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Introduction:

Entering data in Jobs for America’s Graduates’ data system, JAGForce, is an
extremely important part of being a JVG specialist and is a critical element in continuing
each site’s program from year to year. Every specialist should set aside time weekly, if
not daily, to enter data in small amounts so that the task does not become
overwhelming.

We have created this guide to help specialists with the various types of entry that
will be expected of them throughout the year. There are many helpful videos about
JAGForce in Headrush, but this guide is very specifically targeted toward the data that
is necessary for Virginia specialists to keep track of.

There are a few very general things to keep in mind as you use JAGForce:

e Each grant site will have only 1 login for JAGForce.

e JAGForce will ask you to change your password approximately every 90 days.

e If you encounter problems in JAGForce, first try to log out of it and log back in;
this often will be enough to clear whatever problem you were encountering.

e JAGForce will log users out due to inactivity; it is important to keep this in mind,
since if you are in the middle of a task and leave your computer then you could
lose the data you were entering if you did not save it or complete the task.

Don’t forget—your Program and Data Manager is always available to help!

Sections in this quide:

I.  Definitions
[I.  Beginning-of-year setup
lll.  “5-of-5” award data (7"-11t" graders)
IV. Model Service Entry
V.  Entering Employer Information
VI.  Entering follow-up data for the 6-of-6 award (graduates)
VII.  End-of-year tasks
VIll.  Running Reports



Definition of terms used in JAGForce:

Participant—Students in the JVG program are referred to as “participants” in the
JAGForce system.

Barriers—These may also be referred to as “qualifying criteria.” These are the
things that might hinder a participant from being successful in the future.

Career Association—In a nutshell, this is simply the student organization your
JVG students will form. This should be a student-led “club” in which students
make decisions about projects to complete that will help their school or
community in some way. Any officer in your career association is eligible to apply
for an office in Virginia’'s statewide Career Association, JAGCA-Virginia; these
officers go to JAG’s Student Leadership Academy in Washington, D.C. at the
beginning of December and plan statewide student activities.

Follow-up—Any student who was on your last year’s roster marked as grade 12
will automatically go into “follow-up” status. As part of the JAG model, specialists
are expected to follow-up with these students through phone, text, email, etc. for
the months of August to May.

Competencies—These are the standards specialists should cover with students
during the school year.

Model Services—These are the activities specialists use to cover the JAG
competencies; these can be lessons, projects, field trips, guest speakers, and
many other types of activities.

IDP—This is optional for specialists in Virginia, but it is an Individual
Development Plan that can be completed for each student.

“5-0f-5”—This award is based on specific data collected for students at the
middle-school level or in grades 9-11 at the high school level.

“6-of-6”—This award is based on data from the 10 months of follow-up data
collected from the previous year’s graduates.

Beginning-of-year setup:

If you are a new specialist, your JVG Program and Data Manager will set up an account
for you in JAGForce and you will receive an email to set your password. Your email
address will be your username in the system.

Entering student profiles—Since your rosters are already created for you at the
beginning of each school year, your first big task will be to enter your students into the
system and place them on your roster. You can watch a video that covers this process.
Follow these steps:

o=

Click on “My Rosters” at the top of the home page in JAGForce.

Choose this school year’s roster.

Click on “Add Enrollee” in the upper right corner.

In the small box that appears, you can either search for a student whose profile is
already in the system (the name must be written exactly as it appears in


https://vimeo.com/1103192796/135cf86233

JAGForce) or choose “Create New Student.” This will open a larger screen
where you will enter information about the student.

5. Fill out the student’s information, focusing on the required fields; of course, it is
great if you can enter other data as well, but this can always be done later. There
are many fields that simply do not relate to us in Virginia—other states have very
specific data they must record to meet various grant requirements. (Note: If you
want your students to have Level All accounts, you must enter an email address
for each student.)

6. After hitting “Next,” you will be given a small box with two required pieces of
information. One is the student’s current grade level. The other is the “Start
Date™—in most cases it is best to put either the very first student day of school or
of the semester, if you are on block scheduling. If a student’s start date is not
early enough in the school year it may affect your ability to add them to model
services later on. You also have the option to add students into a “subgroup” on
this screen (video). Creation of subgroups is not required, but Virginia specialists
sometimes find this useful if they want to separate students by class periods,
grade levels, or any other grouping, and this can help when entering model
services later.

