/2021

Cycle1

+ Add New Task

Task Type Y Task Name Y Start Date Y
Data Collection Provide documentation 09/28/2020
Data Collection Demo link in form using html 02/15/2021

Demo Monitoring Program (2021)

Education Organization: Agua Fria Union High School District
(4289)

Staff Assigned: Denise Empey

Search... Q
End Date Y Staff Assigned Y Actions
11/27/2020 Denise Empey :
O Details ‘/
02/26/2021

Denise Empey
Edit

Tip: Select the ‘Add New Task’ button to add a task to the EdOrg schedule.
Schedule.

This will not be added to any other EdOrg

EDIT A MONITORING PROGRAM TASK

Schedule Task

Task Type: Data Collection
Task: Provide documentation
Cycle: Cycle

Data Collection Method: Onsite Visit

C2 - 01 Statement of Assurance

Primary Staff Assigned

Denise Empey Y Select Secondary Staff...

Temporary Assignment

Modified By: emactitleone.super@mailnesia.com
Last Modified On: 3/3/2021 3:09:18 PM

Originally Scheduled Date: 9/28/2020

Online

Secondary Staff Assigned
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7.2 REMOVE MONITORING PROGRAM SCHEDULE

To remove the monitoring program schedule assigned to the EdOrg, select the 'Remove Assignment’ Action next to the
EdOrg. This action should only be used if the EdOrg was incorrectly assigned to the monitoring program or cycle. Do
not use this feature for staff assignment changes or school closings.

Warning: Once the EdOrg has been removed from the monitoring program, they will no longer have access to any of
the online forms or submissions related to those tasks even if they are reassigned at a later date.

REMOVE A MONITORING PROGRAM ASSIGNMENT

Education Organization Name T City Postal Code Staff Assigned Is Revi.. Y IsAssi.. Y Action(s)

Alhambra Education Partnerships, Inc. (90164) La) ®
Alhambra Elementary District (4280) OELAS Specialist La} o
- 10 Y items per page © Details 5

[l Remove Assignment

7.3 ADD STUDENT AND STUDENT FORMS TO DATA COLLECTION TASK

Note:

LEA's will also have ability to add Student and Student Form Data if below program area configurations are checked
under “Program Area Manager” Settings.

LEA/School Data Submission

Allow LEA/School to submit data on assigned Data collection Task(s)

When selected, the LEA/School can submit data on assigned Data collection Task(s)

Allow LEA/School to Add students to assigned Data collection Task(s)

When selected, the LEA/School can add students to assigned Data collection Task(s)

System will display Azed's student data only when below checkbox is checked.
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Miscellaneous

Student Source System

The system relies on AZesds data to provide Student data. If you want to modify this setting, you need to collaborate with IT team.

Step 1: Add Student

In the Data Collection Task, Under Student Tab. Click on “Add Student”.

Save Changes

Alhambra Elementary District (4280) Data Collection &

Bookmark
=== n

NewDCT-01 #3654

Staff Assigned
Program Area ‘Monitor Program Cycle Fiscal Year Name
Exceptional Student Services QA TeststudentLevel 2024
ESS Specialist

ESSLEAUSer EMAC
Assigned On: 2/12/2024 Last Modified On: 2/12/2024 11:35:35 AM

IsOnsite Visit: &) Start Date:

Data Collection Method: Deskiop Review End Date: 9/

Student Level Task: Yes

Drill Down Areas: N/A

Purpose

Communication  Related Tasks

T BinnDate T | First Name T LastName

For Azed's Student, Lookup Student Data using Student ID and Date of Birth.

Students

Submission Resource

Student Search

Student ID DCB

+ Add Student

Student |ID YT | Birth Date Y Primary Need/Disability Y Staff Assigned

Quick Actions

E-Mail
ESSSpecialistEmac@maiinesia.com

ESSLEAUserEMAC@mainesia.com

Internal Type

= =

Q search.
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For Non Azed's Student Data, add below student Information and click on “Save”.

Add Student Details

b

Cancel |m

Step 2: Once Student is added, Student should appear in below grid.

10 v emsperpae 1t @

Note: User can perform edit and delete action from this grid on a specific student.

Step 3: Associate Online form to Student for data submission related to the student.

In Submission Tab, select “Add Student Form”.

Evidence Documents

Evidence Documents Uploaded

—a

A popup should appear to search and add student and select the form.

