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Instructor Guide for navigating DAISI
DAISI (Data and Information System — Illinois) is the Illinois Community College Board’s data collection
system for Adult Education. Within the DAISI system, various roles can be assigned to users based on their
duties within the adult education program where they are employed. This guide is for those who are granted
access as an instructor.

For instructors, access in DAISI is limited to classes for which the individual is the instructor of record in the
system. By that same logic, access to information about students is limited to students enrolled in those classes.
There are two roles for instructor level access in DAISI. These include the following:

1) Instructor — View Only (This level allows the instructor to view all classes for which they are an
instructor of record. It also allows the instructor to view information on students enrolled in those
classes).

2) Instructor — Enter Attendance (This role has the same access as View Only, but also allows the instructor
to enter attendance for their students).

All users are required must have a unique e-mail account to be granted access to the system. After access is
granted, the system will automatically generate a temporary password and login. This information will be sent
to the e-mail address recorded in the system for the instructor. You can login on the DAISI system at
www.icchdaisi.org.

DAISI Login Screen

_dais

Data and Information System lllinois

Welcome to DAISI, the Adult Education and Family Literacy ]
web-based data collection system of the Illinois Community
College Board.
5,
e
) - ; G
o
SUBMIT
Forgot your Passward -« voo @

. b.ol For the npmufcnm lia whsma 511 of Public Law 101-166 (The Stevens Amendme
http://www.iccb.org pq ately 1 gﬁ‘!ﬁ:ﬂamﬁund& \nrllelius!d to produce this daita c;ll;!c tion system. T

1) Use the Login and temporary password assigned by the system for your initial login.
2) Inthe future, if you forget your password you can click this area and the system will reset your existing
password and grant you a new temporary one.
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DAISI Instructor Homepage Screen — Accessible Tabs

daiS Help | Legout

Fiscal Year 2008 | Home | Students | Classes | Courses | Instructors | Funing | Administration | Repnring

d/Edit Details Search Results

Instructors: A

Bio/Demo | Prof. Development | View

Instructor: Lisa Elesone  [Chande Password] -
IR R FROM THE INSTRUCTOR'S

ork:
I‘I;\Ilm‘zlil: :];jelesone@yahoo.com HOMEPAGE, Two DIFFERENT
TABS CAN BE ACCESSED.

Fiscal Year: 2008 List Current | List &ll
Total

No. Students
Students with 7.5

Class/Section Mo. Building Start Date End Date Class Scheduls Instructor(s) Eegistered hours

Thr; 09;004M-11;004M
ABE Beginning Fall i Tue: 09:004M-11:004M :
= & Building 0a8/20/2007  11/30/2007 Mon: 09 00AM-1 1 D0AM Lisa Elesone 3 3

Wed:09:00AM-11: 00AM
Wed:09:00AM-11: 00AM

None of the navigational tabs marked with the lock icon are accessible with an instructor level
access.

The checkmark icon represents navigational tabs that are accessible with instructor level access.

The “Home” tab will always, regardless of the page being viewed, return you to the Instructor
Homepage Screen.

dais Help | Logout
The “Administration” tab
prOVi des another menu. Fiscal Year 2008 | Home | Students | Classes | Courses | Instructors | Funding | Administration | Reporting
Instructors: A Srogam el L, Rasults

Instructors can access the

Program Accounts

Bio/Demo | Prof. Development | Vie es |
following sub-menus. Busding it
Instructor: Lisa Elesone  [Change Password] N S — =
Home: (555)9842980 " }mwwmwmg@
; work: MfA Class Exit Codes
Email: lisael @yahoo. T b
1) AIIOWS you to view mail: lisaelesone@yahoo.com N :W‘f'1@
Given/Unscheduled Fiscal Year: 2008 ' e
Total
days' Nao. Students
Student: ith 7.5
2) AI IOWS yOU tO Change Class/Section No., Building Start Date End Date Class Scheduls Instructor(s) Rezlftr;rzd hwtluurs
th f. I t - Thr: 09:004M-11:004M
e TISCa year 0 view %m'i” & Building Da/20/2007 113072007 e DEO0AM-L1D0A Lisa Elesone 3 3

Maon: 09:004M-11:004M

class information from Tue: 09:008-11:0080
Other fiSC&l yeal’S. %Intermed\ate Fall Thr: 09:004M-11:004M