7. You can also add students through the “Participants” tab, but if you do it this way
they may not automatically be put on your current roster, so it is safer to follow
this method.

Adding students to a roster—If you follow the method above, you should not need to
do anything else. However, if for some reason you have entered all of a student’s
information and you still don’t see them on the roster, follow the steps below:

Click on “My Rosters” at the top of the home page in JAGForce.

Choose this school year’s roster.

Click on “Add Enrollee” in the upper right corner.

In the small box that appears, begin typing your student’s name in the box (the
name must be written exactly as it appears in JAGForce). If you've already
entered all of the profile information, they should appear for you to click on.
NOTE: You may have to type at least four letters of the name before the student
will appear.

5. Once you click on the student’s name, you will just need to enter their start date
and grade level and hit “Save.”

hwh =

“My Rosters” vs. “Participants” vs. “Enrollment”—These three tabs at the top of the
JAGForce home page do have differences (video):

e My Rosters: clicking on this tab will let you pull up your current roster, where you
can access each student’s profile to enter information and enter model services.
You can also access rosters from previous school years by using the dropdown
arrow.


https://vimeo.com/1124211043/1140b7b2b3
https://vimeo.com/1103465615/aa767292a5?ts=0&share=copy

e Participants: clicking on this tab will show you all of your active participants

(those that have a start date during this school year). This can be a useful place
to enter some information in columns. NOTE: You may see students here who
are not on your roster; for example, if you entered a profile for a student in
September, but they then left your school in October and you asked to have them
removed from the roster, they will likely still show up in this area.

Enrollment: clicking on this tab also shows you a list of your active participants,
but with different fillable columns from the “Participants” tab.

Adding Barriers to student profiles—The initial entry for this should be done as close
to the beginning of the year as possible, but these can be added to and removed as the
year goes on (video). NOTE: Each roster should have an average of 6 barriers per
student; some students may have fewer than 6, and some may have more than 6. NO
student should have zero barriers, however. Here are the steps and tips for adding
and removing student barriers:

Barrier Entry:

1.

w N

The quickest way to get to the screen view you need is to click on “Participants,”
then click on a student’s name. This will bring up the student’s profile with several
different tabs.

Click on the “Barriers” tab.

Click on “Add Barriers” in the upper right corner. You will simply click on any
barrier that applies to that student, and then click “Next.” These barriers are now
logged on the student’s profile.

Each program should have an average of 6 or more barriers for their roster.
Some students may have fewer than 6 barriers, as long as this is balanced out
by students who have more than 6.

If your school gives free or reduced lunch to all students, then this barrier can be
chosen for every student on your roster.

Barrier Removal (video):

1.

wnN

The quickest way to get to the screen view you need is to click on “Participants,”
then click on a student’s name. This will bring up the student’s profile with several
different tabs.

Click on the “Barriers” tab.

You will see the student’s barriers in a list. You will see a column titled “Date
Removed,” with an edit pencil. Choose a date for the removal of any applicable
barriers, then click “Save.”

NOTE: Please be careful not to follow this process for barriers that you might
have accidentally entered for a student; the system does not see this as
correcting a clerical mistake, but rather as a change in the student’s
circumstances. Removal of barriers is counted in JAG’s data and is used in
several different reports.


https://vimeo.com/1103468854/d428704ea3?ts=0&share=copy
https://vimeo.com/1103470447/0f5f1140fc?ts=0&share=copy

Entering previous year’s GPA and attendance—This is something that will need to
be done in order for a middle-school, high-school multi-year, or even alternative
program with non-seniors to be eligible for the “5-of-5" award (video):
1. At the top of the home page in JAGForce, click on “Progress Reports.”
2. Using the drop-down menu, select “Prior Year End-of-year Reports.” All of your
active students will be populated here, even if they were not in JVG last year.
3. You can use the edit pencils in the fields to fill out all necessary information. See
the “5-of-5” award section on the next page to make sure you are completing that
information in order to be eligible to receive that award.

Entering officers in site’s Career Association—Once you have chosen officers for
your site’s Career Association, you will need to enter these in those students’ profiles
(video).