54|Page



E Add Student Form

Student 1D

123456 - Test Demo

Once the student is associated with a form, User should be able to click on “Not Started” and submit data for the
student.

Submission | Resource | Swdents  Communication  Related Tasks

Online Forms

+ _Add Student Form

Q  search..
Stucent D HIEEE P FormName t | actiont)

123456 01/01/2000 QA-TestingPurpase ® 8

Evidence Documents

S . E

Na recarcs availzble.
Evidence Documents Uploaded

+ Upload Evidence Document

8. Schedule View By Monitoring Program

This view will only be available to the EMAC Super User. The user will be able to view multiple program area monitoring
program assignments for an EdOrg. The user can evaluate the number of tasks required by an EdOrg during the fiscal
year.

SCHEDULE VIEW BY MONITORING PROGRAM
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Program Area

~ Monitoring Program  Schedule Manager ¥ Communications Schedule Views ~ Q 9

«

Monitoring Program Assignment

I~ Schedule View am

& Staff Task Reassignment
Program Area

Monitoring Program ‘ &2 Schedule View By Monitoring Program ‘
ESS X

050ct-MP X Testing X 2021 v
Office of English Language

MP-17 X
Acquisition Services

Demo Monitoring Program In

X
Test
. e Search. a
* Program Area X
Program... Monitor ... Cycle EdOrg Task Na... Start Date  : End Date Task Type Status Staff Ass.. Actions
> Program Area: ESS

> Program Area: Office of English Language Acquisition Services

- 25 Y items per page

1-23 of 23 items O
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9. Monitoring Program Maintenance

9.1 TASK CHANGES TO AN ASSIGNED MONITORING CYCLE
The only changes allowed to a task once it is assigned to an EdOrg are the task name and the task purpose. If other

changes are required to a task during the current monitoring cycle, the clone and retire actions can be used to minimize
the disruption of the current monitoring. This feature will only be available to the EMAC Super User.

CLONE A TASK

e Make a copy of the current task by selecting the Clone button. A copy of the task will be created and allow you
to update the task as needed.

— Data Collection Tasks

+ Add New Data Collection Task

Drag a column header and drop it here to group by that column

Task Name
> Manitoring Participation Submission Task
> Direct Student Services

A g Cycle N...

BA Demo
Cycle 1

BA Demo
Cycle 2

R d

Schedul.. Y Collecti.. ays All.. T CycleA.. T Auto As.. T Student... Y Submis..
© Desktop o ® ®

Review

Deskto|
& ° 10 o ® ®

Review

e Select the Save button on the cloned task and a prompt will appear with options.

Confirm Education Organization Assignments

Alert: This Monitoing program and Cycle are in progress , please confirm your changes

o To All Assignments

Option 2: Selected Entities — Select which EdOrgs you would like to receive the cloned task.

Selected Entities

Future Assignments

X

Option 1: To All Assignments - All current EdOrgs assigned to the monitoring program cycle will get
the cloned task in their current schedule.

Confirm Education Organization Assignments

To All Assignments o Selected Entities

@]
O
@]
O

Education Organization Id

5122

92188

h

Future Assignments

Education Organization Name

Chandler Traditional Academy-

Humphrey

Westview High School

h

West-MEC - West View High School

Alert: This Monitoing program and Cycle are in progress , please confirm your changes

Search.. Q

Staff Assigned hi

21st CCLC Specialist

21st CCLC Specialist

21st CCLC Specialist

Option 3: Future Assignments - Only new EdOrg assignment will get the cloned task
EdOrgs will not get the cloned task.

Active Y Actions

@ Retire

. All current
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e Select desired option and the submit button to complete the task creation.

RETIRE A TASK

Use the retire option to make a current task inactive. The assigned EdOrgs will be able to view this task but will not be
able to make updates to the task.

Active b Actior
° G
® Clone
1 Retire

9.2 STAFF TASK REASSIGNMENT

This feature will only be available to the EMAC Super User. The user will be able to change the monitoring program
assignments for an EdOrg. Select the Current Staff Name and the search button to display the tasks assigned to the
current staff member. Select the tasks and the new staff assignment to be reassigned. By selecting the reassign button
the tasks will be reassigned to the new staff member.