+
w

A Building 0gf20/2007  11/30f2007 Mon: 03 00AM-11:00AM Lisa Elesone
Wited:09:004M-11:004M

oo mnib oA ]

| i EE
tps: /vy iccbdaisi, org/ProgramCenter jsetFiscalYear.do e jechdaisi.org &%
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DAISI Instructor Homepage Screen

_ _dais 1 | Help | Logout
Data and Information System Illinois wwiccb.org
Fiscal Year 2008 | Home | Students | Classes | Courses | Instructors | Funding | Administration | Reporting

Instructors: Add/Edit Details < Search Results

Bio/Deme | Prof. Development | View Classes |

Instructor: Lisa Elesone  [Change Password] &
Home: (55519842930

Wark: N/A
Email: lisaglesone@yshoo.com

Fiscal Year: 2008 List Current | List all
Total
Mo, Students
Students  with 7.5
ss/Section Mo, Building Start Date End Date Class Schedule Instructor(s) Registered hours

Thr: 09:004M-11:004M

ABE Beginning Fall tir Tue: 09:004M-11:004M :
Fron A Building 0s/20/2007  11/30/2007 Mon: 00 005M-11:00AM Lisa Elesone 3 3

e wed:03:004M-11:008M
. wed:03:004M-11:008
£BE IntermiQ=te FAll 4 puiding O8/20/2007 11/3nj2an7 (N 0200AM-11:004M Lisa Elesane

Mon: 09:004M-11:0045M
Tue: 09:004M-11:004M

s
Lan]

Wed:09:00aM-11:004M

i Thr: 09:004M-11:004M :
ASE Fall Frogs A Building 0g/z0/2007  11/30/2007 Mon: 09 00&M-11:004AM Lisa Elesone 3

Tue: 09:00&M-11:004M

Li)

1) You can access the Help area at any time by clicking the Help button.

a. The Help area provides contact information for DAISI support from CAIT (Center for Applied
Information Technologies and from the ICCB)

2) If you wish to change your password in the future, you can do so through the “Change Password” link.

3) This section shows all the class sections you are teaching during this fiscal year. You can access
information about any class (and the students enrolled in that class) by clicking on the Class/Section No
hyperlink.

a. Class/Section No. information is determined by each program. For many the Class Section No.
will be a set of numbers used to distinguish various classes. Check with your local program staff
to get additional information about the Class/Section No. used at your program.

4) In the future, this area will outline classes you have taught in other fiscal years.

A

When clicking a Class/Section No link, you will be directed to the Class Details page.
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DAISI Class Details Screen — Overview

e daiS . Help | Logout
Data and Information System Illinois hetps//www.iccb.org

Fiscal Year 2008 | Home | Stugants | Classes | Courses | Instructors | Funding | Administration | Reporting

Search Results

These links provide access to class
and student information.

Class Details | Roster | Attendance | Student Generation Report |

General Information

ey 0872072007 | ronelbete: 0200 |

* Class/Section Mo: !ABE Intermediate FAIlF| * Course Code: !ABE 102 |

* Building: !W Faom No: '] 01 |

* Default Funding Source; Instructional Type:
[] &ssign at student placement 4805 - Federal EL/Civics ABE ASE
3405 - State Basic [J 4815 - State Performance ESL HSCR
[] 3410 - State Public Assistance [] 4900 - Unrestricted YO
4800 - Federal Basic [ 4910 - Other Restricted

*GEDIL: O ves (& no

Enrollment

Enrollment Type: | Open Entry M_|

Class Schedules

08/20/2007 11/30/2007 Monday 09:00 &AM 11:00 &M 2.00

08/20/2007 11/30/2007 Tuesday 09:00 &AM 11:00 &M 2.00

08/20/2007 11/30/2007 Wednesday 09:00 &AM 11:00 &M 2.00

03/20/2007 11/30/2007 Thursday 09:00 AM 11:00 &M 2.00

Units of Instruction: 8.00

Instructor{s)

tnstuctor Narnesi| [ #ssicnmstaucion
Lisa Elesone  08/20/2007 11/320/2007 Update Delete

* reguired

The arrow points to the Class Details link. The underlined link indicates the page you are currently viewing.

1) This link takes you to the Class Roster. The roster lists all students enrolled in the class.

2) This link takes you to the Attendance grid for the class. Instructors with View Only access can see the
attendance that has been entered for their students, but can’t alter it in anyway. Instructors with Enter
Attendance access can record the attendance for their students.

