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Chapter 1: Overview of System

Overview: What is E-Com?

E-Com is a multi-user relational database. Multi-user means that staff across a network can gather all of a
student’s forms in one location for easier review and auditing of student history. Though E-Com does not
eliminate the requirement of printed forms stored in permanent student records, it does greatly simplify
the process of creating and managing the forms. E-Com helps special education staff quickly create, store,
and print special education forms, thereby helping to eliminate inconsistencies and promote compliance.

The purpose of the E-Com system is to allow special education teachers, psychologists, and other

professionals to:

¢ Better collaborate in a team environment and provide improved student support.

* Create, store, and print special education forms required by the State of Washington for special

education students.

¢ Organize and store student, parent, school, and staff information related to students.

* Promote compliance with state and federal requirements.

This manual will provide E-Com users with instructions on using the E-Com system.

E-Com User Access Information

Users are given the following access privileges. The E-Com system administrators have the highest level

of access and ability.

or from E-Com. Is not able to edit locked forms.

Admin Can access and edit all files and can design forms. Has the ability to lock and unlock
forms.
Manager Can access and edit all files but does not have the ability to import or export data to

Can add student records. Most districts use this level of access for psychologists and
SLPs, as they are often the first person to work with a new referral.

edit locked forms.

User Can access and edit most data, but cannot perform design work on forms. Cannot

Cannot add student records, but may edit student demographic information.

(Forms Only) demographic data.

Cannot add student records.

User Similar to standard User level access, but can only edit form data, not student

Browser Can view all data in E-Com, but has no ability to edit data.

See the Administrator’s manual for information on assigning access privileges.

Copyright © 2000-2016, Portage Bay Solutions, Inc.
http://www.portagebay.com

Page 5
Printed: 11/10/16



General Application Features

Email

On several screens within the application, users can email other users, parents or students. Any time a
user sees an envelope icon, email capability is available, if an email address has been entered for that
user. Upon clicking the icon, users will be directed to the email application installed and configured on a
user’s computer. Some examples of email clients commonly used are Outlook, Outlook Express, Mac OS
Mail, etc. If your district uses a browser for email (like Gmail, for instance), the email addresses in E-
Com will not work; you must copy them into your browser. If you are having problems with your email
client, contact your school’s Special Ed secretary or IT (technical support) department for assistance.

In-line Spell Checking

All text fields support in-line spell checking, similar to that found in Microsoft Word, when doing data
entry in forms (or other areas of E-Com).

Annual Goal:

Annual Goal: Set Goal

Robert will increasc his reading fluency skil
Current Academic Funtioning by 12/15/200¢

Mecthod/Criteria for Fve

-Points to Consider:
*Measurable annual goals

*Measurable annual goals

activities.:

Robert will increase his reading fluency skills by
Current Academic Funtionine by 12/15 009

Suggested Spellings Functioning
Cut
B k Ignore All
: Learn E—
Paste Unformatted Text X
Spelling...
Font »
Size »
Style »
Text Color > ffor specially designed instruc
Insert » ) _ )
n curriculum or, for prescho
Export Field Contents...

Adding a Local Dictionary

a FileMaker Pro - [Student_ {(ECOMGG3)]
™y File | Edit View Insert Format Records Admin Help

1 Can't Undo Chrl+2Z
o

Lst_ ) _Foms J(_Admin ] [

brl+-

Forms | Notes | P

Ctrl+C
e+ fip[1312 Active B ( Baten:
Local # [ALVARMONOOO Batoh  Batch
i} OTHER |
lvarezJacobo || —————
4 IEP
Tech L
ook Select 4l Chrl+5 fwz peots
Grade51 l:lass,_
Actions. Find/Replace...
Spelling Check Selection, ..
int... Check Record...
Print. Obiject » S -
Envelo kall,,.
Covel Export Field Contents. . a Chrleshifery B!
List i
Repord  Sharing Select Dictionaries. ..
Preferences... Edit User Dictionary... a
—TTTR T o AT T T AT T e

Misspelled words will appear with a
dotted red underline.

Right-clicking on the word will
display a contextual menu that will
give you suggested spellings.

To add the word to your local user
dictionary, select ‘Learn’ from the
menu as shown.

If the ‘Learn’ option is grayed out, no
local user dictionary has been created.
See "Adding a Local Dictionary"

below for more information.

To create a local user dictionary,
choose ‘Spelling...Select
Dictionaries’ from the Edit menu to
display the dialog.