STAFF TASK REASSIGNMENT

éi'a E M A C Program Area ¥ Monitoring Program  Schedule Manager ¥ Communications =~ Schedule Views ~

Monitoring Program Assignment

«“

— Staff Task

‘ & Staff Task Reassignment

Current Staff Assignment I Schedule View By Monitoring Program
Fiscal Year Current Staff Name

2021 v Nancy Williams v New Staff Assignment
Current Assignment Type Monitoring Program Assign To

A lisa kun v

All v A

Cycle EdOrg

Al Al

Drag a column header and drop it here to group by that column

Staff Name Y ContactTy... Y Temporari... Y Education... Y Monitor P... Y Cycle Name Y Task Name Y Scheduled... Y End Date Y Status Y
GPS Glabal MonitorProgram

Nancy Williams D (No ) Academy e ¢ Cycle2 DCT-2 07/10/2020 07/22/2020
(91209) P
Alhambra JULY-Monitorin

Nancy Williams { Primary J (No } Elementary Program 9 cydeo 01JULY_DCT 07/02/2020 07/05/2020 [ Completed |

Dictrict (4200
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9.3 ROLLOVER PREPARATION

This functionality is only available to the EMAC Super User. These are the steps involved in preparing for the rollover
process. Some steps are optional.

STEPS TO COMPLETE TO PREPARE FOR THE ROLLOVER PROCESS

1.

Online Form Changes: Follow these steps if a form needs to be updated for the next fiscal year. If there are no
changes required, skip step 1.

a. Select Program Area/Document Manager

Program Area = Monitoring Progral

Announcements

Document Manager |

Q0| A

Email Templates

3

Program Area Manager

&% Settings

b. Scroll down to the document grid and find the form to update
Under the Actions Column select ellipse next to the form

Action(s)

d. Select the Create Future Version menu option. This will prevent impacting the current monitoring
program users

Edit

[l Delete

Create Future Version

e. Enter the effective date for the new version of the form. Enter the date the monitoring program will be
assigned. Select the Submit button

Effective Start date X

Program Area: 215t CCLC Form Name: 21st CCLC Program Site Evaluation - Self-

Assessment Compliance Worksheet
Effective Start Date

7/1/2022 i
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CONTINUED: ROLLOVER PREPARATION

f. Update and save the form (Do not change the name of the form)
Note: The document grid will display all versions of the form. You can continue to update the older version
of the form until the effective end date.
The version of the form that displays to the user coincides with the effective start date of the form and the
date the user enters information on the form.

Name h g Content T Program Ar

—
{frevmus
_ ersion
E 8A Demo Form Online 215t CCLC Form 4 0 10/27/2021

T Category Y MPCount T Responded Entity Count T Effective Start Date ¥

Name Effective Start Date Effective End Date Responded Entity Count Action(s)

-
(Newversion |
BA Demo Form ¢ 07/01/2022 [

2. Upload Documents: Follow these steps if there are new documents needed for the next fiscal year. If there are no
new documents required, skip step.
a. Select Program Area/Document Manager

Program Area ~ Monitoring Progra

Announcements

Document Manager |

Q0| A

Email Templates

3

Program Area Manager

1

5 Settings

b. Under Upload Documents select the Category for the uploaded file
*Note: see Appendix C for Category Descriptions
c. Select Files and choose the file you would like to upload

Upload Documents
Program Area ‘ Category
215t CCLC { N Select Category... v
Select Category...
Select files... Form
— You can only upload PDF, Microsoft Word, Microsoft Exce], F nstructions
Resaurce
Uglo
k Sample Form
Sample Letter -+
Statute
Submission Document

d. Select the Upload button

Upload
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CONTINUED: ROLLOVER PREPARATION

3. Clone Monitoring Program (MP): Follow these steps to create the monitoring program for the next fiscal year.
This step is required.

a. Select Monitoring Program menu option

Select the Edit button under the action(s) column next to the monitoring program you would like to
clone

Program Area ~  Monitoring Program | Schedule Manager ~ Communications ~  Schedule Views =~ Document Archive ~

[~2 Monitoring Programs

Name T Progr T Is Acti T Action(s
t1 215t CCLC L] ‘E‘
Program-at-a-Glance (PAG) 21 21st CCLC ® ‘E‘
Program-at-a-Glance (PAG) 215t CCLC ‘E‘
215t CCLC Program At-A-Glance (PAG) 21secac ° (=]
21sscel ) \E\
2iszcel ° \E\
]

/

7
3
E]
z
o
)

c. Select the Clone button

Clone

d. Select the next fiscal year in the dropdown and then select the Clone button

Clone Monitoring Program

Fiscal year
2022

0
0

2023
[

oo
oo

e. Select the Save button to save the monitoring program
f. Make any needed changes to the MP, Cycle and tasks for the next fiscal year
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9.4 ROLLOVER INSTRUCTIONS
This functionality is only available to the EMAC Super User. The super user will be able to rollover the education
organizations from one monitoring program/cycle to another monitoring program/cycle.