1. The quickest way to get to the screen view you need is to click on “Enrollment,”
then click on the identification number beside the student’s name. This will bring
up the student’s main profile page.

2. Scroll down until you get to the “Career/Professional Association” section of the
page. You will see that every student is already marked as a “Career Association
Member,” but if they hold a specific office you will need to change that in the
dropdown menu to the applicable office. Under that you will see an “Other:
Position” field; if the student holds an office that is not listed, you can add it here.

Removing Students from a Roster—There are instances when specialists will need to
have students removed from a roster. Usually, this needs to be done by sending a
request to the Program and Data Manager. Please keep these things in mind:

e Specialists should be able to remove students from their current roster before
September 30, by simply going to the roster, clicking the arrow in a student’s row,
and choosing “Delete.”

e NOTE: If you see a student listed twice under “Participants” then you will need to
contact your Program Manager, because that means there are 2 profiles for 1
student. We will be happy to help resolve this issue.

e After September 30, rosters are set. If a student leaves the school or program
from this date until the school’s midpoint of the year or course, the Program and
Data Manager can remove the student.

e If a student leaves the school or program past the midpoint of the year, they will
remain on the current roster.

e At the beginning of the year, Virginia specialists in programs that have follow-ups
to complete will receive a list of their follow-up contacts. If they feel that any of
these students should not be on this list, they must notify their Program and Data
Manager before September 30.

The tasks in the “Beqginning of year setup” section should be completed by
September 30 of each year.



https://vimeo.com/1103481172/6d38fc8b78?ts=0&share=copy
https://vimeo.com/1103483332/74181f6228?ts=0&share=copy

. “5-of-5” award data:

The 5-of-5 award can be earned by any Virginia program with 7t-11% graders on their
roster. The criteria for the award are as follows:

Outcome Multi- Alter- Middle
year native School
Standard 2.3a: High-school transition (8™ 90% 75% 90%
grade)/Matriculation to next grade (7%, 10", and 11%)
Standard 2.3b: Improvement in Attendance Rate 70% 50% 70%
Standard 2.3c: Academic Improvements 90% 75% 90%
Standard 2.3d: Reduction of Discipline Referrals 60% 60% 60%
Standard 2.3e: Reduction in one or more Indicators/ | 90% 90% 70%
Barriers by the end of the program year

In order to be eligible for this award, specialists would need to keep track of the
following data regarding each standard (video):

1. Standard 2.3a: When entering the End-of-Year Progress data, check the box
which indicates that the student moved up to the next grade level.

2. Standard 2.3b: When entering the End-of-Year Progress data, record the
number of absences the student had during that school year. NOTE: Only
students who had 10 or more absences during the previous school year will be
used to calculate improvement under this standard, and they will only be
considered “improved” if they have fewer than 10 absences during the current
year as a JVG student.

3. Standard 2.3c: This is similar to the process for Standard 2.3a—there is a box in
the End-of-Year Progress Data which can be checked if a specialist determines
that the student has shown academic progress during the year. Specialists can
use the students’ GPA, student test scores, their observation of students’ study
habits, or other criteria to determine whether this box should be checked.

4. Standard 2.3d: If discipline referrals have been an issue for a student, at the
beginning of the year the specialist would indicate Barrier A8 when entering the
student’s barriers. If the student improves in this area during the year, the
specialist would remove that barrier at the end of the year.

5. Standard 2.3e: At the end of the year, the specialist would remove any
applicable barriers for students.

NOTE: Specialists will likely need to follow the process in the previous section for
entering “Prior Year End of Year Reports” to maintain the data for this award.


https://vimeo.com/1103499327/7fc859df27?ts=0&share=copy

V.

Model Service entry:

Explanation of model services—This is really the most important thing specialists
do—lessons and activities that help students cover the JAG competencies. These
entries can come from lessons, community service projects, field trips, guest speakers,
and also activities that other staff in the building might be doing with the students the
specialist is tracking. This video will walk you through the process of creating an entry.
The categories available are as follows:

Academic Remediation: Time invested in or out of the classroom receiving one-
on-one tutoring or extra help in any academic subject may be counted as contact
hours if arranged by the JAG Specialist. This does not include class time allowing
students to make up work or study for tests but may include time given for guided
study so long as participants are receiving individual attention.