Copyright © 2000-2016, Portage Bay Solutions, Inc.
http://www.portagebay.com

Page 6
Printed: 11/10/16



2Ixl| Click the New button and then enter a

TSI = location to save your dictionary. From
) ) . s .
e oo this point onward, the ‘Learn’ option
(" Use Main Spelling Dictionary only will be available when you right-click
% Use Main Dictionary and User Spelling Dictionary on a misspelled Word .
C:\.. \FileMaker\FileMaker Pro}10.0\User,upr
Select... New... OK I Cancel

Zoom In/Zoom Out

Any screen or form in E-Com can be viewed at normal size, or you can zoom in or out. You can still enter
data when zoomed in or out. Many people prefer entering data on forms while zoomed in.

| Alet O Delete )i Compliance Warning (] ||

Created by hawe on §/22/2002 =t 1:53:10 PM ioditied by Kate Wheeler on 773072009 =t 5:42:19 PM

The icon on the left zooms out while the icon on the right zooms in.

In addition, you can set whether you want forms to always open for you in zoom mode. On the staff
screen, you can select “150% (Zoomed in)” in the Default Form Zoom field. The next time you log in,
each form you open will open at 150% of the usual size. This only works with forms; the student screen
and other data entry screens will remain at 100%. For detailed instructions, see Default Zoom Settings.

Reports

On the Menu bar at the top of the E-Com window, there is an option called “Reports.” This allows you to
print your Service Roster or your To Do list with the click of a button. Your service roster consists of
those of your students who have current services on the summary of services matrix form 14.1; if your
district uses some other summary matrix form, this report will not contain valid data.

File Edit View Insert Format Records BIGLLE8 Tools Help

| My Service Roster
[t J(Fome J[Admn ) (Fnd ) (O To Do List o

10f1

FEA

Navigation Bar
E-Com provides a centralized Navigation Bar that is accessible via almost every screen of the application.

@ (ot ) Ut ) Foms ) Admin ) ([ Find ) ([ hep ) _our ]EESEEI

From the buttons on the Navigation Bar (left to right) users can:
1) Back/Forward button - Navigate between actions performed within an E-Com session;
2) Student - Perform tasks related to student case management;
3) Staff - Manage your demographic information and your student caseload, including “to-do” task
list functionality;
4) List - Display a list view of the current student, staff or forms set found;

Copyright © 2000-2016, Portage Bay Solutions, Inc. Page 7
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5)

6)
7)
8)
9)
10)

Help

Forms - View and manage the complete forms database (access may be limited to administrators
in some districts);

Admin — Access administrative functionality (access limited to administrators);

Find - Search for a subset of students, forms, etc.;

Help - Activates help shortcuts for various features throughout the application;

Quit - Close out of the application;

Found set arrows - Navigate within the current set being viewed; the circle in the center of the
arrows will show all records when selected.

There are a number of Help options throughout E-Com. If you click on the Help button on the navigation

bar, the

system will display blue question marks that link to the related topics in the User’s Manual. Click

on any blue help icon to go to the webpage where the help topic is available. In addition, there are
filmstrip icons that will bring you to a video on the topic. As you can see in the image below, there are
textual help links for Find, Go to..., Reports, and Batch, and there are videos available for three of those.

| Last IEF

1]

FileMaker Pro Help
Keyboard Shortcuts

E-Com Admin Manual
E-Com User's Manual
Release Notes

Create Support Ticket

Resource Center
Downloads and Updates
Register Now

e ) (o) (e ) (Cemn JH  (rne J7 B (Ree J(_ow ) SO0
E-Com Student Entry Prog 0504 [ Special Ed
Student Information Active [] : y ’ — -
Goton 7~ Student# [§675309 1D f5112 Forms | Notes | P | Special | staff | A |
ssID 12345 Local # |
WAC Batch: [ Add
Name  [Sandy [Beach H?
Map & Batch Batch Name Date Init Locked
Tech Module | Address E:h‘:‘:' Road W I 0  OTHER FORMS 62012 rs O & = ror X -]
cphrata v T 0 ot 5
Phone  [B00-LUV-SAND Grade[l  ProjGrad[ || S8 Assistive Technology a3  SAU O Q¥ OmeorX
Actions... Emai [sandy@da.beach.com 67  Child Outcome Summary 211/13 SAU (m] g 5 54 Por I
[ New ] Bithcate [2872000  Agefiz y[f m Gencer [F 66 IEP 12313 SAU [ o £ 5 poF XX
|— Condition [01 [Developmentally Delayed 200 |EP, Goals Only 11/11/12 DES (m} g & 52 poF X
Print... Areas of Service GE OTESWP ® PTO EsYO| 73 Initial Evaluation 83112 rs O > B ror X ||
Eeoes B| =5 O Tanseot O oo™ o Descriptor Batch  Date Init
Cover Vision O Migrant O ;
T SafetyNet (]| 0 125 IEP Goals Adaptivelself-help 200  4/2/13 rs 34 £ [~
51
Language [English [0 45EvalReport 200 1113 SAU 34 &
Reports | ? i -
H Ethnicty  [Caucasian O  1.2Mutual Exch 200 3813 s MO
O 20 SpecEd Ref Notif 200  3/8i13sAU = 5
O  2.2Assessment Plan 200  3/8i13sSAU = 5
— O 1241EP Goals 200 327113 s MO