STEPS TO COMPLETE THE ROLLOVER

1. Select List to Transfer: Follow these steps to rollover the monitoring program EdOrgs from one MP/Cycle to
another MP/Cycle. This step is optional. The EdOrgs can be manually assigned.
a. Select Schedule Manager/Fiscal Year Rollover menu option

Program Area ~ Monitoring Program  Schedule Manager ~

€ Monitoring Program Assignment

R O Iz Schedule View By Monitoring Program

#4 Staff Task Reassignment
arge
&+ EdOrg User Assignment

|}2 Fiscal Year Rollover |

cal Year

b. Under the Source heading select the Fiscal Year and Monitoring Cycle to get a list of EdOrgs to

rollover.
Source
Fiscal Year Monitoring Cycle
2022 v Demao Monitoring Program - BA Demo Cycle 1 4

c. Select the checkbox next to the EdOrgs you would like to rollover.

Search... A
a Education Organization T
a Chandler Traditional Academy-Humphrey (5122}
a ‘Westview High School {5453)
a ‘West-MEC - West View High School {921588)

d. Select the Target Fiscal Year and Monitoring Cycle you would like your list of EdOrgs to be assigned to.

Target
Fiscal Year / Monitoring Cycle /
2023 v Demo Monitering Program - BA Demo Cycle 1 v

e. Select the button.
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CONTINUED: ROLLOVER INSTRUCTIONS

f. Change settings if needed and select the m button.

Transfer Request

Confirm the below settings before transfer

[ Retain the ADE Staff assignments
E EXD

€ Retain the LEA User assignments

Transfer Settings

i.  Retain the ADE Staff assignments: This option will copy the current primary and
secondary staff assignments from the previous MP/Cycle to the Target MP/Cycle. You
will be able to change these prior to publishing.

ii.  Retain the LEA User Assignments: This option will copy the current EdOrg User access
to the Target MP/Cycle.

The transfer result: This provides the total EdOrgs that were successfully transferred.
Transfer Result
Total: 14 Success: 14 Fail: 0

Success:

1. Chandler Traditional Academy-Humphrey (5122)

6. Canyon De Chelly Elementary

7. Aguila Elementary Distri
8. Chandler Unified Distric

w Leaf (7320)

2.18th Ave. and Earl Dr. Bus 5top (1000413)
13. Alhambra Elementary D

14. Nadaburg Unified School District (4252)
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CONTINUED: ROLLOVER INSTRUCTIONS

2. Update List of EdOrgs: This list can be updated to remove EdOrgs and change the staff assignments prior to

publishing the rollover.

a. Target List:_ Once the transfer is complete, review the list of EdOrgs.

Target

4 Remove From List [ Export RERNELERERSEL Search

30 v | items per page

Menitoring Cycl

m

b Demo Monitoring Program - BA Demo Cycle 1

O Fducation Organization T Staif T Publishec
C] Chandler Traditional Academy-Humphrey {5122} Specialist € ®
C] Westview High Schoaol (5453) 21st CCLC Specialist =
C] West-MEC - West View High School (92188) 21st CCLC Specialist ®
O Arizona K-8 Online Academy (1001088} Specialist B ®
B A Center for Creative Education (999088) Specialist B ®
C] Canyon De Chelly Elementary School {(4733) Specialist B ®
C] Aguila Elementary District {4249) 21st CCLC Specialist ®
C] Chandler Unified District #80 (4242) 21st CCLC Specialist ®
O A 1 Mitchell Elementary School (5958) 215t CCLC Specialist ®
[:] Westwood Elementary School (5392) Specialist B O]
O A Mew Leaf (7320) 21st CCLC Specialist &
O 18th Ave. and Earl Dr. Bus Stop [1000413) Specialist B &=
[:] Alhambra Elementary District (4280) 21st CCLC Specialist ®
C] Madaburg Unified School District (4252) 21st CCLC Specialist ®

b. Remove EdOrgs: Remove any EdOrgs you do not want to include in the rollover. To Remove EdOrgs
from the list, select the checkbox next to the EdOrg you would like to remove and then select the

Remove from List button.