Career Association: Time invested in or out of the classroom in planning,
directing, participating, or evaluating Career Association chapter activities
excluding community service since those hours is tracked separately. Time
spent in traveling to and from events cannot be claimed. Career Association
activities must be competency-based to be counted as contact hours.
Community Service: Time invested in or out of the classroom in planning,
directing, participating, or evaluating community service or service-learning
projects. This does not include travel time. Time spent in traveling to and from
events cannot be claimed. Community service activities must be competency-
based to be counted as contact hours.

Employability Skills Instruction: Time invested in or out of the classroom receiving
competency-based instruction. Contact hours can include taking pre- and post-
tests to document competency attainment, completing assignments, working on
projects, watching competency-based videos, completing online e-learning
modules, and other instructor-led activities.

Field Trips/Guest Speakers: Time invested in the classroom in listening to guest
speakers or out of the classroom on a field trip should be claimed as contact
hours for those that are competency-based. Recreational field trips can be
claimed if the objective is to deliver competencies, even in a more informal
environment, e.g. going to a restaurant for a meal, participating in a ski trip, etc.
The narrative should describe the competency being attained.

Guidance Counseling: Time invested out of the classroom assisting or coaching
students on personal or career issues. School or program policy should
determine what information should or should not be provided in the narrative
when the issue is of a personal or sensitive nature. Career guidance, however,
should be recorded using JAGForce. Specialists should always follow school
procedures for “crisis circumstances.”

Group/Social Recreation: This can only be used by middle-school programs
and applies to activities that help students function as part of a group.
Work-based Learning: Time invested in work-related activities in partnership at
an employer’s location. Examples: informational interviews, job shadowing,
internships (paid or unpaid), mentoring, apprenticeships, school-based
enterprises, etc.



https://vimeo.com/1103759330/8e7bf9a8d3

e Other: Time invested in activities not described above. Examples: administration
of standardized assessments; SSR period (sustained silent reading); time for
studying or making up work; etc. This category should be used only rarely
and should not include time spent “hanging out” during study halls or after
school.

The basic information specialists will need to enter a model service is a name, a
narrative of the activity, the number of minutes it took, the level of student competency,
the JAG competencies covered, and the students who participated.

Starting a model service entry: Please follow these steps to enter a model service.

1. Go to your current roster.

2. Click on “Add Model Service” in the upper right corner.

3. On the first screen, choose a name for your activity, a date, and a narrative. For
the narrative, this can be a sentence or two for a short lesson or activity but
should be longer if you are entering a longer project or activity.

4. On the next screen, choose the appropriate category for your activity. The time
should be entered in minutes, and no entry should exceed 480 minutes.

5. Work through the remaining screens, using the information below.

Adding competencies—Specialists should choose no more than eight (8)
competencies that apply most directly to each activity. While many activities cover a lot
of competencies, choosing too many of them can compromise the data. /deally,
specialists should only enter 3-5 competencies that most specifically relate to the
activity.

Choosing level of competency—There are 3 levels of competency available, and the
dropdown for this is on the same screen as the list of JAG competencies. These levels
indicate the following:

1—Students are just being introduced to a new concept

2—Students are interacting with others, applying a concept

3—Students are demonstrating mastery of a concept

Adding attendees—After the competency screen, the students who participated in the
activity should be chosen. Specialists can filter by subgroup, if they set subgroups in
their roster, or they can choose “All,” and see a list of every student on their roster.
NOTE: Students only appear on this list if the activity takes place after the start date
entered on their profile; this is why we recommend setting the first day of school/
semester as every student’s start date.

Engagement—After adding students to an activity marked as “Field trip/guest speaker,”
on the last small screen specialists will see a box to check titled “Check to create an
Engagement for this Model Service.” This is not required but clicking it will bring up the
following types of engagement: Motivational Speaker, Educational Engagement,
Employer Engagement (as defined by JAG), and Other type of Presentation or
Experience. Specialists can also choose an “Organization” in the system; for example, a



local employer might be a guest speaker in a classroom, and that employer could be
entered in the system and logged as having provided “Employer Engagement.” Again,
this is not a requirement, but it helps JAG to know what employers across the country
are working with our students. (See Section V for naming conventions)

Editing existing model services (adding attendees, changing minutes, adding or
changing competencies)—Sometimes specialists may need to make a change to an
existing model service, most likely to change the number of minutes or to add a student
who might have made up an activity due to an absence.

