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Chapter 1: Staff Screen
Login
Find the E-Com login icon on your hard drive; it will generally be on

n your desktop and will be named something similar to the one shown.
Double-click on it.

E-Com_Login.fmp12

Open "ECOM" 2|x|| The E-Com Login screen will appear.
@'7 ST Enter the user name and password assigned
¢ Guest Accourt to you by the system administrator and click
' Account Name and Password OK.
Ao s | et IMPORTANT: Do not click the Change
Password: | Password button if you want to change your
password. Instead, see “Edit
hange Password... I ancel —_—
L’ = = | Login/Password” for instructions.

Setting Account Name for Login

&\ FileMaker Pro - [Student_ (ECOMGG3)] 21 x|

™y File | Edit View Insert Format Records Admin General|Layout| e[ (e |

( Zan't Undo Chrl+Z 3 E
‘ [~ User Interface Options

stUd Cut CEr|4-% [V allow drag and drop text selection

'

Go Copy Chrl+C ™ Show FileMaker Quick Start Screen

[To Fctive Paste CErl+Y Birthdate [V Show recently opened files: IlU

> Paste Special,, )/21/2002 B y I”" Enlarge window contents to improve readability

’ Clear 1/13/2003 & Reset dialog sizes and positions: Reset |

| 4 22/2003 6 .

L e p— Wser name | teststaffz]

User Interface Language: | English vl

L4 Find/Replace... p23/2003 6

’ spelling p £25/2003 6 Font smoothing style: Dark 'I

4 2212002 6y

4 Object Y beizooz s

4 Export Field Contents, ., $/30/2003 6

4 242003 6 ok | Cancel
4 sharing > bii2i2003 6

) o NN ... .
It is probable that your E-Com account name will Enter your E-Com user name into the
not appear correctly in the dialog box. To change  User Name field. Once you’ve done
this, select ‘Preferences’ from the Edit menu. this, the dialog box will open with your

E-Com user name already filled in. This
needs to be done on each computer you
log into E-Com with.

Note: If using a Mac, Preferences is available
under “FileMaker Pro” rather than “Edit.”

Copyright © 2000-2015, Portage Bay Solutions, Inc. Page 4
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Staff Screen

Upon login, users go directly to the staff screen. Most of the functionality and information below
needs to be set up once, when you first log in. Fields may be edited as required.

Information & Settings

Staff Information
Initials }

StaffID
FirstiLast Test Staffd
Title Ocuptﬂoml Therapist
Address PO Box 1122

csz Mukilteo AWA i
Phone
Phone 2
E-Mail alanna@portagebay.com
Default Screen  :Students

Default Form  i#5'100% @ 150% (Zoomed in)
Zoom i

{Change takes effect on next login)

Edit Login ID Access Level
Login/Password | testStaff4 4

Include Staff in Pop-Up Lists E
Unchecking this will disable login ability for this staff member.

Default Screen Settings

Staff Information

ST "
FirstiLast Test iStaff4
Title :Occupational Therapist
Address PO Box 1122
csz Mukilteo WA i
Phone
Phone 2
E-Mail alanna@portagebay.com
Default Screen Btudonh

eeutFom T
Zoom

To Do
(Che
c Admin

l Edit ;
Login/Passwo Student List

Include Staff in Pop-Up'Lists i T

Unchecking this will disable login ability for this staff member.

Default Form Zoom Settings

Staff Information

Staff ID i Initials
FirstlLast Test {Staffd

Title :Occupational Therapist

Address PO Box 1122

csz Mukilteo WA i

Phone

Phone 2

E-Mail alanna@portagebay.com

Default Screen  Students

DefaultForm  [@7100% O 150% (Zoomed In) ]
Zoom

We recommend that the fields in red* in the image to the
left be populated for all users. Other fields are optional.

If your district uses SIS imports and imports case
manager names (ask your E-Com administrator or
district secretary), the Staff ID field should be filled with
your staff ID from Skyward in order to properly match up
your assigned students.

Note: If you enter a phone number in the Phone field, it
will auto-populate to some forms. Do not use the
Phone field for home phone numbers unless it is your
district’s policy to give out home phone numbers.

* Fields highlighted in the image to the left are NOT highlighted
within the application itself.

Choose an option from the Default Screen drop-down to
set your preferred default tab for when you log in. Most
staff use the “Students” screen as the default, as it
allows for easy access to student records.

Note: If you have an outstanding To Do item, that tab
will take priority over your default tab.

You have the option to choose either the 100% (Normal)
or 150% (Zoomed In) option to set your preferred zoom
level for forms.

The change will take place upon your next login.

Note: This works only for forms. For all other screens,
you will need to use the zoom option at the lower left of
the window (to the left of “Browse”).
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Login Settings — Editing Your Password

[ Edit JLogin ID testStaff2

LoginPassword ) Access Level 2

E-Com Login Entry

Include Staff in Pop-Up Lists
Unchecking this will disable login
ability for this staff member.

From the Staff Information area of the

User ID

Password

Compl

iess

I

Staff screen, click on the Edit
Login/Password button.

p d enf t is OFf.

A complex pasaword is 3 combination of letters and
numbers consisting of at least 6 characters.

[ Cancel ] [ Save ]

Copyright ® 1996-2008 Portage Bay Solutions, Inc.

The E-Com Login screen will pop up. From here, you
may type in and change your password directly.

Once you have finished, click “Save.” You also have
the option to cancel the change.

Students Tab — Staff Roles

TToDoT og| [M:ﬁveForms[
OAll @ Case Mgr O Case Mgr-504 O Other O Teacher (] 1
Active Only
Active Name Last Eval NextEval LastIEP Next IEP Case

1 [ Beach, Sandy 8/31/42  2/2113 9/17/12 9/16/13 Rin Scherrer p Z
2 [X Debear, Winnie 4/12/10  4M1M3  5/1/12 43013 Rin Scherrer b |« B
3 [ Duncan, Marty 1/117/13 1/16/16 5/17/13 5/16/14 Rin Scherrer p E /
4 [X Johnson, John 2112/13 _ 2/11/16 _ 3/1/13  2/28/14 Rin Scherrer b | 41~
5 [J Scherrer, Sample 11/11/12  11/10/15 1/1/13 12/31/13 Rin Scherrer P
6 [ Tea, Chai 5M1/12 4/30/15 5/2/12 5/1/13 Rin Scherrer P

Note: Eval and IEP dates may be in color. Red
means the IEP or Eval date is due or past. Green
means it is coming up. Yellow means the student
may need a 3-yr or 9-yr (DD) evaluation.

The All, Case Mgr, Other and Teacher
buttons on the Students tab show the
students assigned to you in those roles.
Selecting the Case Mgr button shows the
students for whom you are the case
manager; the Other tab shows the
students for whom you are the SLP, OT,
PT, etc.

1) Active Only checkbox - When this box
is checked, only your active students
will be displayed. If you wish to see
inactive students, uncheck the box.

2) Row highlighting means that the
student has an open “To Do” item on
his Notes tab. Once this note is marked
as done, the highlighting will go away.

Staff may access student records from this
list by clicking on the student name.

Copyright © 2000-2015, Portage Bay Solutions, Inc.
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To Do Tab

Students I To Do l Schools/Programs | Active Forms | If yOU have an Open TO DO |tem on

Date Type Staff ID Student To Do Done any StUdentl your Staﬁ screen WI”
4/24/2013 Phone call 13037 rs P John Johnson ®H O~ open with the To Do tab dISplayed

ARAROS TOSIE P These items are set on the student
4/24/2013 Meeting 13037 rs P Winnie Debear ® O Notes tab.

4/24/2013 7:06:03 PM View

When you mark all items as done,
your usual default screen will
reappear.

The View button will take you to the
Notes details screen.

Active Forms Tab

This tab gives users quick access to specific forms for the given staff member’s student load; it
is most useful for pulling up progress reports that need completing.

[ToDoI g [Active Forms‘l TO View FormS
Displaying Active forms: [14.1 JIEP Sum Mstrb2 * Select the form you want from the drop-down
Student Type: e Active ' Inactive . Mt . . »
Done Name Eval Date |IEP Date Descriptor Print “St neXt to Dlsplaylng ACtlve forms
1 O_Sandy Beach o ]| * Choose the Student Type (active or inactive).

2 O Winnie Debear 8/20/12 [m]

e Students with that form in their records will
appear in the list.

¢ Click the student name to view the form.

e To return to the active forms tab from the
form, select “Go to Staff” from the Forms
Options menu along the top of the window.

To Print Forms:
¢ Select the Print checkbox for one or more student forms.
¢ Then select the Print Forms button.

“My Students” Button

At times, it is useful to sort or generate reports on the groups of students you manage. You can
easily produce a list of either active or of all students who are assigned to you, based on role.

Stud: lToDo|“L Is/Prog |ActiveForms|
@ All OCase Mgr O Case Mgr - 504 O Other O Teacher O
Active Only

To do so, select any one of the staff role buttons. If you want both active and inactive students,
uncheck the “Active Only” checkbox at the right of the staff tabs. Then click the My Students
blutton at the bottom of the tabs on the Staff screen.

L —

[ My Students I |Ey Template]

Copyright © 2000-2015, Portage Bay Solutions, Inc. Page 7
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The Student List for the tab selected will be displayed as shown below.

’ N

Q ( J [ Student || sStaif | [ Forms [ _Admin | [ Find | [ Hep [ auit | EII}E?AEEI
Student List (CReports ] [_Prnt ][ So4Print |

Case Disabling Serving Next IEP Next Eval
Omit Active Student # Student Name Birthdate Age Manager Condition Grade School Date Date
O X 8675309 Beach, Sandy 9/29/2000 14 y 9 m Alanna Clare Multi 10 Rocky Ridge Middle 9/16/15 8/30/15
® ® sson Castor. Kyle T 1/21/2004 11y 6 m Maggie Winters Multi 5 Lewis7 Test_Toledo 3M11/16 3M11/18
® ® 27 Johnson, Alan 8/15/2003 11y 11 Test Staff2 Autism 5  Alder Elementary 32116 4/16/18
® X 33 Sally, Smith 5/1/2008 7y2m Test Staff2 HOH 2 Alder Elementary 4/29/16 5/4/18

Sorting Students

The default sort order is by Next Eval Date, so students with the closest next-due evaluation
date will appear at the top (note any color coding). If you click on any of the blue headers, you
can sort the list by that header. The blue circle may be used to omit the associated student
name from the list.

If you wish a report on the students found, you can click on the Reports button at the top of the
screen, and select the report you want. Most reports can be viewed, printed, made into PDFs,
or exported as Excel data.