Target
Fiscal Year
2023 v
4 Remove From List |[MBNSGELEMN 22 Manage Staff
O Education Organization T Staff

(-] Chandler Traditional Academy-Humphrey (5122} Specialist C
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CONTINUED: ROLLOVER INSTRUCTIONS

c. Export List: To export the list of EdOrgs to excel, select the Export button.

4 Remove From List Xl Export

d. Manage Staff: To change the staff assignments, select the Manage Staff button. Under the transfer
from heading, select the staff assignment you would like to change and then under the transfer to
heading, select staff name to that will be assigned these tasks. The primary or secondary staff
assignments can be changed. Save your changes. Changes will appear on the Target List

4 Remove From List PSSl 22 Manage Staff

Manage Staff *

Transfer from

Specialist B v

You can transfer only unpublished Organizations/Cycles

Primary
Total primary assignments 5

Unpublished assignments 5

Secondary

21st CCLC Specialist R

Cooe [ e

3. Publish: This step will assign the monitoring cycle tasks to the EdOrgs.
a. select the checkbox next to the EdOrgs you would like to include.

O Education Organization T Staff T Published T
ﬂ Chandler Traditional Academy-Humphrey {5122} Specialist C ®
3 .
b. Select the Publish I> Publish button to assign the MP/Cycle to the list of EdOrgs.

Note: The publish button will appear when the FY23 data is available.
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10. Appendix A

DEFINITIONS

Education Organization (EdOrg): Master list of organizations specific to education that may participate in a
monitoring cycle.

Education Organization Role: A categorization of a large group of EdOrgs (Public Districts, Charter Schools, etc.).
Program Area: Business unit managing the monitoring program.

Specialist: An ADE employee who concentrates primarily on a particular subject or activity; a person highly skilled in a
specific and restricted field.

Specialty Type: A method of identifying skillsets and associating these skillsets to a staff member or a monitoring
program task (e.g. Audiologist).

Task Type: There are three types of tasks: Data Collection, Evaluation and Determination. Data Collections tasks are
assigned to the EdOrgs to complete the submissions required. Evaluation tasks are assigned to internal staff to track the
review of the data submissions. Determination tasks allow are used to gage if the EdOrg has met all of the requirements
for the monitoring cycle.

EMAC Session Time Out: The standard time out period for the EMAC application is 20 minutes.

EMAC Rollover Process: A process that allows the super user to move the list of EdOrgs from one monitoring
program/Cycle assignment to another monitoring program assignment/Cycle to prepare for the upcoming monitoring.
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11.Appendix B

FORM BUILDER QUESTION TYPES

1. Panel: Group of questions with heading and instructions.

Panel
4. question5

textt

5. question6

Column 1

Choose...

Choose.

Column 2

Choose...

Choose..

Column 3

hd Choose...

b4 Choese...

2. Dynamic Panel: Users select the Add New button on the form to add the panels on demand.

Form Designer

3. Dynamic Panel

Panel Question1

This is a dynamic panel that allows you to group questions together on the form and provide
an explanation above

Dropdown & Properties 3

Panel Question2

Choose...

item1
item2
tem3

+ Ofher MNone

Edit Choices v

Sample Form (Dynamic Panel

3. Dynamic Panel

3. Dynamic Panel

This is a dynamic panel that allows you to group questions together on the form and provide an explanation above

Panel Question1

O fer

Panel Question2

Choose...
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CONTINUED: FORM BUILDER QUESTION TYPES

3. Image: Allows the user to import an image into the form

= o FEY lmage # Properties 3

4. Html: Allows the user to format text within the form with the assistance of a html translator. This is for read
only text. Do not put your questions into the html translator.