1. To change the minutes of an existing model service, go to the current roster and
click on the Model Services tab. Click on the name of the model service you need
to edit, and then click on the “Services” tab in gray. Hover over the number
currently entered for minutes, and an edit pencil will pop up there; change your
number, hit enter, and then click “Save.” (Video)

2. To add students to an existing model service, go to the current roster and click
on the Model Services tab. Click on the name of the model service you need to
edit; you will see 3 places where you can click on “Attendance.” Click on the one
in the upper-right corner of the screen. That will bring up the small window where
you can choose any student who was not already added to this activity. (Video)

3. To add or change the competencies of an existing model service, go to the
current roster and click on the Model Services tab. Click on the name of the
model service you need to edit, and click on “Add Services” in the upper right
corner. Go past the initial “Activity Type” and “Contact Time” screen, unless you
need to edit these as well. On the next screen choose the competencies that
should be assigned to this model service. (Video)

V. Entering Employer and Educational Institution
Information:

There is a place in each student’s profile to enter “Career Activities,” where you can
record their workplace information, and to enter “Educational Activities” if they are
enrolled in post-secondary education. Adding this information is not required, but it is
extremely helpful for us to have a record of workplaces and educational institutions
across Virginia where our students are employed/receiving training or where business
professionals are willing to serve as guest speakers and resources for field trips and job
shadowing.

Entering employers—It is important to enter this information correctly in
JAGForce. Please follow these guidelines, and watch this video for a clear illustration:

1. Go to “Participants,” and then choose the student whose employer you want to
enter.

2. Click on the student’s name, and then click on the “Career” tab.

3. Click on “New” beside “Career Activities.” The first thing to do is to see if there is
already an entry for the business that employs the student. We have worked hard


https://vimeo.com/1103775079/acdbdd7b25
https://vimeo.com/1103779474/e42bf72d0c
https://vimeo.com/1129842392/adddb52a24
https://vimeo.com/1105219867/0f6ab07e9e

to clean up the list of Virginia employers, including as much identifying

information as possible, so we want to avoid duplicate entries. Click into the

Employer box and start typing in the name of the participant’s employer (type at

least 4 letters to populate names), and be sure to keep the following things in

mind as you go:

e Names matching what you are typing in will start to populate a list

e Since addresses do not show up on this list, and you want to ensure you are
selecting the correct location of this employment, click on the area with the
magnifying glass icon at the top of the list that says “Show more results
for...”—this will show a list of employers already in the system with that name
that are in different locations

e Find the employer with the correct location, if it has already been entered in
the system, and then click on the account name

e [f the name and/or location of the employer does not show up, click “Cancel”
along the bottom to return to the previous screen, then click into the Employer
box again and click on “+ New Account”

4. When entering a new workplace, do not enter ONLY the name of the
business. If this is the only information you have, it is better not to make an entry
at all. For example, having multiple entries that just say “McDonald’s” does not
help us direct students or specialists to a particular business in a specific place.
Try to enter as much of the following information about the business as you
know: full and accurately spelled name, physical address, phone number,
website. Of course, not every business will have all of that, but we do need at
least the name, the city and either the physical address or a website.

5. Be sure to follow JAG’s best practices for naming conventions:

o Do not abbreviate the entity name, unless it is the entity’s official name

Utilize punctuation, like commas, ampersands, and apostrophes

Do not put unnecessary spaces

Do not put the location of the entity unless it is part of the official name

Do not put in additional words to describe the entity, like “Restaurant”

Use “The” only if it is part of the official name

Conduct a full search of the entity prior to inputting to avoid duplications in

JAGForce

For all military branches, the name should start with “United States”:

examples include “United States Army,” “United States Army National

Guard,” etc. Do not put the base the participant is assigned to through

their military placement unless they are working on base in a civilian

capacity. Note that the “Virginia National Guard” is a separate entity

Here are some common conventions and errors:

Correct: McDonald’s---Common errors include McDonalds, Mc Donald’s,

MacDonalds...