“My Template” Button

" It is very common in E-Com for a staff member to have a
sample student record where they create forms and batches
for practice purposes and where they can set up forms for
later duplication and reuse. To quickly and easily access your
template/practice student area, click the My Template button at the bottom of the tabs on your
staff screen.

[ My Students ] [ My Template

Creating a Default Template (Practice) Student

If you don’t already have a template student, E-Com will offer to create one for you when you
select the My Template button. This will automatically create a new student entry with a first
name of “Sample” and the last name of the logged in user, including default settings for
Student # and Case Manager fields. Once created, you can practice actions (adding, deleting,
duplicating forms and batches, etc.) and set up forms and batches for later use with actual
student records.

Additional Staff Screen Features

Print Shortcut - To Do List/Service Roster

Tools Help To print the contents of the To Do tab in a list format,
| MyServiceRoster | ECOM( select the To Do List menu item shown.
To Do List KN 13 L3

10of1

Select My Service Roster to get a copy of your assigned
students and minutes, if your district uses the 14.1 form

‘nools/Programs | Active Forms | as the summary of services matrix. You may also print,
—— — email, or export the roster to an excel document.
T4 P Margaret Turpin B O
aults to me but can change itto View |
Copyright © 2000-2015, Portage Bay Solutions, Inc. Page 8
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Chapter 2: Student Entry Screen

The Student Entry screen is where all the information for a student is entered and stored.

Information & Settings

Student Information Active (X 1) Demographic data — address, phone, “Active”
| adad i status, disabling condition, language, etc.
SID 12345 Local # | =
me  [Sandy [Beach o 2) Areas of Service — the services defined* for the
dress |3 Beach Road student.
[E WA~ jpa101

phrata
hone  [B00-LUV-SAND Grade[l  Proj Grad | 3) Keyword classifications™*

mai |sandy@da.beach.com

ithdate [0/20/2000  Age[i2 ¥[6 m Gender[F 4) Eval and IEP dates
ndition (01 vel entally Delayed
i ——— o * Areas of services are entered via varying processes. Please
Foss and Fine Motor all Hearing[0  Transpet O] check with your Special Ed secretary for further information.
Isccial Skills Vision O 3. Migrant (J . o ]
2. safetyNet (0| ** Use of these checkboxes varies by district, so check with your
Language [English Special Ed secretary for further information.
n uc” " - . -
Note: Some districts import data nightly from the
= school’s Student Information System (SIS). If your
= — school uses imports, many changes made manually
Current IEP Mig Date  Start Date on the Student screen will be overwritten by the data
AT imported from SIS. Check with your E-Com Admin to
pr21113 [pr31713 priens know which scenario applies to your district.

School, Staff and Notes Settings

1) Schools: Schools associated with the student.

ome Schoo!
Serving School

2) Staff: Case managers and other assigned staff.
Selecting the triangle next to any of the staff

ase Ngr . . ’
Teacher » = assignments will take you to that person’s staff
Psychologist P ¢ 2. =] . .
b b ST TestuiE = screen. Staff members may also be emailed using
EvalMgr [OPsych OSLP the envelope icon, if your district uses that function.
p[: b

Test Staff2

3) Notes: This field can be used for notes of any kind.

4) Alerts & Warnings: Displays alerts and warnings;
mostly used by district administrators.

4,
Alert [ Delete [0 Compliance Waming [

Parent Information

Parent Info The Address to Print popup menu
Address to Print [Guardian, Malling _] Salutaton [To the parents or guardian of allows you to select the address to use on
Pre First Last Phone (work) Email .
[Mr. o Miller [509-746-8778 | =) envelopes for the student, or on certain
= = N o forms that fill in the student address. It

also changes the salutation used.

Copyright © 2000-2015, Portage Bay Solutions, Inc. Page 9
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Notes Tab

This tab serves as the case note management screen. Use of this tab varies by district.

Forms | Notes | Pacoment | Specia | taf | Assesament| 1) Add a Note or “To Do:” Selecting the Add
Date Type To Do Done Note button adds a note, assigned to the
117712 Nole b gy logged-in user by default. It can be re-
Created By: aappleton Assigned To: 69 Anna Appleton _ . . .
11/7/2012 2:52:19 PM Something something assigned by clicking in the small yellow
“Assigned to” box.
11/7/42 Phone call B & P
Created By: designer Assigned To: 65 ___ | Jessica Bagley 2) Note Types: Classifications include: note,

11/7/2012 12:41:57 PM Need administrator to call and do something or other. . .
meeting, email, phone call. You can use

any of these preset note types or create
customized ones.

3) ‘To Do’ Feature: Clicking the To Do

checkbox and selecting a staff member from the Assigned To drop down box assigns the "to do
item" to that staff member. This causes the note to appear on the To Do tab of their Staff screen

and will also highlight the student’s name in red on the appropriate Roles tab, indicating that
there is an open “to do” item for that student.

Note: When the staff person logs in or returns to their staff screen, E-Com will display the To Do
tab until the respective note is marked as “done” via the Done checkbox.

4) Viewing Note Details: The first few lines of the note details are previewed directly on the Notes

tab. Clicking the black triangle on the right side of each note displays the Note Detail Screen
with the entire note contents.

Notes Detail Screen

The Notes detail screen allows users to view the complete details of a particular note. For added
convenience, extra fields such as ‘Tickler Date’ and ‘Time Spent’ are provided. From this screen,
users can delete or print notes or create and print reports.

€]5) (Fome J(Admn ) (Fine ) (mep o ) 0K
Note Detail for Test Student2 Actions...
Delet
Note Date 9/8/2003 Note Type Meeting Assigned To 4 Test Staff2 Pvinet E:{e
4 Email Status: Created Bykathy Print Rpt
Tickler Date Type-Sub __~~ TimeSpent ToDo Done O

Created:
Notes FJ‘BQOOS 12:30:43 AM adding a to-do, note defaults to me but can change it to another H By: a
ser On: 3
Modified:

Print Student Notes

] (Fome ) ([ Aamin ] (_Find ) (el J(_aGut ) The Print Note button allows you to print
1dent2 Actions.. the note for the paper file.
" ; Delete
T Fiint Hote The Print Rpt button allows users to first
Print Rpt . i
Time Spent ToDo® Done ] ———— perform a find and then print the found

Created:

a-do, note defaults to me but can change it to ancther -

set of notes in a report format.
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Find a Student

The easiest method to reach a student record is to click on the student name in the list appearing on
your staff screen. This will take you directly to that student record. However, sometimes you want to
find a student when you are already in the Student section. In that case, click the Find button on the
top Navigation Bar. The Student screen will display a magnifying glass in all the fields a user can
search (see image below).

Note: Use care when searching for student records. Student names may be overwritten if you do
not wait for the search screen to come up. If your district uses the automatic student import to
update student records, this error may be corrected the next day, but if your district doesn’t import
data, it may be some time before the error is discovered, and batches or forms for the incorrect
student may be added to the record. Be sure you see the search screen as shown below before you
start to type.

O Q [ staf | List [ Forms J[ Admin | [ Find | [ Help J[  cuit | mgm
E-Com Student Entry Forms I Notes I Placement I Special‘ Stafq Other Docs
Student Information
— d —=1)|| Batch: [ Add
Cotor Student# | I | Active (L]} (e: ]
H i Batch Batch Name Date Init
) |sse | Local # - N 2 : N—
First/Last )i H E s H LR = @ 2 X
Address
cszZ
Phone (H)
Actions... Email
[ New | |Birthdate |
e Condition |5 A 5
N == == === || Done Form Descriptor Batch Date Init
Print... Areas of Service 6E  OTiJisLp :-l:-_li PT L EE ia | =]
Envelope <] Hearingi[Ji vis i Jif| == =
Cover | qeTransport i
it ESYi ]} Miaranti ]!
_Reports | 1{Med ElgbsCons |
~
Current  Next/Due
Language i i Eval! H
Ethnicity 19 i IEP |
ISchool, Staff, and Hotes
Home School DT ¥
Serving School PEL___ |
Non-District School 3
Case Mgr P i =
S = [Form:[ Add_ ]
Psychologist P =
SLP : =
PT Sl student Status - Date"[?‘etails _
oT Status H 08
Notes aQ -
Add
Addressto Print[_______——— ] Parent Info
Salutation {3 :
- Pre_ First Last Phone (wor)
) ol i : =
S Cpeliance P o A ! ta P
Alert i)} Delete [ ]! Compliance Warningi_J} : t _
Created by: on at Modified by: on at

Type in search criteria, such as the student’s name or number. You do not need to enter the full
name, only enough of the first and last name to differentiate the student from others.
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want more than just one, you may omit any you don’t want by clicking the blue “Omit” circle. This
removes the student(s) from the current list. It does not delete the student record.

Ormswdem # Student Name

|®@ = oot
® =X 7
® X 3

Case Disabling Serving Next IEP Next Eval Next 504 504 Case
Birthdate Age Manager Condition Grade School Date Date Plan Date Manager
Castor. Kyle T 1/21/2004 11y 4 m Maaggie Winters Multi 8  Lewis7 Test_Toledo 3/14/186 3/14/18
Johnson, Alan 8/15/2003 11y 10 Test Staff2 5  Alder Elementary 312114 4/16/15 4/21/16 Roger
Sally, Smith 5/1/2008 7y 1m Test Staff2 HOH Alder Elementary 5/4115 5/4115 Roger

Additional Student Screen Features

Print Shortcuts
Bithdate EBJ‘ZUOZ
Condition 1z [C
freas of Senvice
Envelope Fine Motor
Cover | Gross and Fine Motc Section.
List iriting

Information and Areas of Service.

Envelope — This prints an envelope addressed to the parents of the
student. The salutation format will be set according to the choice
set for the ‘Address to Print’ field on the Parent Information

Cover — Prints a cover sheet that includes the data from the
Student Information section, Schools, Staff Assignments, Parent

List — Prints a list view with high level data about the student.

Reports — Sends the user to the Reports screen. In addition to a number of reports based on
code, grade, age, case manager, etc., you will also find a button that allows you to print labels in
5160 format, with a choice of 1 or 3 labels per student. Salutation on these labels may be
changed in the same way as on the envelopes above.

Website Shortcuts

TN W WAL Rl N Y

From the “Go To” buttons you can access:

The Washington Administrative Code (WAC)
Google map linked to the student’s address
OPSI IEP Technical Assistance Module

Student Information °

Student# 13178 e .