ESEA Programmatic Menitoring

Statement of Assurance

An LEA participating in the Elementary and Secondary Education Act is required to complete a self-assessment annually to ensure that programs are in compliance with all applicable statutes, regulstions, and applications

e Copy formatted text into word editor
e Select HTML tab

e Select all text in html

e Paste into Form builder html box

Hitm

<p=ESEA Programmatic Monitaring</p=
<p=<strong=5Statement of Assurance </strong= </p>
<p=An LEA participating in the <gm>Elementary and Secondary Education Ac

in compliance with all applicable statutes, requlations, and applications.</p=

4
e Results
ESEA Programmatic Monitoring
Statement of Assurance
#An LEA participating in the Elementary and Secondary Education Act is required to complete a self-assessment annually to ensure that programs are in compliance with all applicable statutes, regulstions, and applications

5. Signature Pad: Allows the user to sign a form in the box.

2. question3
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CONTINUED: FORM BUILDER QUESTION TYPES

6. Matrix Single Choice: For each row, the user can select one response.

3. question5

Column 1 Column 2 Column 2

7. Matrix Multiple Choice: For each row, the user can select multiple dropdown responses by column.

4. questioné

Column 1 Column 2

Choose... ¥ Choose... g4

Choose... L Choose... 4

8. Matrix Dynamic Rows: Add new rows by the user as needed

5. question7

Column 1 Column 2
Choose.. v Choose...
Choose. v Choose..,

Complete
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HOW TO CUSTOMIZE IN FORM BUILDER

FORM BUILDER- DISPLAY NEXT QUESTION BASED ON PREVIOUS QUESTION RESPONSE

There is functionality in the form builder to trigger displaying questions based on a form response from a
previous question. This example below shows how to set up this scenario in form builder.

It is using the response from question1 (Are there updates to your plan?) to trigger displaying question2 (Return
in person learning). If the user selects ‘Yes' to question1 then question2 will display on the form.

1. On the left side on the page, Create the questions on the form. This example has two questions

pagel = pagel Add New Page +

1. Are there updates to your plan?

2. Return to in person learning
Column 1
oy 1

Choose... hd

2. On the left side on the page, Select the question on the form that you would like to display based on a
response. The question below (Return to In Person Learning) will only display based on the response from
questionT.

2. Return to in person learning

Column 1 Column 2

Ricer 1 o -l
Choose... b Choose... hdl

3. On the right side of the page under properties, select the logic dropdown

e Select Visible if dropdown
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@ EMAC

CONTINUED: FORM BUILDER- DISPLAY NEXT QUESTION BASED ON PREVIOUS QUESTION RESPONSE

4. Logic/Build (Dropdown list under build)
o select the question you would like to use (this example is Question1)
o Select the mathematical symbol next to the question
o Select the value to trigger displaying a question (In this example it will display

question2)

Logic -ﬂ
{question1} == true -
N - / :
guestion ¥ | eguals e

Please enter/select the value

pagel n pagel Add New Page +
.question? '
v
o -
AC v
Rows v
1. Are there updates to your plan? *
— Question #1 Choices &
= o ® Y ¥ T Matrix (multiple choice) & Properties >
2. Return to in person learning -
Column 1 Column 2 Column 3
ot Choose... v Choose... v Choose. v question1 ¥ equals b
Please enter/select the value

Fow2 Yes
Choose... v Choose... v Choose. v ()

5. Review Form by selecting Test Form

Form Designer Test Form J50M Editor

Show invisible elements Choose device | Desktop n

1. Are there updates to your plan?

Complete
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CONTINUED: FORM BUILDER- DISPLAY NEXT QUESTION BASED ON PREVIOUS QUESTION RESPONSE

6. Select 'Yes' on the test form

1. Are there updates to your plan?

-:)

2. question2

Column 1

Choose...

Choose...

Complete
7. Select ‘No’

Show invisible elements

Choose device | Desktop n

1. Are there updates to your plan?

.

Complete

FORM BUILDER: EXPAND SINGLE INPUT

Single Input response to multiple lines.

2. questionl

Expand the Single Input questions by changing the property from Single Input to Comment to extend the

Note: The Form download feature does not support multiple line responses. Sample below.

Optional by 5State law When TUHSD teachers, staff, and students consistently and correctly wear a mask, they protect others as well as themsel
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HOW TO COPY A FORM

FORM BUILDER- DOCUMENT MANAGER

To copy a form from the test environment to the production environment, follow the steps provided below.

1. Open browser with test link EMAC Test hyperlink, login with test ID, select the UAT link.

EMAC- UAT w &

2. Select Program Area/Document Manager from the top menu bar.

Program Area -~ Monitoring Program

¥ Announcements

Il B Document Manager

B Email Templates

3. On the form grid Go to Actions column next to the form you would like to copy. Select the elipse/Edit to
open the form.