Correct: Walmart---Common errors include Wal Mart, Wal-Mart, WalMart,
Wal Mart...

Correct: City of XXX---Use this and add a department if needed, like “City
of Roanoke Human Resources”

0 O O O O O

O
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Correct: Buchanan General Hospital---Do not put “BGH” for this, for
example

Correct: KFC---It would be incorrect to put “Kentucky Fried Chicken”
because “KFC” is now the company’s official name

Don’t hesitate to reach out to your Program Manager with questions; remember, the
video will help you with this process.

Entering educational institutions—This is very similar to entering employer
information. Please follow these guidelines, and waich this video for a clear illustration:

1. Go to “Participants,” and then choose the student whose educational institution
you want to enter.

2. Click on the student’s name, and then click on the “Educational” tab.

3. Click on “New” beside “Educational Activities.” The first thing to do is to see if
there is already an entry for the institution, since we want to avoid duplicate
entries. Click into the Educational Institution box and start typing in the name of
the institution (type at least 4 letters to populate names), and be sure to keep the
following things in mind as you go:

e Names matching what you are typing in will start to populate a list

e \We have not yet been able to clean up these accounts quite as well as we
have with the employers, so multiple entries could appear. Click on the area
with the magnifying glass icon at the top of the list—this will show all of the
entries for that name.

e Choose the one you feel is the most complete entry for the institution, if it has
already been entered in the system, and then click on the account name

e [f the name and/or location of the institution does not show up, click “Cancel”
along the bottom to return to the previous screen, then click into the
Educational Institution box again and click on “+ New Account”

VI. Entering follow-up data:

Follow-up data is a crucial element of the Jobs for America’s Graduates model. This
data is collected to show the success of the program even after students leave high
school and enter the world of work and/or post-secondary education. The final deadline
for completion of follow-up data entry is in the middle of May.

Explanation of follow-up expectations and awards—Once high-school JVG
programs have been in place for at least one year, they will be expected to follow up
with all of the program’s graduates from the previous year monthly from August to May.
This is a crucial part of the specialist’s job, and there are several things to keep in mind:
e The JVG Follow-up Outcomes award is given to specialists who maintain a
95% or higher connection rate with their graduates, and meet the targets for
graduation and positive outcomes as well
e Jobs for America’s Graduates bases their “6-of-6” award on all six of the criteria
(connection, graduation, positive outcomes, employment, full-time employment,

11
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and further education); both individual sites and states are eligible to receive this
award if they enter their follow-up data

e Counselors and other school staff can be helpful for specialists who are having
difficulties contacting last year’s graduates

e Specialists should contact their Program and Data Manager as soon as possible
if they are having any difficulties entering this data in JAGForce

Process for entering follow-up data—As near as possible to the beginning of each
month, specialists should follow this process for entering their follow-up data (This video
shows clearly how to enter all of the required information):

1. Click on the “Follow-up” tab at the top of the home page in JAGForce. A list of
your students who should be contacted each month will appear.

2. Please use the entry that is already available for that month. This will be dated
the 15 of the month; even if your contact with the student is later in the month,
please enter it for that date. This keeps the data in the system much cleaner.

3. Beside a student’s name, begin populating the columns:

a.

Type—From the dropdown, choose the appropriate contact person. Of
course, the best type of contact is for the specialist to contact the
participant, but if that is not possible, they may reach out to parents, other
family members, school counselors, etc. in order to find out what the
student is doing.

Short Narrative—Here the specialist will need to enter a sentence or two
explaining what the student is doing post-graduation. Please be as
specific as possible (include names of specific schools or businesses). An
example would be “Working at McDonald’s and attending Virginia Western
Community College.” Do not simply put something like “Sent student a text
message” or “Emailed student to wish them a good holiday break.” It might
be helpful to keep these narratives in a word document if you have a lot of
students, so you can copy and paste them if the students’ statuses do not
change from month to month.

Contact Method—Choose the method that was used to contact the
participant.

Duration—Type a specific number of minutes for the duration of the
contact.

Status—This is the most important field for the purposes of JAG data.