In addition, you can access the admin manual, the user manual, and the
most up-to-date release notes from inside E-Com, by going up to the
Help menu on the FileMaker menu bar.

You may also create a support ticket directly from E-Com using the
“Create Support Ticket” option. For non-administrative users, an email
with a blank address will come up; they should enter the email address
of their local E-Com administrator, along with additional details of the
problem. (If necessary, the admin user may then forward the issue to the
E-Com support email.)

Copyright © 2000-2016, Portage Bay Solutions, Inc.
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Chapter 2: E-Com User Log-in Procedures
E-Com Log-in Procedure
will generally be on your desktop and will be

named something similar to the one shown. Once
E-Com_Login.fmp12 found, double-click on it.

D Find the E-Com login icon on your hard drive; it

Open "ECOM" 2|x|| The E-Com Login screen will appear.

Open "ECOM" using: .
.7 e L Enter the user name and password assigned to

€ Guest Account you by the system administrator and click OK.

o

Ciionelinldibine IMPORTANT: Do not click the Change
Password button if you want to change your
bassword: | password. Instead, see “Edit Login/Password”

Change Password. .. | OK I Cancel | for instructions.

Account Name: I testStaffz

Setting Default User for Login Screen

W rFieMaker Pro - [Student S(EECERH Depending on your computer configuration, the login dialog

™y File | Edit View Insert Format Records Admin

(e = C shown above will most likely not default to your E-Com

Stud = Account Name. To change the default, select ‘Preferences’
Copy ctrkc from the Edit menu and change your User Name as shown

To Active CErl+Y Birthdate

» ecidl /2142002 6 y below.

4 Al 113720036 . . .

P ® 22120036 Note: If using a Mac, Preferences is available under
Select Al Chrl+4 . .

4 penanez 7 “FileMaker Pro” rather than “Edit.”

Ld FindjReplace. .. p123/2003 6

P = Speling ) 2520026

P = 12212002 6 y

» Object ¥ bsrooz s

| Export Field Contents 330/2003 6

| 12412003 6

» Sharing > bizroos s

) o BN .. .

21Xl Change your Default User Name by entering it in the User
General ILayoulI Memory] Plug-lnsl Fonts | Name fleld

[~ User Interface Options
IV allow drag and drop text selection

I Show FileMaker Quick Start Screen
IV Show recently opened files: | 10

I™ Enlarge window contents to improve readability

Reset dialog sizes and positions: Reset

User name: I teststaff2|

User Interface Language: | English
Font smoothing style: Dark

4

4

Cancel

Copyright © 2000-2016, Portage Bay Solutions, Inc. Page 9
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Chapter 3: Staff Screen

Screen Overview

Upon opening E-Com, users will go directly to the screen shown below.

M| Stdent ]| o |[_Lst J([_Foms J[_Admn ] [__Fnd ] [_Heb J_aut ] M‘%Lm
Staff Entry for Test Staff4 “\Navigation Bar
- — St [Topo [ /P | Active Forms |
Staff ID  [5a0 Initials [T4
Student FirstLast [Test F""‘ @Al OCase Mgr O Other O Teacher Students, To Do's, Schools &
@ § Active Forms Tab
L Title IOccupational Therapist Active Only
Create New Address FO Box 1122 Active Name Last Eval NextEval LastIEP Next IEP Case M:
Staff csz IMuKilteo WA [ 1 [ Miler, Aaron 111710 10/31/13  6/17/12  6/16/13 Test Staffs P ||
Delete I Phone
Phone 2
S:.e :’nd E-Mail lalanna@portagebay.com
/' Default Screen  [Students
Default Form 100
Detau [®100% O 150% (Zoomed in)
Info &
Settings {Change takes effect on next login)
Edit Login ID Access Level
Login/Password | testStaff4 4
Login Include Staff in Pop-Up Lists X
settings Unchecking this will disable login ability for this staff member.
Notes
_. -
Notepad =
Recent E-Com News
The March/April newsletter is now
available to non-subscribers.
Tacoma School Board in Process to Become
Charter Authorizer: Even though it opposed last
yeard€™s initiative to allow charter schools in
Washington, Tacoma Public Schools will now
consider becoming a charter school authorizer 4"
if only to gauge the pros and cons of the districtd
€™ s potential role in th...
Posted 6 days, 23 hours ago
E-Com for Special Ed - March/April 2013 -
-
The Jan/Feb newsletter is out, with llnks
Copyright ®
1996-2013 to eLearning & 2013 conferences. [_My Stucents | My Template
Portage Bay = ~
Salutions, Inc. Created by: kathy on 7/23/2009 12:35:14 PM Modified by: Rin on 4/24/2013 6:55:43 PM D:23 ™ Student List Template/Practice Student
100 =g B Browse