3) The Student Generation Report (when available) will show the amount and percent generated by the
Class/Section No.
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DAISI Class Roster Screen — Overview
Data and Information System lllinois

http://www.iccb.org

Fiscal Year 2008 | Home | Students | Classes | Courses | Instructors | Funding | Administration | Reporting

Classes: Add/Edit Details Search Results
Class Delai-lsul. Roste = ndance | Student Generation Report |
F__— On the Roster screen, you can view all students, active
ABE Intermediate FAll Fyo8 students or just those who have exited the class. By
Lian I default, all students are displayed. If you wish to change it,
i select the group you want and click GO.
Total | Active ents: 4
Exits
Students - P @ m y
Last, First Mam ML Student Start Date Instr. Cat. Fund Source Exit Date . Exit Reason Ugd Delete
Bates, Herb [wex-nx-9788] 08/27/2007 ABE 4800-Federal Basic - - Update Delete
Black, James [xwux-nx-3696] Baldomar 08/20/2007 ABE 3405-State Basic 11/29/2007 12 - Completed Update Delete
Uliman, Janice [xxx-ux-0274] 0g/z0/2007 ABE 4200-Federal Basic 11/29/2007 12 - Completed Update Delete
—'—mm ]tte 08/20/2007 ABE 3410-5tate Public Assistance 11/29/2007 12 - Completed Undate Delete

1) This column provides an alphabetical list of all the students enrolled in the class. You are able to view
information about the student by clicking on the student’s name. Each student enrolled in the class is
accessible for the instructor.

a. For more information outlining what information can be viewed for each student, please refer to
the next section.

2) This column provides the date the student started the class. For open-entry classes, this is often different
than the start date for the class.

3) This column indicates which instructional category was attached to the student.

4) This column indicates the Funding Source used to support the student’s instruction in the class. This is
determined at the time the student enrolls, but programs have the discretion to change this if needed.

5) Once a student exits a class, the exit date and reason are recorded in the system and displayed in these
columns. If a student drops from a class, then returns and re-enrolls in the same class, the Exit Date and
Reason become null until another drop is recorded in the system.

6) The Update and Delete options are not accessible for those with Instructor Level access.
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DAISI Student Information — Overview

dais Help | Logout
Data and Information System Illinois http://wwwiccb.org
Fiscal Year 2008 g o | Home | Students | Classes | Courses | Instructors | Funding | Administration | Reporting
Studep el Details | ] Search Results
Bio/Demo | Status | Test Info | Class Info | Eualsa’i\hicvemunts | Student Notes | Custm Fields | 1 of 45==
BiMraD@Dem@phic _ *,
¥ . — ) -
SSN: jpoox-20¢ 9739 generate Student I1D: [
= Last Name: |Bates Changed Last Name: | Date Changed:
= First Name: |H8rb Changed First Name: I Date Changed:
Middle Name: I Suffix: = Date of Birth: P4}24}1955 = Gender: Male [w]
[Age: 42]
Marital Status: | Single Vl = Ethnicity: | Other |v| Country of Origin:
= English is second language? (O ves & no MNative Language:

Contact Information

= Address 1. lRrawe Rhed P gt o |

When clicking on a student’s name on the Class Roster screen, you will be taken to the Student’s Bio/Demo
page. From this page, you can access information from various student screens as outlined in the above
numbers.
The record indicator navigation feature is a counter displayed on all student information screens. It
" represents the number of students enrolled in the class currently being viewed. This feature allows
WSS you to move directly through the students listed on the class roster by clicking the << or >> links.

1) Status — This link provides information about the student’s employment and public assistance status. It
also indicates if the student is enrolled in other programs.

2) Test Info — This link provides information about testing completed by the student. This includes TABE,
CELSA, Best Plus and Best Literacy. Information is also provided about the GED and Constitution Test
(if applicable).

Test Info Screen Sample
Students: Add/EdIt Details

Bio/Demo | Status | Test Info | Class Info | Goals/Achievements | Student Notes | Custom Fields | << 2 of 4 >>

Search Results

Student Name: Black, James
SSN: xxx-x-3695

Progress Tests:

5 120-day Test Add New List All
Fiscal Year: 2008

NRS +/- Delete

Date Pre/Post Form Lvl Raw Raw +/- Scale Sc+/- GLE G MRS Level

08/27/2007 pre ag M 15 484 Low Intermediate Basic Education -~ Delete

11/22/2007 108 ™M 22 22 553 69 High Intermediate Basic Education -- Delete

12/20/2007 post as A -- 569 16 9.1 1.10 Low Adult Secondary Education -- Delete
Total TABE Reading Gain: 85 4.3 2

GED and Constitution Tests

i Add GED Add Const
Fareign

Tvpe Test Date Passed Language GED Update Delete



3)
4)
5)

6)

Navigating DAISI — Instructor Guide (Page 7/8)

Class Info — This link provides the attendance and enrollment hours as well as the units earned by the
student in each instructional category. It also outlines all classes for the student for the fiscal year.
Goals/Achievements — This link shows the student’s goals for the fiscal year. Any achievements attained
by the student are recorded here by program staff.