SSID 56563651 Loca

Name Sample [ °

i‘M'm k2761 50 st NE website
Carnation M

Phane rHY Grac

WAC Button

a FileMaker Pro - [ECOM (HYPERY-1)]

™y File Edit View Insert Format Records Help

The ‘WAC’ button

O O D) =)

&> Return to Starting Point

*

*

*

*

*

*

Wa State Legislature Special Ed WAC

a4 A

PrevPage NextPage

displays the screen
shown. The special
education WACs are not
stored in E-Com: the
state’s WAC web site is

(e ) am ) &

2 v,,.ﬂ‘@%&q‘\;,‘,.

Find Your Legislator
Visiting the Legislature

Agendas, Schedules
and Calendars

Bill Information
Laws and Agency Rules

| enislative Cammittess

How To Use This Site | About Us | Contact Us | Search

'WASHINGTON STATE LEGISLATURE

WACSs = Title 392 = Chapter 392-172A

Chapter 392-172A WAC

displayed in a window
within E-Com. This
insures that the WAC
information in E-Com is

never out of date.
Last U

Print Version | No ests disponi

Rules for the provision of special education

Complete Chapter

WAC Sections

GENERAL
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Map Button - Google Map of Student Address

@ FileMaker Pro - [Student_ (HYPERY-1)]

™y File Edit View Insert Format Records Admin Help

The Map button displays the

G @ Student Statf Forms Admin
Student Map

@ Google map web site with the
student’s address mapped.

Veb Images Videos Maps

News Shopping Gmail more v

Sign in | Help

From within E-Com, you can

Get Directions My Maps

123 Main St
Grand Coulee, WA 99133

«

perform all the Google map
actions you could normally use

(& Print [ Send @» Link

directly via a web browser.

! L = «
— [ map T satelite | Terrain |

<7y
‘// Address:

@

Rd

L
1

123 Main St
Grand Coulee, WA 99133

Get directions - Search nearl
Zoom here - Save to My Mag

Edit

100] dud = Browse  +| <]

Tech Button — Tech Module Website

™y File Edit View Insert Format Records Help

0O D e

OSPI IEP Technical Assistance Module

o [ K

& Return to Starting Point

OrrD
3 'u,’

OSPI

g @@

PrevPage Next Page

State of Washington

Superintendent of Public Instruction

remeTcomcton]Preprems | evportspersioe [ emcim/tmrin oot P irss Bsvomr
§pec/a/ Edveation

Special Education
Advisory Council
(SEAC)

APR/SPP
Assessment of
Students

Data

Early Childhood
Spec Ed

Dispute Resolution
Info

Forms (Model State
and Data Forms)
Families

Module

Medicaid

Monthly Updates
NIMAS/NIMAC

Non-Public Agency
Info.

Ombudsman

100] Jud = Browse <[ |

Evaluation & IEP
Technical
Assistance
Module

This training module is
designed to provide
information, guidance,
resources, and examples
relating to the Individuals
with Disabilities Education
Act (IDEA 2004)
reauthorization and the
WAC Section 392-172A.
The content of the module
will assist special
education staff in
developing sufficient
evaluations and properly

Select a process of the review system:

Data Collection and Analysis

A-Z Index =k Print Version

and
Self-Evaluations
(all districts)

Self-Study
and/or
Technical

Assistance
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Chapter 3: Working with Forms and Batches

Batches are groups of individual forms pre-defined by your E-Com system administrators.
Grouping forms into batches allows for faster navigation and better organization of commonly
used forms. Typical batches in E-Com include /nitial Evaluation, Re-evaluation, IEP, etc.

Working with Batches

Forms | Notes I P T S| T MI A I
Batch:
Batch  Batch Name Date Init  Locked
0  OTHER FORMS 820112 s O &= ror XX ]

68  Assistive Technology 3/8/13 SAU ] g B 4 poF )
67  Child Outcome Summary 21113 SAU ] g 5 54 PoF )
86 IEP 12313 SAU [ @ B3 53 poF XX
200 , Goals Only 11/11/12 DES  [] oM £ 52 porF XC
73 Initial 83112 s O > 8= ror X [+

Done  Form Descriptor Batch  Date Init

O 125IEP Goals Adaptivelself-help 200 4/2113 rs 34 {3 [~]

0 4.5Eval Report 200 3/11/13 SAU 34 &

O 1.2 Mutual Exch 200 3813 s 5
O 20 SpecEd Ref Notif 200  3/8/13 SAU 4 £
O 22Assessment Plan 200 3@i3sAU =Y
O 124 IEP Goals 200 32713 s MG

Add a Batch

Forms [ Notes [ Placement | specia | st |

Batch: [(Add | il

Batch Name

O 125IEP Goals Adaptive/self-help

200

Batch Date Init Locked
0 OTHER FORMS 82012 s O &= rorX [
68  Assistive Technology 3/8/13 SAU (m} e E 54 PoF )€
67  Child Outcome Summary 211113 SAU (] g E 4 PoF X
66 IEP 1/23/13 SAU O g B = PoF )
200 IEP, Goals Only 1142 DES [ g O porXC
73 |Initial Evaluation 813112 rs (] e B 4 poF XX [+
Done Form Descriptor Batch Date Init

4213 rs 3 3[4

a 4.5 Eval Report

200

3/11/13 SAU 3 5

O 1.2 Mutual Exch

200

813 s =G

a 20 Spec Ed Ref Notif

200

3/8/13 SAU 3 £

The Batch List displays all batches
that have been added for a particular
student.

Clicking on a batch number highlights
that batch row in green and displays
all forms for the batch in the Forms
List section.

Any form not associated with a
particular batch should be added to
the “OTHER FORMS” batch.

From the Forms tab on the Student Screen,
click the Add button to display the Batch
Chooser screen.

Batch Chooser Screen for Dean Spencer

[Instruc!i ons:

Choose the batch from the yellow ID box below then click OK or cancel to skip batch creation.

10 Batch Name Batch Description

Bl riti= Eval
8 Blank Batch
&C0 EP

5 CO Initial

7 CO Reeval

4 IEP

| Eval batch...
k] Preschﬁ Initial Eval

Sort Order

10 Preschool Reeval P Referral and Notification

2 Reeval

n to Evaluate for Spec Ed/Consent for Initial Evaluation

3 Transfer pal Exchange of Information

19 Request for Medical Information for Evaluation

2 Evaluation Team Plan Worksheet

L] Notice of Action

5 Meeting Notification and Invitation

4 Team Eval - Long

28 Individual Evaluation

28 Individual Evaluation

* This is the numberof the hatch that you will see on the foms page

Cancel

OK

From the Batch Chooser screen,
select a batch from the list. The forms in
the batch are listed in the orange & gray
rows displayed.

Note: If the student already has an IEP
or Eval batch within the 1 or 3 year time
frame, when you add another, you will
have to confirm the addition of that new
batch.

Your district’s system administrator is
responsible for batch management.
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Refresh a Batch

In E-Com, student data auto-fills the appropriate fields on a form when a batch is added. If that
student information later changes (for example: a disabling condition is assigned, a birthday
passes, the IEP date or grade changes, etc.) the data on previously added forms may be
incorrect. You may use the refresh function to update this information.

Note - Be careful when refreshing. If your district does not lock completed batches, users can
inadvertently change completed forms (e.g., evaluation forms from 3 yrs ago, last year’s IEP,
etc.) so be sure you have selected the intended batch before refreshing. If forms inside the
selected batch are marked as completed, or are locked, you will not be able to refresh the
batch.

Forms | Notes | P! [ Spocial | sttt | A ] Click on the blue Refresh icon to refresh a
Batch: batch.

Batch Batch Name
o OTHER FORMS
Assistive Technology

ate Init Locked
/12001

=
[X]
@

O g & por XE [+
8/13 SAU [m] e £ =1 poF X
1/13 SAU [m] e 51‘4 PoF )¢
12311 [m] g 5;4 POF I

2l
0o
I~

|

N

Child Outcome Summary
IEP

|11

=)
w
2
c

200 IEP, Goals Only 111112 DES X ¥ £ = por XX
73 Initial Evaluation 8/31/12 rs [m] g 5 =4 poF X [+

Done Form Descriptor Ba Date Init

O 125IEP Goals Adaptive/self-help 4/2/13 s ™ E Z

O  4.5Eval Report /m 311113 SAU 3 &

O  1.2Mutual Exch S 200 a3 s By

The following dialog boxes will come up, one

Are you sure you want to refresh this batch? after the other.

The first allows you to cancel or continue.

The second allows you to update the student

Cancel | OK | p data without refreshing the IEP or evaluation
= dates.
If you decide to refresh the dates, check
Would you like to refresh the IEP/Eval dates as well? those listed in the “Refresh Dates” dialog
g,lflg,?znlfogk will set the IEP date to 10/12/2009 and the eval date to carefully to make sure they match what you

want to use in the form.

Edit Batch Dates — Set the IEP or Eval Dates for Forms in Batches

Forme | Notes | PA [ speciai | statt | A ] You can set or reset the IEP and
e Eval dates on all forms in IEP / Eval
Batch  Batch Name Date it Locked batches.
0 OTHER FORMS 820012 rs O & =1 por XX [«]
88 Assistive Technology Y13 SAU O oM B por XX 1) Select the batch number for the
67 ChidOutcome Summary 2113 SAU [ @M s por XX batch you want to change. The
= = 1zas SR O g OmporX batch selected will be highlighted.
200 IEP Goals Only 11/11/12 DES = e &3 52 por X
= "a' Evabetion b EETPG O &=eorXX -1 | 2) Click on the batch date field and
oone peseriptor seteh gmemt o enter the new date. Once you
0O 1251EPG Adaptivelself-help 200  4/2/13 rs 3 [~ . : ;
O  45EvalRepor 200 31113 SAU 3 5 click OK, the new date will
O 1.2Mutual Exch 200 313 s M appear as the |IEP or Eval date
E 20 Spec Ed Ref Notif 200 3/8/13 SAU ‘4@ for a” forms in the batch.