Search...
Name Y content * T erogram area T categoy T wpcount T  RespondedenttyCount T EfecwestrtDate Y EftectvetndDste T Actionis)
B matricxisx Excel Academic Standards Sample Letter 0 NA 11/22/2021
[E ECQUIP Quality Enhancement Plan Online Academic Standards Form 6 0 06/18/2021 -
[E CLSD Comprehensive Needs Assessment Online Academic Standards Form 0 0 06/18/2021

[ Delete

Create Future Version

[E CLSD Narrative Questions Online Academic Standards Form 0 0 06/22/2021

4. Select the JSON Editor tab

Form Designer Test Form 1SON Editor

) EFe) e B ]

5. Highlight text in to copy (turns blue when selected)

1

2 “title": "ECQUIP Quality Emhancement Plan”,

3 "description™: "ECQUIP was developed by the Early childhood Education (ECE} Section as a continuous improvement
4 "loge": "data:image/png;basecs, iVEORWEKGEOAAAANSUREUZAAA J4AAAN CATAAACWUNL M AAAACKE TWEMAAAT EAAADRAGVIRADAAAZAE LEQ
5 “pages": [

3 {

7 “name”: "pagel”,

2 "elements™: [

g {

18 "tvoe"™: "checkbox".

6. Right mouse click and select copy.
7. Open a new browser window preferably a different browser than above.
8. Go to the website https://www.azed.gov/
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https://adeconnectwebuiqaaps.azurewebsites.net/Apps

CONTINUED: FORM BUILDER- COPY A FORM

9. Select ADEConnect from the top menu
10. Select EMAC link on the ADEConnect page.

EMAC

11. Select Program Area/Document Manager from the top menu bar.

w

12. Select Create button under Create Online form section.
13. Select the JSON Editor tab

Form Designer

Test Form JS0ON Editor

= =] ] =] =)

14. Right Mouse Click on blue highlighted text and select paste.

1

2 "pages": [

3 {

4 "name": "pagel”
5 1

& | ]

7 [

15. Select Test Form tab. Verify Form.

Form Designer

Test Form

16. Enter Form Name.

Form Mame

17. Select Form Designer tab.

18. Save.

TOOLBOX

Form Designer Test Form

B T

JSOMN Editor

JSON Editor

m| Custom Toolbox ltems

Tip: The reporting attributes do not copy with this procedure. They need to be added each time the form is created.
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12. Appendix C

SCHEDULE VIEW BY EDORG/STUDENT

This view is available to ADE Staff if the program area chooses to capture and report the monitoring data at a student
level. This will provide a view of all the students assigned to an EdOrg for the monitoring year. Actions are setup to view

student details and task assignment.

SCHEDULE VIEW BY EDORG/STUDENT

® Schedule View by Edorg/Student

Fiscal Year EdOrg

2021 v Chandler Unified District #80 (4242) v ‘ Clear ‘

Monitoring Pro... Y StateS.. Y BirthD.. Y Disability Categ... Y School Y Teacher
ESS monitoring . B Chandler Traditional

12457895 01/01/2016 Emotional Disability Jon Doe
program - IT DEMO Academy - Goodman
ESS monitoring Specific Learning .

30396548 03/15/2004 o Perry High School Jon Doe
program - IT DEMO Disability

Search...

Y Provisi.. Y Staff Assigned

@ ADE Staff Test

® ADE Staff Test

Q

Y Actions

E

3

Actions-Student Details: The staff member will be able to view the student details and the task assignment within the

monitoring program.

STUDENT DETAILS

State Student ID: 12457895

State Student ID: 12457895 Birth Date: 1/1/2016
Provisional: © Home Language: English
Disability Category: Emotional Disability Race: White

Teacher: Jon Doe Staff Assigned: ADE Staff Test

Monitoring Program: ESS monitoring program - IT DEMO

Student online forms/uploaded documents

Chandler Unified District #80

Name: Not Found
EthnicHispanicLatino: No
School: Chandler Traditional Academy - Goodman

Fiscal Year: 2021

Student data submission for Self assessment Invoice743 (2).pdf PDF

NA

e
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13. Appendix D

GRID VIEW

[ e
T TaskType X /

EdOrg Program...