Choose the most applicable of the following for each student:

i. Available/Unemployed—Select this if the student is available to
work but is not working and is not enrolled in any type of post-
secondary education.

ii. 2-year college or university—Select this only if the student is
enrolled in a 2-year college program and is not working at all.

iii. 4-year college or university—Select this only if the student is
enrolled in a 4-year college program and is not working at all.
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Vi.

Vii.

viii.

Xi.

Xii.

Xiii.

Full-time job no school—Only select this option if a student is
working full-time (30 hours or more per week) but did not earn a
Career Credential in high school and is not currently enrolled in any
post-secondary training.

Full-time job with school—Select this option if a student is working
full-time (30 hours or more per week) and either earned a Career
Credential in high school or is currently enrolled in any post-
secondary training, including 2- or 4-year college.

Attending a GED program—Select this for a student that did not
graduate during the previous year as a senior but is working on
their GED.

Attending a high school— Select this if the participant does not
need to attend High School for a full year in order to attain their
diploma; if a participant does need to attend High School for a full
year in order to attain their diploma, then they should be removed
from follow up, and grade level changed from 12 to 11 on the
previous year’s roster, whether or not they return to a JAG class in
the current year.

Military Service—Select this for any participant who is in active
service.

Other Education—Select this for a participant who is enrolled in
post-secondary training that is not at a 2-year or 4-year college and
is not working at all.

Part-time job no school—Only select this option if a student is
working part-time (30 hours or fewer per week) but did not earn a
Career Credential in high school and is not currently enrolled in any
post-secondary training.

Part-time job with school—Select this option if a student is working
part-time (30 hours or fewer per week) and either earned a Career
Credential in high school or is currently enrolled in any post-
secondary training, including 2- or 4-year college.

Unable to Contact—This is to be avoided if possible; this status is
the same as “no follow-up done,” and will have a negative effect on
the site’s data.

Unavailable—This should be used on very rare occasions and
applies to students who are not able to work or go to school due to
circumstances beyond their control; for example, in the past this
has been used for students who had serious accidents or illnesses
and students who were incarcerated.

Once all the fields have been updated on this screen, you would click
“Save” at the bottom of the list.

Alternative entry method/adding or editing entries—Specialists can also enter data
for individual participants by going to “My Rosters,” choosing “Last Year's Rosters” from
the dropdown menu and finding an individual student whose name they can click on.
They can then use the “follow-up” tab on that individual student’s profile to add or review
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follow-up information. This might need to be done if an entry from some months ago
needs to be edited to correct misinformation. (Video)

Middle-school follow-up expectations: The expectation for following up with middle
school students is for specialists to make contact with the previous year’s 8-grade
students (or their counselor, parent, etc.) once they have transitioned to 9t grade. This
should be done 4 times during the school year (once every 9-week period). Middle-
school specialists can enter these follow-ups as a model service.

VIl. End-of-year tasks

Before leaving at the end of a school year, specialists will need to make sure their data
is completely up to date. There are several important tasks to complete, especially for
students who are listed as 12"-graders.

Entering end-of-year status: This status ensures that your 12"-graders are counted in
the report JAG generates to calculate the “6-of-6” award at the end of the following year.
(Video) Follow these steps to enter this:
1. Click on the “Enroliment” tab at the top of the JAGForce home page.
2. Locate the “End of Year Status” column in the list of your current students.
3. Click on the dropdown menu in a student’s row and choose the appropriate
status for that student.
4. Click “Save” at the bottom of the screen when you have finished entering
statuses.

Entering graduation dates: This status is used by the system to calculate your
Graduation Rate for the current seniors, which is one of the “6-0f-6” criteria. (\VVideo)
Follow these steps to enter this:

1. Click on the “Participants” tab at the top of the JAGForce home page.

2. Locate the “Graduation Date” column in the list of your current students.

3. Click on the edit pencil in a student’s row and choose the appropriate graduation
date for that student. (NOTE: To enter this date for multiple students, first click on
the boxes to the left of all of the graduating seniors’ names. Then, when you
choose a date for one student, there will be a box to check giving you the option
to update all students’ dates at one time.)