Note - Tab view will default to the selection chosen in the Default Screen field. If there is an outstanding
To Do item, the Tab view will automatically default to the “To Do tab.

Information & Settings

To the right of the Add & Delete buttons you will find the Staff Information area. This section of the
Staff Screen contains all of the staff member’s personal information. The fields are typically filled in
when the staff’s login is created, but may be edited as information changes.

Copyright © 2000-2016, Portage Bay Solutions, Inc. Page 10
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Staff Information

StaffID
FirstlLast Test
Title Occupational Therapist
Address PO Box 1122

csz Mukilteo WA i
Phone
Phone 2
E-Mal  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 &
Unchecking this will disable login ability for this staff member.

Default Screen Settings

For best practices and in order to take better advantage of E-
Com functionality, we recommend that the fields highlighted
in red* be populated for all users. All other fields are optional.

If your district uses SIS imports and imports case manager
names, the Staff ID field should be filled with the staff ID in
use in Skyward, in order to properly match case manager
names.

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.

Near the bottom of the Staff Information area, you will find the Default Screen setting.

Staff Information

StaffID  : Initials {7
First/Last ;’:l"est {Staffd
Title Occupational Therapist
Address PO Box 1122
csz Mukilteo WA i
Phone
Phone 2
E-Mail alanna@portagebay.com
Default Screen Btudonh
e
Zoom
To Do

c Admin
I Logirvgggswo Student List
Include Staff in Pop-UpLists ;T
Unchecking this will disable login ability for this staff member.

Default Form Zoom Settings

Choose an option from the Default Screen drop down to set
your preferred default tab for each time you access your staff
screen.

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

Note: The Admin screen can only be chosen by Admin users
(access level 2).

On the bottom of the Staff Information area, you will find the Default Form Zoom setting.

Staff Information

Staff D Initials i1
FirstlLast Test {iStaffd

Title :Occupational Therapist
Address PO Box 1122

csz iMukilteo WA i
Phone
Phone 2
E-Mail alanna@portagebay.com
Default Screen  Students

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

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 Login ID testStaff2 From the Staff Information area of the Staff
LoginPassword ) Access Level 2 screen, click on the Edit Login/Password
button.

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

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

User 1D iess .. C e .
eeevord Once you have finished, click “Save” to
SN E— .
continue or “Cancel” to return to your screen
without saving the changes.
Complex 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.

Notes Notepad

Notes P This field can be used as a notepad for text-based comments
/ - ‘ or notes of any kind.

Web Viewer — E-Com News

Recent E-Com News This web viewer shows recent E-Com news and breaking
stories. Any links may be clicked on; they will open a
browser on your desktop so you can read more of the article.

avallable to non-subscribers.

Tacoma School Board in Process to Become
Charter Authorizer: Even though it opposed last
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Students Tab — Staff Roles