Student Notes — This screen is used to record notes by Data Entry and Administrative staff regarding the
student.

Custom Fields — This link provides access to any custom fields created by the program to track
information on students. This area was provided to programs to allow them to customize the date fields
for students beyond those fields required for submission of state reports.

SPECIAL NOTE:

While not displayed on the student screens outlined above, there are two reports that instructors will find
helpful. These reports can be generated as PDF and sent to you. They include the following:

1) Student Testing Report — This report provides information on student pre and post-testing.
dais
Ciata amd imformation Spstem iWinoes Student T‘$Iil‘ls hittpefiwmen lcchang
ICCB (Jay) Training Program - Student Testi TI"IIS area Ol.ltlll'les the SearCh Fiscal Year: 2000
Program No. : ICCB05 criteria used to create the report.
Pre-Test Info Post-Test Info
- 55 Nomber Name Teat NES Level Date FL RS §§ GL Date FL RS 5% GL| NES Pts. tests Avg
Type AtEntry Lyl Gain in this AH bow
Cain series tests
000 mox-wx-3034 Awins, Alicia TABE-R Low Adult Secondary |08/04/2008 9%/A 18 369 9.1|1122%72008 105/A 23 633 129 B4 2 102.00
Education
3’110 | xxx-xx-9788 Bates, Herb TABE-R High Adult 08/04/2008 95/A 20 598 111 NiA NA  NA 1 NiA
' Secondary Education
300 mrx-xx-3696 Black, El-Connell TABE-R Low Adult Secondary [08/04/2008 55/A 19 582 10|12/01/2008 10S/A 21 609 124 | 27 2 4800
Education
4 00 xxx-xx-2124 Clarke, Ron TABE-R High Adult 08/04/2008 95/A 22 642 129 WA NA NA 1 N/A
_ Secondary Education
300 muxwx-4316 Gonzales, Maria TABE-R High Adult 03/042008 95/A 23 676 129 WA NA  NA 1 N/A
Secendary Education
ﬁﬁﬂ | xxx-nx-1133 Newson, Ashley TABE-R Low Adult Secondary (08/04/2008 5%/A 18 363 2.1 NiA NA NA 1 NiA
_ Education
690 | ox-xx-9865 Reynolds, Rae TABE-R Low Adult Secondary |08/01/2008 95/A 19 582 10 WA NA NA 1 NiA
Education
300 cex-xx-3362 Richards Bill TABE-R Low Adult Secondary |08/04/2008 55/A 18 569 95.1|11/2%/2008 105/A 21 609 124 i 40 2 57.00
=Rt Education =
. A i, g A, R oy~ N K GEEEE TR R, g e T e e A B e T prer —— ¥

2) Student Hours Report — This report provides various information by Class/Section No.
dais
N e 5 (2 e M Individual Student Hours by Class
ICCE (Jay) Training Program - Individual Student Hours by Class Fiscal Year: 2009
Program No. ;: ICCBO5
|Ci:ss: ASE-1 FY09 Fall |Co1|r'se: GED Preparation Teacher: Beva Fuentes |
Student I Student Name InstFun  Tot. Att. Tot. Emr. Tot. UI  Status hs?ﬁ{?&:ﬁ’“ s{:i:g:i:] I?e:itl_é?:n Dar:ﬁla * Test type FL
aex-ax-3034 Avins, Alieia 04/3405 114.00 16800 11.20 1 0.0 £4.00 1 11282008  TABE-R 954
me-x-8788  Bates, Harb 043405 81.00 126.00 40 I 300 WA WA 03/04/2008  TABE-R 954
wxx-xx-3696  Black, El-Connsll 04/3405 50.00 95.00 6.60 I 0.00 27.00 1 12/0172008 TABE-R 95/A
mx-ux-2124 Clake, Ron 04/3405 18.00 33.00 220 1 6.00 WA WA 02/04/2008  TABE-R 95/A
ax-ux-4216  Gonzales, Mana 043405 102.00 136.00 1040 1 100 WA NiA 02042008  TABE-R 95/A
mex-ux-1133 Wewson, Ashley 043405 102.00 171.00 1140 I 300 WA WA 03/04/2008  TABE-R 954
wex-xx-9865 Reynolds, Rae 04/4800 117.00 171.00 1140 I 3.00 WA NiA 08/0172008 TABE-R 95/A
ax-ux-3362  Richards, Ball 044800 75.00 126.00 40 I 0.00 40.00 1 11222008  TABE-R 95/A
wn-ux-9866  Sampson, Steven 044800 117.00 171.00 1140 I 300 WA WA 03/04/2008  TAEBE-R 954
aen-x-8874  Ullman, Janice 04/3410 12600 171.00 1140 I 6.00 WA WA 03/04/2008  TABE-R EETES
wex-xx-6988  Watts, Charlotte 04/3410 24.00 51.00 340 I 6.00 NiA WA 08/04:2008 TABE-R 95/A
el e s Mttt o e P e e A o bR gk st T e 8 ey e 2 ‘f\\_n