Copyright © 2000-2015, Portage Bay Solutions, Inc. Page 15
http://www.portagebay.com Printed: 08/18/15



Print a Batch

Forms | Notes | Placement | Special | Staff | Assessment |

Batch:
Batch Batch Name Date Init Locked
0  OTHER FORMS 82012 s O &= ror X [~
68  Assistive Technology 35813 SAU ] e B 54 PoF )
67  Chikl Outcome Summary 2113 SAU (m] e 5 54 PoF Y
66 IEP 12313 SAU [ ¥ Oy por X
200 IEP, Goals Only 111712 DES [ o £ = por XX
73 |Initial Evaluation 8/31/12 rs O e 5 = poF X [+

Done Form Descriptor Batch Init

O 12.5IEP Goals Adaptive/self-help 200 13 s 8 E{

= .- = R ————

Email a Batch

Create a Batch PDF

Fm.IanwTMWMM]

Forms | Notes | Placement | Special | Staff | Assessment |

Batch: | Add |
Batch Batch Name Date Init Locked
0  OTHER FORMS 82012 rs O & ror XX
68  Assistive Technology 3/8/13 SAU O e 5 54 PoF I
67  Child Outcome Summary 2113 SAU (m} e 5 54 PoF Y
66 IEP 12313 SAU [0 M £ por XX
200 IEP, Goals Only 1111712 DES [ ¥ &4 por XC
73 Initial Evaluation 8131112 rs O e 5 4 poF X

Done Form Descriptor Batch it

O 125IEP Goals Adaptive/self-help 200 4203 'rs WEE}

— — — R —

O 125IEP Geals Adaptive/self-help 200

Delete a Batch

Batch: [ Add |

Batch Batch Name Date Init Locked

0  OTHER FORMS 8120112 rs O & mror XX
68  Assistive Technology a3 SAU O e B 54 PoF I
67  Child Outcome Summary 2113 SAU O !“ 5 4 poF X
66 IEP 12313 SAU [ ¥ £ poF XK
200 IEP, Goals Only 1111712 DES  [® ¥ £ 5 poF )¢
73 Initial Evaluation 813112 rs O e E 4 poF X

Done  Form Descriptor Batch

A;T;ZMEBE

Forms | Notes | Placement | Special | Staff | Assessment |

Batch: | Add |
Batch Batch Name Date Init Locked
0  OTHER FORMS 82012 s O & por XX
68  Assistive Technology 3/8/13 SAU O e 5 54 PoF I
67  Child Outcome Summary 2113 SAU (m} e 5 54 PoF Y
66 IEP 12313 SAU [0 M £ por XX
200 IEP, Goals Only 1111712 DES  [® ¥ &4 por XC
73 Initial Evaluation 8131112 rs O e 5 4 poF X

Done Form Descriptor Batch Date it

O 125IEP Goals Adaptive/self-help 200 4/2/13 rsﬂe E}

— — — — ————

Click the blue printer icon to print
forms. You will be given the
option of printing all forms in the
batch or only those marked as
done’.

Note: If the batch contains a form
90 with an external document,
you will need to open and print
that document separately. A
warning page to this effect will
appear in the printout.

Click the Email icon to email all
forms in the batch (as a PDF) to
any email recipient. You will be
given the option to email all forms
in the batch or only those marked
‘done’.

Documents contained within a
form 90 will need to be handled
separately.

Click the PDF icon to create a
PDF of the batch. It will be stored
in your “My Documents”
(Windows) or Documents (Mac)
folder. If you don’t know where
this folder is, please check with
your local E-Com administrator.

Documents contained within a
form 90 will need to be handled
separately.

To delete a batch click on the Red
X (the Delete button).

You can only delete batches that
you created. Admin staff may be
able to delete other batches for
you, if needed.
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Move Forms from One Batch to Another

[ Forms | Notes | Ptacement | Special | statt | Assessment | Select the batch where the form
Batch: | currently is. Click on the batch
Batch  Batch Name Date It Locked ~ | number in the Forms list.
0  OTHER FORMS 2211 sas O = 48
73 Initial Evaluation 81312 T2 [ Q™ Bsmeor X After clicking the number, users
e oz T2 O EmeorX will see the series of dialogs

shown below.

Done Form Descriptor Batch Date Init
O 22Assessment Plan 73 a2 T2 5[4
0  4.5Eval Report 73 81312 T2 M8
O 28.1 Individual Eval D 73 81312 T2 M8
M 281 Individual Eval D 73 8/13/12 T2 =&
Message Confirm that you intend to move a
form.
Would you like to transfer this form to another batch?
Cancel | | QK I
Z
You will be asked for the batch
Please enter the Batch Number you wish to transfer to: number to which you wish to
transfer the form. This batch
number can be found in the first
P column of the batch view.
[ |
Finally, provide the batch date.
Please enter the Batch Date you wish to transfer to: Students may have more than one
batch with the same batch number.
The date is needed to ensure that
B D the form ends up in the intended
| at15/09] batch.
[ |
Forms | Notes | P1 [‘special | staft | A | The form will then be shown at the
Batch: top of the forms listing for the
Batch  Batch Name Date —init  Locked _ destination batch.
0  OTHER FORMS 2211 sas O @ &5 por XX [-]
2 veoston shanz ™2 O GmeorX Note: You can only move one form
&  IEP w/Transition 627112 T2 O 53 = poF XX ;
at a time.
Done Descriptor Batch Date Init -
O 6.2 Prior Written Notice 8 a2 T2 3[4
a 74 Meeting Invite Transition ] 8137112 T2 YIB
O 6.2 Prior Written Notice 6 8/13/12 T2 ‘45
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Duplicate a Batch

You can duplicate a batch to the same or to a different student. Many staff set up an initial batch
on their template student to duplicate to each new student, for instance.

Form: 5
MtG INvITE

Go To...

Actions...

[InsertTe>d ][ Duplicate ;[ Delete ][ Refresh ]

Print Other

Navigation bar.

EBatch Duplication Setup Screen

| Duplicating From:
| Current Student Marty Duncan

1
| Current Batch [5/10/2012 14.1 |EP Sum Matrix2

ID

66 |s/10/2012 132 Progress w/Obj
! 5102012 127 |IEP Goals/Obj
5/10/2012 13 |EP Cover wi/Areas
5110/2012 127 IEP Goals/Obj
51102012 127 IEP Goals/Obj

4]

Duplicating To:
| Select the student you want to create the duplicate batch for by either clicking the ‘Same Student’
button to duplicate to current student or by clicking the ‘Select Student’ to select another student.

Click here to duplicate your form to the same student: Verification

[ Same Student ]

Name Grade Birthdate

| or click here to select a different student:
[ Select Student ]

|After pressing the tab key verify that the student information under the Verification area appears and is
correct for the student you wish to duplicate to. If correct, press the button below to make a duplicate
copy of Marty Duncan’s batch listed above for the student selected above. The duplicate batch will be
added to this student's Form List on the Student Screen.

( Duplicate Batch for this Student ] [ Cancel |

Click on the name of the student you want.

asubs
Cilick on row fo make sefection Enfer find criteris, then hit entsr
Students Results 1 to 6 of 6 for: mar

Robert Martello = 5

Margaret Selph « 7

Maria Quigley » 28

Margie Maldonado = 30

Marty Duncan = 36

Margaret Turpin = 46

Open a form within the batch you want to duplicate.
Click on the Duplicate button from the Form

A dialog will appear; select Batch to duplicate the
entire batch to which the form belongs. This will open
the Batch Duplication Setup Screen shown below.

This screen shows the forms
in the batch being duplicated.
Select the “Same Student” or
the “Select Student” button,
depending on whether you
want to duplicate the batch to
the current student record or
to a different one.

If you click “Select Student,” a
search screen will come up to
allow you to find the correct
student record.

Enter at least 3 characters of
the student’s name in the top
line, by the small blue
magnifying glass.

The student name, student
number, and SSID will be
displayed; if the student is not
currently active, that will be
noted as well.
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1) Once selected, verify that you have selected the correct student by checking the Verification
data at the right-hand side of the window.

lick here to duplicate your form to the same student:

Verification
Same Student ] Name Grade  Birthdate
Lance Alot 2 11/10/92

r click here to select a different student:
Select Student ]

2) To proceed, click Duplicate Batch for this Student button.

You will be brought to the Student screen of the student to whom the new batch was duplicated.

Locked Batches

Forms | Notes | Placement | Special | Staff | Assessment | Once the forms within a batch are

Batch: completed, the batch should be
Batch  Batch Name = S Geaed locked so that the completed forms
0  OTHER FORMS 6120112 rs O Bm=reor) -] | are notaccidentally changed.
68  Assistive Technology 3/8/13 SAU = 4 PDF .
1 0 g ; g: PDF: If the batch is locked, the ITocked
% IEp 12313 SAU (1 g 54 por XX checkbox will be checked in Batch
200 IEP, Goals Only 11112 DES [ @™ i 5 Por X view. Forms that are locked have a
73 Initial Evaluation 8131112 rs 13; S reor ) -1 | red square behind the Done

Done  Form Descriptor Batch  Date Init checkbox in Form view.

CL_1251EP Goals Acame"se,% 2o 4213 = MG Forms and batches may be locked

O 4.5Eval Report 200 311113 SAU 3 5

or unlocked by Admin users.

Note: If an IEP batch is locked, that batch’s progress report forms usually remain unlocked so
that progress may be charted over the course of the IEP period.

Working with Forms

Add a Form

(‘Forms | Notes | [Spocial | sttt | ] From the Batch list, click the batch number of
I S the batch to which you want the form added.
s v - Em X If you don’t want the form to be included with
& WRE wiTransiton ooz T2 O SmeorX any particular batch, click on the “Other

| Forms” batch.

R e e e Click on the Add button below the Forms list.

O 261 indvideal Eval D B ezt =0 This generates a pop-up menu within the

O 28.1 Individual Eval D 811312 T2 3 5

Forms listing area.

v

Form:
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Done W Form Descriptor Batch Date Init
—— I —— s amne w4 D
1.1 Mutual Exch - 4 amsme kw S
2.1 Eval Plan ] ‘a4 2i2ama g =B
4.2 Eval Supplmnt - SD . a4 2i2am9 g =P
4.5 Eval Report a4 22400 gl M 5 »
=
6.1 Prior Witten Notice .4 272409 gl ,hdg:
7 Consrt Inttal 4 22409 of B
8§ Consnt Reeval .4 22409 gl ™ 2»
9.1 Due Process | 4 224m9 gl P
11.2 [EP Cover New v a  2i2am3 g =P
[Form: ((Add ) ]
2 Mtg Invite ‘\1 837108 bz 4 P

In the pop-up menu, use the mouse to click on
the desired form. Use the scroll bar to see all
the forms available in the menu.

Once selected, the row will automatically fill in.

In certain situations, it may be necessary to have multiple instances of the same form. Users
can use the Descriptor field to include additional identifying information about such forms (e.g.,
semester info on progress reports, second prior written notice).