ivana) i | The All, Case Mgr, Other and Teacher buttons
OAIl ®Case Mgr OCase Mgr-504 O Other O Teacher n\> 1 on the Students tab show the students assigned
enn e e D i = to the staff person in those roles. Selecting the
1 Beach, Sandy 83112 212113 0/17/12__0/16/13 Rin Scherrer b [4] Case Mgr button shows the students for whom
2 [X Debear, Winnie 4/12/10 4M1M3  5/1/12 4/30M3 Rin Scherrer p L . .
30 Duncan, Marty iz _nene sy _siene rnsererer b] || the staff member is the case manager; the Other
4 [X Johnson, John 2/12/13  2/11/16  3/1/13 2/28/14 Rin Scherrer P | 4
5 [ Scherrer, Sample 11/11/12  11/10/15  1/1/13 12/31/13 Rin Scherrer P tab ShOWS the Students for Whom the Staff
6 [ Tea, Chai 5(1/12  4/30/15 5/2/12  5/1M3 Rin Scherrer P member is the SLP, OT, PT’ Psychologist’ etc.
1) Active Only checkbox - When this box is
unchecked, all students assigned to the staff
member will be displayed regardless of their
active/inactive status.
2) Row highlighting - If a row is highlighted in
this screen, it means that an entry on the
Notes tab from the Student screen is set as
“To Do”.
Note: Eval and IEP dates will be color coded
based on district preferences.
To Do Tab
'Students | To Do | Schools/Programs | Active Forms | The To Do tab displays items marked as
. Type - T — “To Do”. They are set for a particular
4/24/2013 Phone call 13037 rs P John Johnson ® O[] student within that student’s Notes tab.
4/24/2013 7:05:16 PM View
To review the note details, select the View
4/24/2013 Meeting 13037 rs P Winnie Debear ® O . .
42412013 706,03 P! — butto.n. This will take you to the Notes
Details Screen.
To print the contents of this tab, see
“Print shortcut - To Do List”
Once items are marked as done, they will
automatically be removed from this list.
Schools/Programs Tab
Active Forms | The Schools/Programs tab lists schools and
This staff ber works with This staff member works with students programs for the Student(s) this staff
from the schools in the list below from the programs in the list below member supports .
12 Valley Elementary School JE[~] 2 Special Education p 4=
23MN CodarFlementary § X Depending on the settings chosen by a

district, access to students in districts,
schools and programs not listed here may be
limited.

Note: Use of this tab varies by district, so
check with your Special Ed secretary for
further instructions.

Copyright © 2000-2016, Portage Bay Solutions, Inc.
http://www.portagebay.com

Page 13
Printed: 11/10/16



Active Forms Tab

This tab gives users quick access to specific student forms for the given staff member’s student load.

‘ To Do I Schools/Programs [Aclive Forms

From this tab, staff members can:

Displaying Active forms: [14.1 JIEP Sum Matrix2 X K .
Student Type: e Active  Inactive * View any active forms for their students, whether
Done Name Eval Date IEP Date Descriptor Print those students are active or inactive.
1 [0 Sandy Beach a |~ .
2 T Winnie Deboar 202 E ¢ Print forms or form sets.

To View Forms:

¢ Select the form you want from the drop-down list
next to “Displaying Active forms:”

¢ Choose the Student Type.

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

*  Click the student name to view the form.

* 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:
e Select the Print checkbox for one or more students’ forms.
¢ Then select the Print Forms button.

Student List - “My Students” Button

At times, it is useful to be able to sort or generate reports on the groups of students you manage. You may
find a list of active students assigned to you, or all students, active or not, who are assigned to you, based
on role.

To do so, select any one of the staff role buttons (All, Case Mgr, Case Mgr-504, Other or Teacher). If
you want active and inactive students, uncheck the “Active Only” checkbox at the right of the staff tabs,
then click the My Students button at the bottom of the tabs on the Staff screen. If you want a list of active
students only, make sure the “Active Only” checkbox is checked.

L —

[ My Students Ilﬂy Template]

The Student List for the tab selected will be displayed as shown below.

Iztudent List (Resos ) ((Smoent ) (_sef_) ((Asmin J(_Fnd )(_Punt_]  Yewira3of 3 founs Towi1s

Case Disabling Serving Next |EP Next Eval
[To Active Student# Student Name Age  Manager Condition Grade School Date Date ID  Omit
P ® 099902 Woods, Bobby 13y4m Jill Jackson 0008 Alder Elementary 4/4/09 1/2/08 10420 @
’ X 99906 Parks Katie 19y 9m Jill Jackson 12  Silver Fir High 2/4/09 1/1/11 3125 .
P BE 99903 Kelly, Kiers 12y8m {77 Larch Elementary 21109 13111 2127 @
Sorting

This list of students may be sorted using the column header sort buttons. The default sort order is in
descending order by Next Eval Date, so students with the closest next evaluation date will appear at the
top.
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IEP & Eval Date Color Coding

Throughout the application, the Next IEP Date and the Next Evaluation Date fields are color-coded.
Depending on the district preferences, the color of the dates will change to:

e Green - when the IEP or Evaluation should be started (the 1* warning);

* Yellow - If the student is developmentally delayed and is within 60 days of his/her 9th birthday;
or if the student is within 120 days of his/her 3rd birthday and the evaluation date is older than
that date, the Next Evaluation Date will turn yellow.

* Red - when the IEP or Evaluation due date is getting very close (the 2™ warning).