¥ Task Type: Corrective Action

Alhambra Educator and

Elementary School
District (4280) Excellence

> Task Type: Data Collection

> Task Type: Determination

» Task Type: Evaluation

SCHEDULE VIEW GRID FEATURES:

All schedule views have features available to manipulate the grid view results.

Monitori... } Cycle

Demo
Monitoring Cycle1
Program

Task Na... Start Date

Corrective
Action Task -
Plan

02/11/2021

End Date Task Type

Corrective
02/25/2021 .
Action

Search...

Staff Ass... &

Actions

Denise Empey E

Drag and Drop: Drag a column heading to the grid bar to group items in the grid. Example below shows

grouping by task type.

Collapse All: Collapse the grouped data to view groupings.

Expand All: Expand the grouped data to view all details.

Search: Enter Search criteria for any text field in the grid.

Sort Ascending: Sort the data in ascending order by the column selected. Example shows LEA Name.

Sort Descending Order: Sort the data in descending order by the column selected.

Columns: Select the checkbox next to the columns you would like to see in your grid view.

ADD AND REMOVE COLUMNS FROM A GRID VIEW

LEA Name

EdOrg

t  Sort Ascending

1 Sort Descending

ll columns >
Y Filter >
10 ¥  items per pe

Arizona Department of Education | Wi

.(E' ° 1535 West Jefferson Street, Phoenix

FLEA Name
@EdOrg
Program Area
®Monitoring Program
®Cycle
®Task Name
f@start Date
BEnd Date
HStatus
®sStaff Assigned
Student Level Task
HActions
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CONTINUED: SCHEDULE VIEW GRID FEATURES

FILTER GRID RESULTS

Filter: Enter filter criteria and Select the filter button to limit the grid view results.

LEA Name . EdOrg

t  Sort Ascending
+ Sort Descending

ll columns 4

Monitoring Prog...

| Y Filter >

n 10 ¥ items per pe

Arizona Department of Education | Wi

e 1535 West Jefferson Street, Phoenix
L (602) 542-2222
N1 £

=

ACTIONS COLUMN:

Show items with value
that:
Is equal to v
And v
Is equal to v
Filter Clear

Actions: Each task on the grid will have options under the actions column. The options available will depend on

the type of task.

EdOrg i Program Area H Monitering Pro...

Alhambra Flementary  _1ce of English

District (4280) Services
Servi

ACTIONS FOR A DATA COLLECTION TASK

Edit
| @ Details
<+ Add New Task
(® Reschedule Onsite visit

2. Data Submission

Language Acquisition Migrant Education Cycled

Task Name d Start Date

C4-01: Statement of

12/31/2021
Assurance

Task Type

Data Collection

Task Status

Staff Assigned H Actions

OQELAS Specialist @
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@ EMAC

14. Appendix E

DOCUMENT CATEGORIES

Document Manager

Document Category | Description Details Page Sub Heading
Form Uploaded form Resource Tab N/A
Instructions Steps to complete submissions Resource Tab N/A
Resource Additional information to support submissions Resource Tab N/A

Sample Form Form example Resource Tab N/A

Sample Letter Letter example Resource Tab N/A

Statute Statute supporting monitoring task Resource Tab N/A
Submission Document to be uploaded as a part of the Submissions Evidence
Document submissions Tab Documents
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17. Use Cases

171 CREATE A MONITORING PROGRAM

Pre-Requisite Step:

Create Online Forms/Upload Documents in EMAC.

Reference: EMAC Staff Reference Guide, Section 5

Step 1: Monitoring Program Setup:
e Create a New Monitoring Program.
Reference: EMAC Staff Reference Guide, Section 6
¢ Configure a Monitoring Program.
Reference: EMAC Staff Reference Guide, Section 6.1
e Create a Monitoring Cycle.
Reference: EMAC Staff Reference Guide, Section: 6.4
e Add/Create Tasks.
Reference: EMAC Staff Reference Guide, Section 6.5-6.7

Step 2: Assign the Monitoring Programs to Service Providers/Education Organizations:

Reference: EMAC Staff Reference Guide, Section 7

Step 3: Add Students and Student forms:

e ADE Staff:

Reference: EMAC Staff Reference Guide, Section 16
e LEA User/Service Provider Users:

Reference: EMA Portal User Guide, Section 13
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