Email a Form

O 821 Accomodations a4  2/a0a ki 4B

Print a Form

0O 821 Accomodations 4 20400 KW D | 4
Open a Form
Done ¥ Form Descriptor Batch Date Init
0O 12.4 Goals Reeval 2 81808 JN P
O 28 Individusl Eval Reeval 2 317/08 KW M P

&Y FileMaker Pro - [M - Individual Eval - Student2]
™y File Edit View Insert Format Records Form Options Goto Help

Actions: Insert Text || Enter More Print Form Go To: Student E]@@G
[VaLLEY SchooL DisTricT

Seecial Eoucation
555 West Valley Rd, Yakima, WA 98902 Phone: (509) 456-8596 Fax: (509) 658-9856

Individual Report:

Stadert # _12345TS2  DOE _3/82001 Dae [91172009]
IEP M. Je

Stadert rame  Test Student2

Serving school A
Ob i

Click the Email icon to email the form to any
email recipient, if this is enabled in your
district.

Click the blue printer icon to Print the form.
You can also print a particular form using the
Print button in the Form Navigation area.

Click on the form number or form name to
access the desired form.

The maijority of the fields at the top of each
form are already completed. Data from the
Student Entry Screen will be populated

directly to the form when the form is added.

You may use the Tab key to navigate between
fields on a form.
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Form Navigation

There is a Form Navigation area on each form; it is in yellow on the right-hand side of every
form. On multi-page forms, there is a rolling header with most of the same action buttons.

Form: 5
Mt INvITE
Go To... 1.
Actions... 2, 3. 4, 5.
[ Insert Text ][ Duplicate ][ Delete ][ Refresh ]
Prirt... 6. Other...
8. 9.
7.( Create PDF | Email PDF | [ save J10.
Click forn i batch to view: view All (T A
DoneForm Descrptor Date™ Init
* Review all dates to make sure they are comect!
Created: Modified:
By: T4 By: Teststaff§
On: 4/29/10 On: 4/29/10
Form Data Link: 2171

The checkboxes are defined as follows:

1)

Student - Goes to the Student Screen for
the student last viewed. Note: This may not
be the same student whose form you are
currently viewing.

Insert Text - Allows users to insert pre-
defined text. See “Using the Text Library’.
Duplicate - Duplicate forms or batches to a
current or different student.

Delete - Deletes the form being viewed.
Refresh - Updates the form with the current
student data.

Print Form - Prints the form being viewed.
Create PDF - Generates a PDF document
of the form to a location you specify.

Email PDF - Emails the form as a PDF.
Enter More - Allows users to enter more
data than fits in a particular field by adding a
text section to the bottom of the form.

10) Save - When spending a considerable time

on a form, users can manually save it. This
helps prevent data loss in the event of a
power failure or network disruption. Note:
Data is automatically saved when you close
a form, go to another screen, or exit E-Com.
This feature simply provides extra
protection.

A. View All — Forms in the highlighted batch are shown in this section; you may select another
form by clicking on the name. If you check View All, all the student’s forms, from all assigned
batches, will be shown, and you may select any of them.

B. Completed - Check when the form is finished. This lets other staff know that the form is

done.

C. Handwritten - A check here indicates the form was printed blank and handwritten instead of
being completed in E-Com. This functionality is not often used.
D. Locked - Once locked, a form cannot be edited by anyone except admins.
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View Forms Side By Side

Goto| Tools Help You may view two forms side by side.

M - Eval Report - Wheeler

M - Individual Eval - Ducken

M - Eval Plan - Kate_Wheeler

M - Individual Eval - Kate_Wheeler
M - Mutual Exch - Kate_Wheeler

M - IEP Summary Matrix - Elliott

M - IEP Summary Matrix - Gowers
M - IEP Summary Matrix - Lawrence
M - IEP Cover New - Kate_Wheeler
M - Mtg Invite - Kate_Wheeler

Find & Replace Text in a Form

1. Open the first of the two forms that you would
like to see side by side. Close it.

Open the second of your two forms.

From the ‘Go To’ menu, select the form you
opened in Step 1.

2.
3.

Your two forms will now be displayed side by side.
Clicking on the Student button or leaving either
form will close both forms. The last 10 opened
forms are available for viewing side by side.

The Find & Replace function can be very useful when correcting an error or updating data on a
duplicated form. For example, if you have an evaluation where you have used 'Bob' for the
student's name, but you want to change it to 'Robert’, you can use the Find & Replace function
to do this quickly and easily.

Find/Replace

7R To use Find & Replace, open the form
that you'd like to work with and

Findwhat:  [Bob

choose 'Find/Replace' from the Edit

Replace with: [ Robert

Direction: Forward

Replace & Find menu. This will display the dialog
Replace below. Simply enter your 'Find' and

ST CERES Seariv Replace Al 'Replace' text and click the
[ Match case & Al records & Al fiedds . . ’
appropriate button on the right. It's as
I~ Match whole words only " Current record " Current field Close pp p g

easy as that!

Duplicate a Form

Users can save time by duplicating forms for any given student; for example, by creating a
duplicate of a goal form from last year’s IEP into this year’s IEP.

Form: 5
Mte INvITE

Go To...

Actions...
cate [ Delete ][ Refresh ]

[(Insert Text |[ Dupli
Print__. Other...

Open the form you want and click on the
Duplicate button on the Form Navigation bar.

A dialog will appear; select ‘Form’ to duplicate
the form you are currently viewing. This will
open the Form Duplication Screen shown
below.
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Form Duplication Setup Screen T.h IS screen
P ) displays the form
uplicating From:

Current Student Robert Ryan being d uplicated .

Current Form Individualized Education Program Select either
“Same Student” or

i “Select Student” to
Duplicating To:

1. Click here to duplicate your form to the same student: duplicate the form.
[ Same Student ]

Note: Inactive forms
or click here to select a different student: Ve flcation ‘ cannot be duplicated.
[ Select Student ] Name Grade Birthdate

If you choose the
“Select Student”
button, you will get

2. Select the the batch this form will be duplicated to: If there is no batch available to select. then

Student Batch | ] simply continue on by clicking the Duplicate... @ POP-Up where
button below. you can enter a
3. Press the button below to make a duplicate copy of Robert Ryan's Individualized Education student name, in
Program for the student selected above. The duplicate form will be added to this student’'s Form .
List on the Student Screen. full orin pa rt, to
find the correct
record.

[ Duplicate Form for this Student ] [ Cancel ]

Resuts
Cilick on row fo make selection

Enter find criteris, then hit entér You must enter at least 3

Students Results 1 to 6 of 6 for: mar characters in the top line, by the
Robert Martello + 5 blue magnifying glass. Select
Margaret Selph = 7 the student you want from the
Maria Quigley = 28 list of results by clicking on the
Margie Maldonado = 30 student name. The student
Mty Imcen = 39 name, student number, and
Margaret Turpin * 46 SSID will be displayed.

1) Ensure that you have selected the correct student, by checking the Verification data
on the right-hand side of the window.

or click here to select a different student: erication
Name Grade Birthdate
Select Student
[ ] Margaret Turpin 11 12/21/90

2. Select the the batch this form will be duplicated to: If there is no batch available to select, then

Student Batch Initial Evaluation 582012 >ly continue on by clicking the Duplicate...
OTHER FORMS 222011 on below.

3. Press the button below to make a duplicate copy of Hobert Ryan's Individualized Education
Program for the student selected above. The duplicate form will be added to this student’s Form
List on the Student Screen.

( Duplicate Form for this Student | [ Cancel |

2) If the student you’re duplicating to has multiple batches, you must select a batch for
this form from the popup menu.

3) Click Duplicate Form for this Student. You will be brought to the student record to
which the form was duplicated.
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Additional Information Field

Many of the forms in E-Com have an “additional information” field as the final page of the form.
This is for use when you run out of room in a text field on that form. Text fields may appear to
expand while you are typing, but if you overfill a field, text that is past the field’s bottom

margin will not print.

Observations: Staff Label for Title: :0T/PT

In the image to the left,

¢ European languages are members of th
the same vocabulary. '
eryone realizes why a new common language would

languages only differ in their grammar, th
ble: one could re

C1d
1d me what Occi

nguages arc membe
the same vocabulary. '
cryone realizes why a new common language would be

nguages only differ in their grammar, th
ble: one could refust

common words.

same family. Their separate existence is a myth. For science, music, sport,
pronunciation and the

s. To achieve this, it would be necessary to have uniform grammar, pronunciation and more

same family. Their separate existence is a myth. For science, music, sport,
pronunciation and theil

o pay
s. To achieve this, it would be necessary to have uniform grammar, pronunciation and more

the cursor is inside the
text box, and you can
see all of the text.
However, the text box is
overfilled. It overlaps the
question directly below it.

ir most
o pay

r most

Observations: Staff Label for Title:

When the cursor is no

arate exi istenceisa

’!eJALC Wil [l bc more an"‘l. a:ld nLu.lar t*an
It will be as simple as Occidental: in fact, it will be Occidental. To an English p

ence, music, sport,

it will xcmlku

longer inside the text
box, you can see how
the page will appear
when printed. Only the
first three lines of the

S y of Results and R dations:

second paragraph will

print.

If you notice that you are close to the end of a field, or if you have gotten out of a text field and
notice that not all of your text is visible, as shown above, you can use the “Additional

Information” field for the overflow.

Go To...
Actions...

[_Insert Text ][ Duplicate || Delete Refresh
Print... her...

[ Create PDF || Email PDF |

Simply click on the “Enter More” button in the Form
Navigation Bar and you will be brought to the large
“Additional Information” field at the bottom of the form. Here
you may continue adding text; you may also cut and paste
text from the field that has been overfilled.

This preserves the pagination of the form itself while

allowing additional information to be added. Once text has been entered in this field, it will print
out at the end of the other form pages. The student’s name is automatically added, so the

additional page(s) are always identifiable.

Format Text on Forms

I3\ FileMaker Pro - [M - Mtg Invite - Student1]
File Edit View Insert FormatRéiecords Form Options Goto Help

YT P —
VaLLey ScHooL DisTrICT Font » SreciaL EoucaTion I
1555 West Valley Rd, Yakima,\ Size ) phone: (509) 456-8596 Fax: (509) 658-9856 |
1 N Sk * nd Invitation 1
1 Align Text 4

| Line Spacing  » | —L345TSL_DOE

1 Text Color 4

1 Text... 1
|Deax and 1

Paventistugentiguardan
e o o o o e e e e e e e e e e e -

these changes.

Once text is entered, you can
format it in a variety of ways --
change font size, style, or color,
alter the justification (left, right,
center), use tabs to help line up
columns of numbers, etc.