Default settings for the IEP warnings are 30 and 7 days respectively for the 1" and 2" warnings.

The Evaluation defaults are 60 and 14 days.

Template/ Practice Student - “My Template” Button

It is very common in E-Com for a staff member to have a student record where they create forms and
batches for practice purposes and where they can duplicate forms for later re-use. 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 I‘

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 of the Student # and Case Manager
fields. Once created, the user can practice actions or modify this student record without affecting an actual

student record.

Assigning an Alternate Template Student

If you already have a practice student set up and don’t want to start over with the template, you can tell E-
Com to use this practice student as your template student.

Eiigibilty Determination [ )
Completion [ ]
Extension iOYes ONo :

Extension Reason [ ]
Date Addendum to Staff |
Addendum Completed H

Med Eligibility ON
Med Consent
Medicaid Notes

i Med Elig Verif Date |
OY ON : Consent Expires #4/20/2011

-

-

Resident District [— Serving District ,—
Resident Dist # Iﬁoz m

Adult Student
Medicaid Eligible

Template for::

Access the Student screen for the student you want
to assign as your template student, either by
running a find or navigating to their Student screen
by another method.

Click the Special tab as shown at right.

Finally, select yourself from the Template For
popup menu at the bottom as shown.

Note: Be cautious when selecting a real student
as your template. Any changes made to a template
record will make real time changes to that record.

To return to the Staff Entry screen from this
screen, click on the “Staff” navigation button.
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Additional Features Available on the Staff Screen

For user convenience, the following useful features are also available via easily accessible buttons.

Add & Deletes

a FileMaker Pro - [ECOM (HYPERY-1)] . .
~ Fle Edt View Insert Fomat Records Repots vep 1O add or delete staff entries, select the appropriate button
r—— shown. These actions are reserved for Admln and
Manager users (access level 2 & 3 respectively).
Staff Entry for Test Staff2
Actions... | Staff Information Admins can perform any of the actions while Managers
Create N -
- o s s can only use the “Create New Student’ button.
Title Resource Model Teacher
B Address
csz [
Print... Phone
To Do List Phone 2

Print Shortcut - To Do List/Service Roster

Tools Help To print the contents of the To Do tab in a list format, select the
| My Service Roster | ECOM ( To Do List menu item shown.
To Do List 0010 . .
A fo Select My Service Roster to get a copy of your assigned
students and minutes, if your district uses the 14.1 form as the
hools/Programs | Active Forms | summary of services matrix. You may also print, email, or
e e export other staff’s rosters to an excel document. Simply do a
T4 P Margaret Turpin ® O find for the staff member, and on their staff page, go up to the
Haults to me but can change it to [View |

Reports item and select “My Service Roster.”
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Chapter 4: Student Screen

Screen Overview

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

SCree

n, users can access and/or manage (depending on their privileges and the setup at their district) a

variety of items related to a particular student, including but not limited to:

Student identifying information such as address, age, area of service needs, etc.
School information such as home, serving, and other non-district schools.
Teacher, case manager, and other staff assignments

Forms and batch management — Creating, accessing, emailing and printing
Printing shortcuts for envelopes, labels, cover sheets, and other reports.

Parent information.