SPECIAL NOTE: During FY09 instructors will gain the ability to run the Student Hours Report.
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DAISI Class Attendance Screen — Overview

dais Help | Logout

Data and Information System Illinois http://wwwiccb.org

Fiscal Year 2008 Home | Students | Classes | Courses | Instructors Administration | Reporting

This is the attendance grid layout for a class.

Search Results

Classes

class Details | Roster | A

ular | Student Generation Report |

& valid 7 Invalid @ walid no calc

ABE Intermediate FAll FY08 (Intermediate ABE November 2007 +Era. Month i Moot
Stack Classes: ABE Beginning Fall FY08  ASE Fall FY08 @

[Entry Legend |_HELP

O Al Semestar & Manth Wiew & This Month ) First Empty Slot Start Date: I HELP | |
Meeting Days Calendar Days ) all Students &ctive Students
© mestng s O = B P —

Entry Mode ) Correct Mode Eecalculate Eefresh | [_Hewe |
B [ I J O &l Students @ Checked W

student | ssn | AH | EH | UI 2007/11/1 5|6 7 & 12 13 14 15 19 20 21 22 26 27 28 29

' ] Th .I“I.E.T.w Th M:TWTh M T w Th M| T w | Th

DBates Herh o788 \ s0.00 | 86.00 |5.73| P ]l 1T LT T 1T U1 1]
[ Black, James 3635 7200 [11200747 A Pl PlPlPPlPlalPlPlalP|ala Pl
O uliman, Janice 874, Jio500 120000800 P plalplplalplplPlPlaleplplplale ]
o, chot_gaes|| ¢ Jlsa0 szon7an ® B A A A B A A A A AR AP

Update: You can now use the arrow keys to move around the attendance slots,

1) This area indicates the Class/Section No being reviewed. When in “Month View” mode, it also shows
which month is currently being viewed. For programs with Stacked Classes, the other Class Section No's
stacked with this class are also displayed here.

2) There are 3 icons available in this area.

a. Clock Icon - For Instructor Level access, this icon can not be accessed. This icon provides a link
to change the class schedule.

b. PDF Icon — This link allows you to print out an attendance sheet for the class currently being
viewed. There are several options for the format of the sheet.

c. Star Icon — This icon allows you to change your preferences on how the attendance grid loads on
the page when viewed. When set, the page will automatically load that way until preferences are
changed.

3) This links allow you to navigate through the months when in the Month View mode.

4) The Help icon provides a quick reference to the various attendance codes used in DAISI.

5) This box controls how the grid is currently being viewed. Unlike changing personal preferences using
the Star icon, the changes made here are not saved, but apply only to the current viewing. (Page 60 - 63
of the DAISI user manual provides more detailed explanation of each display mode).

6) This area allows you to automatically insert attendance for all students or a group of students. This can
be helpful for an Unscheduled or Given Day. If you wish to use this feature, record the Start Date and
the End Date to indicate when you want the attendance code automatically inserted. If “All Students”
are selected, it will apply to all students. If you want it to just apply to select students, leave “Checked”
selected and then check the box to the left of the Student’s Name who it will apply to. If no Given or
Unscheduled days are planned for the date(s) indicated, the system will generate “E” or “P” for those
days. Be sure to change the “P” codes to “A” codes if applicable.

7) This area gives you the current status of the student’s attendance. A legend for interpreting the different
symbols is available at the top of the page.