Users can use the Format menu or
right-click on any text field to make
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Display the Formatting Toolbar

If you're formatting a lot of text, it may be easier to use the toolbar.

T T —" From within a form, select ‘Formatting Bar’

TTTT T from the ‘View’ menu as shown on the left.
® Browse Mode Ctrl+B
(inser  Preview Mode Ctrl+U  SoTc The toolbar will be displayed as shown
+ SCHOC below.
Je St Ve Formatting Bar bne:
v Ruler rt:
e Ky ZoomIn B!
ool Let  760m Out Shift+F3 £V
ations: Su
Times New Roman viio v & A" BT U | EEE=ZEE [EIZEE A-

Use the Text Ruler

As noted in the “Entering Text on Forms” section, you can use tab characters to line up columns
in the data entry areas in E-Com. However, the default tab stops in E-Com do not always work
well for a given set of columns. The solution is to use the Text Ruler.

Note: Clicking the ‘tab’ key in E-Com takes you from field to field on the forms. To get a Tab
character, type Control-Tab (Option -Tab on a Macintosh).

Edit [View | Insert Format Records For Once on a form, select ‘Ruler’ from the ‘View’
® Browse Mode Ctrl+B i menu.

[(inser  Preview Mode Ctrl+U  3oTc This will display the dialog seen on the left. If you
" ScHO( S want the ruler to be available each time you
lestvg  rarmating ar one: access the form, click ‘Yes,” otherwise click ‘No’.

v Ruler rt:
ame Ky ZoomIn B
ool L& 7o0m Out Shift+F3 BV
ations: St
x|

': Do you wish to save this change with the layout?
.
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~ The text ruler should now be displayed as shown.

Mionszﬁnser{ Text ][ Enter More ][ Print Form ] Go To: [ Studeni =

vAug& ScooL DisTRICT i ‘cr Note: The text ruler can be set to display in pixels,

555 Nest Valley Rd, Yakima, WA 95902 Phone: (509) 456-8: =, . . . .
OSE: The evabutionrepert docments miether e smadent i i o cenims oo gy 1NCNES OF centimeters. To change this, right click

and provides irfomation to the [EP teamto assist them inthe developmert ofthe IEP. The evabntion; .

nﬁcﬂh\scopemdﬂmh\z:(nmammmadisnbﬂity.(l)wmmmdisabﬂwmef on the ruler and select your desired

performance inthe general education amricahm, and (3 )the rabare and edert of the staderd s need for

instruction and avey necessary related services. Kthe evahation group believes the stadert may hawe a measurement

disability. the Supplemertary Report for SLD shouldbe completed and attached.

Evaluation Report
Stadert name  Test Studentl Stadert # _ 12345TS1  DOB

Serving school |

Home school |

Background Information
(reason for veferval or presenting concerns, suck as velevant medi kistory, sensor)
e i demic kistory, curvemt in gemeval education, i ]
vetention, any previous interventions inple and theiy vesults, and other factors, including por
additional information provided dy the parent(s)):
Cohmml Cohpund
San Francisco, CA 90
Seattle, WA 80
INtshingm,DC 23
L I N R L N P I I L B "L I I =~ . . . .
4 12 '3 4 '5 *_ With your cursor in a text field, you will be able to
Actions: [ InseﬂTe@erMore ) (Print Form | GoTo: [ Student J(Te edit tabs for the text ruler
VALLEY ScHooL DisTRICT ™ 2 SPECIAL )
555 West Valley Rd, Yakima, W& 98302 Phone: (509) 456-83596 F

FURPOSE: The evahutionreport documerts whether the sbadert is eligible or cordirnes to be eligit TO d 0 SO:
and provides irformation to the IEP team to assist them inthe developmert ofthe IEP. The evaluation

sufficiert.inscope o detemmine: {Limhthra sudant s a disshily. (2 wether e isviliyadve 1) Select the text for which you would like to
?memMMemmmmBJﬂummmoﬂmm s need for

e et e waasmsee . modify the tabs.

Evaluation Report 2) Click on the text ruler where you want the tab
Studert naome  Test Studentl Stadert # _ 12345TS1  DOB )
Srving school £ Mg, = Stop to be. To fine-tune placement of the tab,
Hoone school | drag the tab stop to the desired location.

u & 2 kistory, semso,

S oy, curvent in geneval ion, instructi
vetention, any previous interventions impjfuented and their vesuits, and other factors, including po.
additional information provided dy theflarent(s)):

TR TR TR pgyple clicking on the tab stop displays the ‘Tabs’
pctions: (insert Text |(EnterMore JPrintfom ] sove: [ Swdent )| dfjglog (left). You may change other tab formatting
V S D S . . .

555 West vellev R, Yakina, WA 98902 phone: (s0s) 4se.05 here. Be sure to highlight the desired text before
i oo double clicking.

sufficiert in scope to de

puﬂomm;:em!hzgmu Type .

prepe | (‘: Left Cesr | Tab type suggestions: Center for column

s E;:tfr set headings, left for text in columns, and right for

el CLE P New numbers with no decimal points. The ‘Align On’

option allows a column of numbers with decimals

st " to line up on the decimal point.

" Eil Character: I—[\\\Y

E::“i.;i‘;;';:iﬁ;".‘; ety | Fill Character option: You can fill the tab spacing
5:%}:{:;:}%?1@::3%” YEQCAAEMIC MISIOYY, CUYYENT PIRCEMENT 1N BENET UCARON, WS Wlth a CharaCter. For example’ In the Image |eft’

B e et andherresuin, axd otk ocoms ncdvg {ha tghy for column 2 has been changed to center
justified and the tab space has been filled with
periods.
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Text Library

E-Com is built with a table of pre-defined blocks of text called Text Libraries. They make it
easier to enter frequently needed text blocks into any field on any form.

All forms have an ‘Insert Text button in Form Navigation that can be used to copy any block of
text from the library into your form. Other specialized libraries are also available via specific
form buttons, including: ‘Set Goal,’ ‘Insert Test,” and ‘Standards.’

All Text Library entries can be edited by your E-Com system administrators and new library

entries can easily be added.

Go To...

Actions...

[InsertText Duplicate ][ Delete ][ Refresh ]
Print... Other...

(create POF J( Email PDF ]

To insert an entry from the text library
into your form, click the Insert Text
button on Form Navigation.

Find Text to Insert

Standard Text Information

Type Text Creator
Test  Goal Other

‘Subject Area

’&

Find mode. Enter your sear

‘ou are now if your s
appropriate fields and ciick “Continue™

rch criteria in the
to perform a find.

This screen will be displayed, allowing
you to enter your search criteria.

TextID

Click the Continue button when you are
finished entering search criteria.

Choose Text to Insert
Click "Capture” to copy the text to the clipboard.
Giick Coniinue.
Paste the copied text into the desired box on your original form.

Type Category 1 Category 2 Category 3

= A list of matching text library
entries will be displayed.

Test Area/Test Name

Tost cLe Eval Eval

| Copy ) wiaT-mn
Date:

SS  Range GE
Basic Reading
Reading Comprehension and Fluency

or e's sel
in a variety of situations.

e Click the Copy button next to the
desired text entry. The text will be
copied to the clipboard and you

Test

[TESBE] reed word by word or i by lne when incorporating new skils o reading new mteria's

Reading
1 The student understands
d uses diffe

rent skills and

an
strategies to read.

will be returned to your original
form.

Test

([Copy ) Test: Test of Nonverbal TONI)
Date:  x00000000¢ Examiner: 0000000

Test %ile Range
Verbal Accuity ooc 00

(& 516

Cognitve

Compreerae et Norrs Put your cursor in the field where
you want the text inserted and

or use the keyboard shortcut Ctrl-V.

choose ‘Paste’ from the edit menu

Your selected text will be pasted into the field.
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Chapter 4: Special Forms

Users can take advantage of customized actions on certain forms. This section reviews some

commonly used specialized form features.

Individual Report - Form #28.1

The special features on this form are Staff Label for Title, Standards, Guidance for IEP, and

Insert Test.
Staff Label for Title

More than one staff member will likely complete an Individual Evaluation report for a student.
Users can set this label to easily identify which type of staff member has completed the form.
Selecting a label changes the descriptor field (on the Forms List view) in addition to modifying

the title within the form to the selected staff title.

Individual Report: SLP

Student name  Alisha Jones Student # 1508946  DOB  5/5/1999 D

Serving school {Fairmount Elementary FIEP Mgr. iTeresa Frye i Gra

This field does not print, but
allows the user to select the title
for the form. In this case, SLP

Observations during testing: Staft Label for Title: SLP

OT/PT
Counselor
Other

Special Ed Teacher

School Psyehologis was chosen. Other options may

include OT/PT, Nurse, etc.

Summary of Results and Recommendations:

‘Standards’ button

E-Com stores Common Core (ELA, Math) and EALR/GLE’s as a specialized Text Library. This
feature is also available for the Evaluation Report (4.5x) and the IEP Cover (11.x) forms.

i PnnL.

Print Form
Create PDF || Email P

Click form in batch to view:

DoneForm |

To insert Common Core standards, EALRs
(Essential Academic Learning
Requirements) or GLEs (Grade Level
Expectations) into your form, click the
Standards button.
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Grade Level / Performance Expectations
First select & Subject Area and Grade
i Subject Area [[_] Common Core ELA

GLE Rd, Wr, comm & 1 Reading ommon Core
Grade i 4 Writing 1,06 O7 O8 O9 O10 O11
Jo— 5 Communication g ;
Social Studies | Copy Standards|
CCSSELA-  Res ZMathematics ixt says explictly and to make logical inferences from it; cite specific |a]
l;‘ce‘r;vyé , text 10 Science 1king to support conclusions drawn from the text. [ ]
CSSELA 1 o~
C - ) naly ir 5
== SD:; 12 Common Core Math 2 1%t 2nd analyze their Gevelopment; summarize the key
CCRAR2 e ———
CCSSELA-  Analyze how and why individuals, events, or ideas develop and interact over the course of a text.
Uiteracy.
CCRAR3
CCSSELA- Interpret words and phrases as they are used in a text, including determining technical, connotative, and
Lieracy, | figurative meanings, and analyze how specifc word choicss shape meaning or tone.

CCSSELA-  Analyze the structure of texts, including how specific sentences, paragraphs, and larger portions of the

ek text (e.g., a section, chapter, scene, or stanza) relate to each other and the whole
RS

CCSSELA-  Assess how point of view or purpose shapes the content and style of a text
Literacy.
CCRARS

CCSSELA- Integrate and evaluate content presented in diverse media and formats, including visually and
Uteracy.  quantitatively, as well as in words.1

CCSSELA- Delineate and evaluate the argument and specific claims in a text, including the validity of the reasoning
Literacy. as well as the relevance and sufficiency of the evidence.