[Sice |[ser_J[_tst J(_Foms [ Admn ) [ Find ] [ Ree ) _aut ] lill}(jzﬂm I
E-Com Student Entry o= ) W Navigation Bar
Student Information Active X
Website Goto. | | Student# [8675309 ID[35112 Forms | Notes MTW Staff m]
shortcuts wac Il 58P [12345 Local# | Batch: |
~— | |Name  [Sandy [Beach
| ap | Ja F Beach Road Batch  Batch Name Date Init  Locked
| | Address [a]
v = o | e wnt o ef=mxdl o
Phone  [BOO-LUV-SAND Gradel”  Proj Grad S8 Assislive Technology 819 O & por XX Notes,
Add Tl Finail [fandy@da.beach.com 67  Child Outcome Summary 2113 SAU (] g B 4 PoF ) Placement,
Student . e Special.
Birthdate [9/2072000  AgefiZ y[§ M Gencer [F 66 IEP 12313 SAU O @ s eor XX Staff &
Conditon [01  [Developmentally Delayed 200 IEP, Goals Only /1112 DES [ ¥ £ 5 poF XX Other Docs
Print... Areas of Service GeE OTRSWPP® PTO ESYO) 72 Initial Evaluation 8B112 s O 8= ror X [+ Tabs
__Envelope | Gmﬁs an'd Fine Motor - Hear'ing [m] Trsvyspoﬂ 0 Done Form Descriptor Batch Date Init
Print Cover [Social Skills Vision OJ Migrant O ’ .
Shortcut Liot Safety Net (J O 125IEP Goals Adaptive/self-help 200 4/2/13 rs = 5 el
ortcuts
Re Language Eylsh O 4.5Eval Report 200 31113 SAU = 5
Ethnicity  [Caucasian O  1.2Mutual Exch 200 3@13 rs S
e = [0 20 Spec Ed Ref Notif 200 3813 SAU M 5
nfo .
Settings - spEd — O 2.2Assessment Plan 200 /@13 SAU 34 &
Eval P O 12.4IEP Goals 200 327113 rs M)
Current |EP Mtg Date  Start Date
[pr31112 fpriin2 pri7i12
Next/Due Next Mtg Date End Date
pr21113 [pr31713 forien3
School,
staré | [School, Staff, and Notes
Notss Home School  [12 22
Settings Serving School  [224 Lewis11 Test ]
Non-District School o
orm: [_Add |
Case Mgr P[13037  Rin Scherrer = -
Teacher P[IZ982  Heather Heck b~ The areas of service doﬁnod’ for this student are not aligned with the
Psychologist P [E79 Tost Staf3 = current IEP's goals and objectives.
SLP p[Eez Test Staffé b1 Student Status Date Details
Eval Mgr [OPsych O SLP Status  [Transfer 6i20/12 =
PT pEie Anne Able b= ] )
ot d L |
Notes bt
Parent Info
Address to Print Salutation [Mrs. and Mr. Beach
Pre First Last Phone (work) Email
Mrs. S B =
Student Compliance == = l I Iq »
access Aert & Delete [] Compliance Waming X
data | 4 |
\ reated by: Rin on 6/20/2012 at 2:18:54 PM Modified by: Rin on 4/26/2013 at 12:42:16 PM D23 U| Copyright © 1996-2013 Portage Bay Solutions, Inc.
100= g0 B3 Browse
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Information & Settings
To the right of the website shortcut (Go To ...) buttons, you will find the Student Information area.

rmation Active . .
s:::;ng h'lfomm o R 7@ Data may be edited here by authorized staff members as
sio  [12345 Local # | information needs updating.
me  [Sandy [Beach " . . L
I Secch oad From this section, users can view:
phrata WA [pg101 . _
e I i 1) §tudgnf’dem0gr§phlg data gddress, phone,
mail  [sandy@da.beach.com Active” status, disabling condition, language, etc.
ithdate  [9/20/2000  Age[12 v m Gender |F . .. .
' nd.:; oL ol QGI;H h,,:, — E 2) Student’s Areas of Service — this is a view of the
2as of Service G services defined* for the student.
E'oss and Fine Motor Al Hearing [0  Transport O . X . o )
[5ccial skills vision [J 3-‘3 fMg-:mg 3) Quick “keyword” classifications — this is done via
2 e n:::yh = various keyword checkboxes** to the right of the
n Area of Services section. For example, “Transport”
= denotes whether a student requires transportation in
. order to receive services.
Eval IEP :
EE IEP Mig Date  Start Date 4) Eval and IEP dates — Any updates made to these
- [B3112 for112 o712 fields after the forms/batches have already been
Next/Due Next Mtg Date End Date .
21713 [Br31713 [pr1en3 added to a student may be updated by using the

Refresh button on the Batch listings.

* Depending on your district’s policies, services are entered via varying processes. Please check with your Special
Ed secretary for further instructions.

*% Use of these checkboxes varies by district, so check with your Special Ed secretary for further instructions.

Note: Some districts import data nightly from the school’s Student Information System (SIS). If your
school uses imports, many changes made manually on the Student screen will be overwritten by the data
imported from SIS. Check with your E-Com Admin to know which scenario applies to your district.

School, Staff and Notes Settings

Under the Student Information area, you will find the School,
Staff and Notes settings.

1) Schools: This section contains the schools associated with
a student including: Home, Serving, and other Non-
District schools.

12967 Test Multi ) P
Eval Mgr |O Psych O SLP
- - 2)

Test Staff2

Staff: Case managers, teachers, psychologists,
speech/language pathologists, and physical and
occupational therapists can be set here.

Selecting the triangle next to any of the staff assignments
. will take you to the Staff Screen for that individual. Staff
Alert [ Delete [J Compliance Warning [ members listed here may also be emailed by selecting the
envelope icon, if your district uses that function.