4. Click “Save” at the bottom of the screen when you have finished entering dates.

Adding Career Credentials: It is important to enter these for all your students who
earned a career credential during high school. Since this is a requirement for nearly all
Virginia students, this should ensure that your Further Education Rate is well above
JAG’s standard of 35%. (\Video) Follow these steps to enter this:

1. Click on the “Participants” tab.

2. Click on a student’s name.

3. Click on the “Career” tab in the student’s profile.

4. Beside “Career Credentials,” click “New.” On the screen that appears, enter the

following:
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a. Choose a Career Credential title (you can choose from the dropdown
menu of popular credentials or choose “Other” to enter a different one).
b. Check the box beside “Attained in High School.”
c. Enter the date the student attained the credential.
d. Choose the industry most closely related to the credential.
5. Click “Save.”

End-of-year progress reports: Entering these progress reports will be helpful for
students who will continue in the program next year and also show academic progress
during the year (Standard 2.3c in the “5-0f-5” award criteria). Specialists should follow
these steps:

1. Click on “Progress Reports” at the top of the JAGForce home page.

2. Make sure to select “End of Year Progress Reports” using the arrow.

3. There are many columns, but the ones to focus on are “AbsencesEndofYear”
and “GPAEndofYear” for each of your students. All other columns may not be
necessary, and specialists will often not have this information available to them.

4. Click “Save” at the bottom of the screen when you have finished entering
information.

Scholarship amounts: This is something that we would like for specialists to enter if
they are able to get this information from their school counselors. Specialists should
follow these steps (video):
Click on the “Participants” tab.
Click on a student’s name.
Click on the “Scholarship” tab in the student’s profile.
Beside “Scholarships,” click “New.” On the screen that appears, enter the
following:

a. Student Name

b. Type of Scholarship (options are “scholarship” or “grant”)

c. Period (how frequently the funds will be dispensed)

d. Number of Periods (for how long the funds will be dispensed)

e

f.

hwh =

. Date (date awarded)
Amount (total amount awarded) NOTE: Be careful to enter this correctly;
for example, if you enter $5000 and you chose a period of “every
semester” and “8” in steps “c” and “d,” JAGForce will calculate the total
amount of this award as $40,000. We want to make sure these amounts
are accurate.

5. Click “Save.”

VIll. Running Reports

It is often helpful to run reports both so that specialists have a clear idea of what the
data they are entering shows, and also so that these reports can be given to a site’s
Project Director to show the value of the program. This video may be helpful.
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Basic explanation of how to access reports: Running reports can be very simple, or
very complex depending on the information needed. For most reports, specialists can
follow these steps:

1. Click on “Reports” at the top of the JAGForce home page.

2. The default view that appears only shows most recent reports. So, to search for a
new report type, or one that you haven’t run in a while, you will need to change
this to “All Reports.”

3. In the search bar, type in one or more words that describe the kind of data you
are searching for. When you find a report that looks like it might work, click on the
name.

4. The report will run, and you can then view the data it will provide. If you want to
save this report and/or send it to someone else, the best thing to do is click on
the arrow in the upper right corner beside “Edit” and choose “Export.”

5. A screen will pop up next; choose “Formatted Report,” and then click “Export”
again. This will download the file in an Excel format to your computer.

List of the most useful reports and what data they provide: It is likely that
specialists will only need a few reports throughout the year. The most commonly
accessed reports are as follows:

e Model Services — Summaries: This report shows the current number of contact
hours for a program. This is calculated by taking the number of minutes a
specialist has entered for model service activities, dividing that by 60 to convert
to hours, and then dividing that by the number of students on the roster.

e Combined 6 of 6 Report: This report shows a site’s current eligibility for JAG'’s 6-
of-6 award. It is calculated using the follow-up data a specialist enters at the
beginning of each calendar month. (Note: This report only includes data for the
current month; the award is given based on 10 consecutive months of follow-up.)

e ALL Follow up details for ALL students: This report shows all of the follow-up
details entered during the year for every student.

Helpful tips:

e At the bottom of most reports there is a “Detail Rows” toggle button. You may
need to turn this on or off depending on how much or how little data you want a
report to show.

e Don'’t be afraid to play with the report! It is very easy to go back to the beginning
of the process and start over. It is possible to click “Edit” and add or remove
columns from many reports in order to include other data or remove
prepopulated data from a report.
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