CCRARS

CCSSELA-  Analyze how two or more texts address similar themes or topics in order to build knowledge or to
Literacy. compare the approaches the authors take.

CCRARS

CCSSELA-  Read and comprehend complex literary and informational texts independently and proficiently.

Uiteracy.

CCRAR.10

CCSS.ELA-  Write arguments to support claims in an analysis of substantive topics or texts using valid reasoning and
Lieracy, | relevantand sufficent evicence.

CCSSELA-  Write informativelexplanatory texts o examine and convey complex ideas and information clearly and
Lieracy. ,  accurataly thraugh the effective selection, organization, and analys's of content.

CCSSELA-  Write narratives to develop real or imagined experiences or events using effective technique, well-chosen
details and well-structured event sequences.

CCSSELA- Produce clear and coherent writing in which the development, organization, and style are appropriate to

Uteracy. ~ task, purpose, and audience.
CCRAW.A

CCSSELA- Develop and strengthen writing as needed by planning, revising, editing, rewriting, or trying a new

approach

Literacy.
CCRAW.S

The Grade Level/Performance Expectations
screen will be displayed.

1) Select the Subject Area from the drop
down list.

2) Select the Grade.

The standards will appear, depending on
the two criteria selected.

Click on the text you wish to insert in any
of the three areas, then select the “Copy
Standards” button.

Once you have selected text and hit the
Copy button, you will go back to the
originating form, where you can paste the
selected text where appropriate.

Guidance for IEP

The Guidance for IEP feature allows the person completing the /Individual Evaluation form 28.1
to create notes that are only visible to the users completing an IEP Measurable Annual Goal
form.

Form: 28
INnDiviDuaL EvaL

Guidance for IEP

Individual Eval Form

Go To... identify and discuss reading strategies . . . .
s wokin ot ko o, i The right hand side of this form is

Actions... comecting, and re-reading when necessary .
(et To ) oupioste )bt )R] 1 where the text box for the Guidance for
T == IEP is located. Simply type or copy &
(Greate Por)(Emaieor)  (Coae ) paste notes directly into the box.
Click fonm i batch to viewr: View All O . .
e e e These notes will not print when the
Ee e 2 B form is printed. They are only visible to
i v B staff completing a goal form for this

pec Ed Ref o108 12 &
O 45 Eval Report 9108 12 & Student
O 1.1 Mutual Exch 91109 12 S
O 2.1 Eval Plan 91109 12 &)
O 5 Mitg Invite a8 12 &
O 6.1 Prior Written 91109 12 &)
O 7 Consnt Initial 91109 12 )

* Review all dates to make sure they are comect!

Date:9/11/09 Created: Modified:
Inits: T2 By: T2 By: testStaff2

On: 9/11/09 On: 9/12/09
Form Data Link:14447

Text entered here will be visible to
team members working on the IEP, but
will nat orint on anv forms.
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IEP Measurable Annual Goal Form

Date: 816 :-:,:f mmm; Notes entered into form 28.1 as above
Pt will appear on the right-hand side of
Frvs Srodent.. = the goal form, along with the date and

person who created the notes. The
Eval Batch ID (box under the
“Guidance from Evals” title) is the link
between the Eval forms and the Goals
----- and Objectives forms. This should
auto-complete, but if the notes are not
appearing, simply type the batch
number of the Eval Batch that contains
the Individual Evaluation you wish to
have appear into the Guidance from
Eval box.

Insert Test button

On the right side of the Individual Eval 28.1 form, under the Forms Navigation bar, you will find a
series of Insert Test buttons. From here you can insert pre-formatted test result grids from the
Text Library. Your admin staff may add new tests as they become available.

Select Test 14 Select the testing area followed by
the test name from the pop up lists
provided then click the Insert Test
button.

Clinical Evahuation of Languaze Fimd als - Preschool (CELF-PRE) HVS
Comprehensive Assesamert of Spoken Language (CASL) FORM 1 (ages 3-6)
Comprehensive Assesanert of Spoken Language (CASL) FORM 2 (ages 7-21)

F Elemertary Test of Problam Soling-Revised (TOPS-R)

Expressive One Word Pichare Vocabulary Test- Reviced(EOWPVT-R)

Expressive One Word Pictare Vocabulary Test- Upper Extension (EOWPVT-UE)
Expressive Vocabulary Test (EVT) %

Language Processing Test -Revised
Oral and Written Language Scales (OWLS)
Peshody Pictare Vocabulary Test - Revised (PPVT-R Fonn M L)
Preschool Language Scale-3 (PLS-3)
Receptive One-\Word Pichure Vocabulary Test - Upper Extension (ROWPVT-UE)
Receptive One-\Word Picture Vocabulary Test (ROWPVT

Sportaneous language sanple v

sekctTest 1 The pre-formatted text block will be
inserted into the form.

Standard Score i Standard Score
oy = = = The text can be edited as desired,
asoning s00¢ 08¢ 08¢ 00 . . . .
vl o o = including changing font sizes or other
D = = = = rere=t styling. See Formatting Text on

Performance

Forms for more information.

To line up the columns of numbers, the best option is to use tabs®.

* Clicking the tab key in E-Com takes you from field to field on the forms. To get a Tab character, type Control-
Tab (Option —Tab on a Macintosh). See “Using the Text Ruler” to further fine tune tab alignment.
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Evaluation Report - Form #4.5, 4.51

Insert Individual Summaries

The Insert Individual Summaries button allows users to insert all individual summaries from
associated 28.1 forms into the Team Summary form.

. Insert Individual |4
and source (specific Summaries

e Individual Evaluation

,of Evaluation Results
ot the vevien-of extstine dutd and .

Report form or members may wish to inc te individual assessment

Summary of Evaluation
Results: (Results bearing on
cligibility are summarized here.
Additional details and
assessment may be summarized
in individual assessment
summarics attached as a part of
this tcam report).

From the Evaluation Report form, click on the Insert Individual Summaries button. The
individual summaries from associated 28.1 forms will appear, with the title of the person
who created them at the top.

Insert Adverse Impacts from Individual Evaluations

This button allows users to insert all adverse impact summaries from the associated 28.1 forms
into the Team Summary form.

Eligibility Determination

Student name Student # DOB

Fves dis  caterary ic-

Does the student have a disability? Yes No [£yes, the disability catcgory is:
Adverse Educational Impact:

(an analysis of the educanional relevance of the evaluation resuits, including individual assessment results, and a

description of dverse educational impact, incls disabulity affects involvement and progress in the

general education curricwlwn (or for preschool children, in appropriate activities)): Insert Adv

Impacts from
Indiv Evals

To do so, from the Evaluation Report form, click on the Insert Adv Impacts from Indiv
Evals button.

Area of Service Compliance

Recommended Special Education and Related Services: The Area .Of SerVIF:e Comp“ance
functionality on this form allows users
Studert name  Test Student2 Stadert # _ 12345TS2_ DOB _3/8/2003 .
- to dynamically set the Areas of

Recommended Specially Designed Instruction ¢recommendations o the IFP team 10 assist in the Services in multlple screens
develoyment of the IRP's present levels of pevformance and cvwal goals. Specify the aveas in which the student
requires specially designed nstruction (i.e. math, gross moto, socidl skills, etc.)): th roughout E-Com.

frea GE Notes 4 Delete

- . X|| On page 4 of the Evaluation Report

Adaptiveiself-help Skills | a . .

Bahavior Managsment you will find the Recommended

e fonass Sl Special Education and Related

Daily Living Skils Services section. Click Add Area to

ine otor . .

Functional Academics ] add each Area of Service defined.

Gross and Fine Motor

Gross Motor . .

Leisure Recreation Areas of Service added here will

Math i .

automatically be populated to the
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Placement tab and the Student Information section of the Student Screen if the form 4.5
they are added to is the most recent 4.5 form in the student’s record.

If other Areas of Service have been added manually using the Placement tab on the
Student screen, they will be saved and removed automatically when a batch containing
form 4.5 is added to the student. If this form or batch is removed, these Areas of Service will
return.

Additional Notes: If a 4.5 form is duplicated, the new form will not contain Areas of Service.
These must be assigned manually. Also, if a disabling condition changes, refreshing the
form will place the new condition on the first page. The condition field on page 3 must be
manually updated after a refresh, however.

IEP Measurable Annual Goal - Form #12.4; 12.7

Area of Service Compliance

Actions: [ Insert Text ][ Enter More | (_Frint Form | Go To: Student | The Area drop down box

EVALLEY ScHooL DisTRICT # 999 SPECIAL EDUCATION

1234 Msin Street, Anytown WA 98000 Phone: (509) 565-8958 Fax: (509) 565-6565 a“OWS users to Choose one
Individualized Education Program (IEP) of the appropriate areas of
Measurable Annual Goals and Objectives/Benchmarks service assig ned to the
Student Bobby Woods Student =_099903 Grads s 3v4mi D! 2282008 1 gtudent (there will be one

Prepared by: iAnns Able i sbls iRaesource Taacher Area | Adaptive'self-help Skills
Current Level of Performance Related to This Goal . T3t] Behavior Management goal .form f(?r each Area of
' Service defined).

Community Access Skills

Daily Living Skills

Fine Motor

Functional Academics

Gross and Fine Motor

Gross Motor

Compliance Alert If you select an area that

i : was not identified during the
Please note, the area of service you have selected is not one of .
the areas of service currently defined For the student. evaluation process, the

error shown at right will be
displayed.

O 131 Progress 2ram8 g M P An alert will also appear on

[J 141 IEP Sum Matrix2 212409 gl \QB’ the Forms tab (under the

g 2213 iiii':::ions igﬁg 9: :g: Forms Listing section) if the
: — Areas of Service on the IEP

goal forms or the

Placement tab do not

The areas of service defined for this student are not aligned with the matCh the areas Of SerVice

current IEP's goals and objectives. called for by the evaluation.

V/

(EoNEo o R

[Form:[ Add | (Import] ]

Set Goal Button
To make it easier to write goals, E-Com can store goal text as a specialized Text Library entry.

To insert specific goal text from the Text Library, click the Set Goal button on the goals and
objectives form.
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Present Level of Performance Related to This Goal:

If your E-Com administrator has
determined that your district will use
the “strict” method of entering goals,
all text in the Annual Goal field must
be entered AND edited in the manner
described.

In other districts, you will be able to
enter goals using this method, or by

Set Goal ‘,

1 Goal:

freely typing them into the form without
using the “Set Goal” functionality. You
will also be able to duplicate forms and
modify any goal text already entered there without opening the “Select Goal Text” dialog.

When staff select the “Set Goal” button on any goal form, they will get a pop-up window.
Fields with a red asterisk are required fields and text must be entered in order for the user to

set the goal. The process is as follows.
Select Goal Text

—

Measurable Annual Goal

Subject Area: I

Given these
conditions: l

Nicole Decaires

wn [

his/ |

her

From: |

Baseline data needs to be explicitly stated in the present levels

To:

With the following consistency:

As measured by:

GLE or PE Reference:

select

Other
information:

* Required ( Set ] [ cancel

l

Select the Subject Area from
the drop-down list. (This is a
list of all Areas of Service in
your district.)

Enter a date into the “By the
following date:” field if it does
not auto-fill.

“Given these conditions” is
optional.

Select either “increase” or
“‘decrease” from the next
field’s pop-up list, or enter
another modifier.

Select a skill set from the
drop-down list in the next
field. If none of the list items
pertain, other text may be
entered.

Enter appropriate text into the
“From:” and the “To:” fields
that follow.

The next field, “With the
following consistency,” is
optional.

The “As measured by” field
has another drop-down list, or
users may type in their own.

* [f users wish to enter a GLE or PE reference, they may do so by either typing it into that
field, or by clicking the “select” button, and selecting it from the appropriate area in the

pop-up dialog that appears.
* Other information may also be added.

* Once the required fields are entered, clicking the “Set” button will cause the entire entry

to be pasted into the “Annual Goal” field on the goal form.
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In districts with the “Strict Goal Text” option, any editing of a goal already entered in a form
must happen via the “Set Goal” button. In this case, simply click the “Set Goal” button again,
and when the dialog box opens, the goal text will appear in the fields of the dialog box. It
may be edited there.

Goals set on either form 12.4 or 12.7 will appear automatically on forms 13.1, 13.2, or 13.3
if the IEP dates and Student ID numbers on both forms match.

Summary of Services Matrix - Form #14.1x

There are several different summary of service matrix forms. Form 14.3 is the state model form
and has no special characteristics. Form 14.1 is described below. Form 14.11 is a multi-year
version of the form, for use when the IEP breaks over the school year, or over a shift in schools
(from elementary to high or junior high, for instance); it is described in the section after this.
Form 14.12 is identical to form 14.1 except that it includes a “Related Service” checkbox field
next to the “Minutes/Week” area that may be used to designate a related service.

Add Areas of Service Button

When this button is clicked, any areas of services already assigned to the student will appear,
along with the begin and end dates. Service provider, details of the service schedule, and the
location need to be completed by the person filling out the form. (Please note: Service
provider names do NOT print when the form is printed or when a PDF of the form is
created; only the title prints.)

special E i ojecte ojecte pe iratior Amended
Special Education TFI‘J:\‘;:‘I Pﬂiqu\_ud “;‘ r_x I‘)Lra t a

services: nitaton End cek/ n
& Related Services: Date of  Date of Month/ length in

Description Add | Add Areas of Service |  Services  Services Days Quarter Minutes) Location
Communication 130016 1/29/11 [ |
Service Provider: Minutes'Week:

Minutes per week (under the Location field) will auto-calculate.

To calculate percentage of time spent in a general education setting, fill in the “Total building
instruction minutes per week (excluding lunch time)” field at the bottom of the first page, if it is
not already entered.

The two fields under the “Total building minutes” field will auto-calculate once you enter a date
in the “as of” field at the end of the second line. You may click on the calendar icon and choose
a date that way, or click in the space in front of the icon, and manually enter the date.

1800 = Total building instructional minutes per week (excluding lunch time)
Total minutes per week student is served in a special education setting - as of
100 =% of time spent in general education setting

If you select the LRE setting, found at the bottom of page 2 (see below), service minutes listed
on the most recent Summary of Services Matrix form will auto-calculate the LRE code and
display it on the Student screen, Special tab. The calculation on the Student Special tab will be
as of the current day’s date, not as of whatever date is selected or displayed on the form.
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0-2 LRE Setting

3-5 LRE Setting
A Regular Early Childhood (REC) program means a program outside the child's home that includes at least 50% children without
disabilities. Please select one of the three choices below, and modify it further with the approgpeiate Setting drop-down list.
REC program > 10 hours/week
REC program < 10 hours'weck
I 0Py e - .
Non-REC Program Setting:

Setting:

6-21 LRE Setting

In addition, if services are assigned to staff members on the 14.1 form, those minutes will
appear on that staff’'s Service Roster report, available either from the Reports list (all staff), or
from the Reports menu item “My Service Roster” available on the Staff screen (for the individual
staff member).

Summary of Services Matrix (Multi-Year) - Form #14.11

Form 14.11 is available for use when services break over a school year, particularly for
transitional students. There is an additional service matrix page; the first page is for one school
year, with end dates that may be modified, and the second is for the next school year, with
initiation dates that may be modified. LRE codes and service roster reports will pull the correct
data from either the first or the second summary matrix as date’s progress. There is a field
where you may enter the grade level for each section.

Other Documents - Form #90

If you want to add external documents (PDFs or Word documents from another source, for
instance) to a batch, you may do so using a “90” form. Have the document you wish to attach
available on your desktop or shared drive. Make sure the document you will be adding does not
have any “special characters” in the file name — this includes commas, hyphens, parentheses,
and others (!, @, #, $, %, *, &, *, (, ), etc.).

Add a form 90 to the batch where you want the external document. Once added, open it, select
the green “Insert Document” button, and then browse to the document you wish to insert. It will
be added to the form. Notes about the document may be entered manually in the Document
Notes field. The descriptor field of the form 90 will display the name of the attached document.

This document will be available to others who have access to the student’s record. In order to
see and print the document, staff must select the “View Document” button. This will need to be
done manually in order to print the document with the batch.

The “Delete Document” button will remove the attached document from the form field. This
action cannot be undone. If you need to replace the document, you will need to reinsert it. (If the
entire form is deleted, it may be undeleted, as is usual with forms.)

It is important to note that if users print or email a batch, only the E-Com forms will be
included. Any external documents attached to the batch via a Form 90 will need to be
printed or emailed separately. This holds true when creating a PDF of the batch as well.
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Spanish Language Forms

Currently, the following forms are available in Spanish as well as English. We are working to get
an entire IEP batch translated into Spanish.

Note

Prior Written Notice (6.1, 6.2)

Notice of Decision to Evaluate (7.1)

Notice of Intent to Re-evaluate (8)

IEP Cover (11.2, 11.22, 11.41)

Measurable Annual Goal (12.4, 12.5)

Measurable Annual Goal & Objectives (12.6, 12.7)
Progress Report (13.2, 13.3, 13.4)

Summary of Services Matrix (14.1)

ESY Addendum (33.5)

Assessment of Student Achievement (34.2, 34.32)
IEP for Transition (36.2)

Re-evaluation Waiver (56.1)

Request to Excuse a Team Member (61.1)
Invitation to Attend a Meeting (74, 74.1)

Parent Consent (75)

Consent for School-Based Medicaid Reimbursement (79.1, 79.2, 79.3)

504 Parent Rights (81.01)

Accommodations and Modifications (82, 82.12)
Parent Input (83)

Parent Consent for Use of Private Insurance (86)

other. Neither do selections made from drop-down lists.

Form: 8
Consnt REEVAL

Go To...

View in Language...

: Text entered into text fields is not translated when you switch from one version to the

To access the Spanish language version
of a form, simply select Spanish from the
“View in Language” drop-down list in

( sStudent | v]( o] i !
Actions... Soanih Form Navigation. (If a form does not
(insert Text (D4 lste_)(_Refresn ) have this drop-down, a Spanish language
Bt Offier= version is not currently available.
| Y )
Create PDF )( Email PDF ) (Csae ) Then click Go.
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DisTrRiITo EscoLar DE GRanD CouLee Dam #301 SepeciaL Epucar
110 Stevens Ave, Coulee Dam WA 99116 Teléfono: (509) 633-2143 Fax: (509)

Aviso de Intento para Reevaluar - Consentimiento para la Reevaluac

Nombrz del estudizntNichole Hinton Nim del estudizat: 0101

t09/1/2007 Fach

o padre/tutor/estudiante adulto:
Est2 avizo 2z pers notificarle a usted de la recomendacion para una reevaluacion por las sizuientss sones:

2! ion ¥ podris part
racomendacion d2 coloc tz evaluacion deber da ser complatada dantro
qus 32 r2cib2 su parmizo. Ustad sard invitado 2 una junts parz hablar d2 los r2sultzdos de lz reavaluacion v hace
comentarios cuando 1z reevaluacion hays sido complatada.
Las lzyes Estatales v Faderales zarantizan que ustad tiens derachos 2spacificos 2n ralacidn 2l proceso. Praviamen
12¢ibid unz copiz d2 1z Notificacion d2 Garantizs. Si ustad nacesits otro copiz o 12 gustariz racibir zyuds parz pod

O 13.4 Progress wiObj v2 Fall semester sP 0 @/30/15 DES 34 (3
O 82.12 Accom w/ Areas of ) sP 0 6/20/15DES M &5}
O 141 IEP Sum Matrix2 —_— 0 &20/15DES M
Form: 7
ConsNT INITIAL /
Go To...

English Version
Actions...

[(Insert Text |( Duplicate | Delete | Refresh |
Print... Other...

((create POF |( Email PDF |
ML v s hatrl v Wiawm &l

This will bring you to a form with the same
text, but in Spanish. Drop-down lists, if
any, may also be available in Spanish.

If the school or district name has a
Spanish version entered in the School
data entry screen, that name will appear
in the header area (see image left).

You may toggle back and forth between

' the English version and the Spanish

version of the form.

= Note: Dates must be entered on the

forms in the English version. When
switching to the Spanish version, the
dates will change from the English
mm/dd/year format to the Spanish
dd/mm/year format.

Note: There will be a small “SP”
designation next to the “Descriptor” field
in the batch view for forms that will
display in Spanish when they are opened.

To return to the English Language
Version, simply click the English Version
button in Form Navigation.

If you prefer to have both an English and a Spanish version of the form, you may add two
copies of the form to the batch, fill in the English version, and then use it to fill in the Spanish
using the side-by-side functionality. This allows you to have the English version needed for
the state as well as a separate version for the parents or guardians.
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