3) Notes: Like the Staff screen, this field can be used as a notepad for notes of any kind.
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4) Alerts & Warnings:

A checked Compliance Alert box means the student is active and
¢ cither the next IEP date has passed; or
* the next evaluation date has passed; or
* his/her condition is developmentally delayed and s/he is older than 9 years old; or
¢ the student is within 120 days of his/her third birthday and the next evaluation date is outside
that timeframe.

A checked Compliance Warning box means the student is active and the areas of service are not
aligned with the current IEP.

The Delete box may only be used by Admin level users.

Student Access Data

. ! Roberta
Compliance
Alet [0 Delete [J Compliance Warning (] ren
Created By Kate Wheeler on 723042009 =t 5:36:52 PM hiodified by kathy on 8/26/2009 =t 12:48:52 A

100 of =] Browse | ¢ |

This section allows users to confirm when a student record was created or the last time it was modified.
The same information can also be viewed from the Special tab.

Copyright © 2000-2016, Portage Bay Solutions, Inc. Page 19
http://www.portagebay.com Printed: 11/10/16



Forms Tab

Forms | Notes | Placement | Special Assessment The Forms tab is divided into 4
Batch: sections:

Batch  Batch Name Date Init  Locked .
0 OTHER FORMS T O B ror X [ From here, users are able to:
Batch 68 Assistive Technology 313 SAU [0 M QymrorX * Manage a variety of actions
Listing 67  Chikd Outcome Summary 2113 SAU O @ £ 5 por XX associated to forms and
—® s Er 12313 SAU ~
= O & &5 por X batches.
200 IEP, Goals Only 11112 DES O ¥ &= ror X ; . , .
73 Initial Evaluation 83112 rs O 8= por X |51 * View ‘Student Status’ details.
[Bone— rorm ‘Descriptor Batch 55..—:.—- * View, email, and edit ‘Parent
O 125IEP Goals Adaptivelself-help 200 412/13 rs SIB ] Info’ data.
O  4.5Eval Report 200 311/13 SAU 3 &
O  1.2Mutual Exch 200 3813 rs Y
O 20 Spec Ed Ref Notif 200 3813 SAU 3 £
O 22Assessment Plan 200 3/8113 SAU 3 &
Forms | O 12.41EP Goals 200 32713 rs M
Listing
_"
Form:
S
The areas of service defined for this student are not aligned with the
current IEP's goals and objectives.
Student Status Date Details Studen
Status Transfer 620712 - Status
Log
o
SO ln1_'o ) Parent
Address to Print Salutation [Mrs. and Mr. Beach Info
Pre ivsl as! lPhcme (work) IEmail [q Data
| | = ? fe—

Batch and Forms Listings Overview

Forms can be added either as a batch or as individual forms. Batches are groups of individual forms pre-
defined by your E-Com system administrators. Individual forms can be added at any time, either on
their own or directly to an existing batch. Grouping forms into batches allows for faster navigation and

better organization of commonly used forms. Typical batches in E-Com include Initial Evaluation, Re-
evaluation, IEP, etc.
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man? T“ WI‘

Batch:
Batch Batch Name Date Init Locked
0  OTHER FORMS 8/20112 rs (m] g & 54 PoF X [a]
68  Assistive Technology 3/8/13 SAU ] g B 4 poF )
67  Child Outcome Summary 21113 SAU ] g 5 4 POF )
68 IEP 1/23/13 SAU [m} e 5 =4 PoF )
200 . Goals Only 11/11/12 DES  [] oM O3 52 poF XC
73 Initial : 8131112 rs O &= ror X [+

Done Form Descriptor Batch Date Init

0O 12.5IEP Goals Adaptivelseli-help 200 4213 rs 34 ([~

O 4.5Eval Report

200

31113 SAU 3 &

O 1.2 Mutual Exch

200

38113 s ME

[m} 20 Spec Ed Ref Notif

200

3/8/13 SAU 3 £

a 2.2 Assessment Plan

200

3/8/13 SAU = 3

[0 1241EP Goals

200

327113 s MG

»

The Batch Listing 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 Listing
located directly under the Batch Listing.
Locked forms will appear with a red
highlight around the “Done” checkbox.
Locked forms may not be edited; they
may only be unlocked by an
administrator.

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

batch.

Student Status Log

Below the Forms listing on the Forms tab, you will find the Student Status area.

Student Status Date Details

Status

Add

Depending on your district’s policies, users
may denote students’ “special status” here
(e.g., graduation, exit from special ed.
program, ancillary student).

Note - Your district’s system administrator is responsible for managing what data is available in the
drop-down lists. Use of this section varies by district, so check with your Special Ed secretary for

further instructions.

Parent Information

At the bottom of the Forms tab, you will find the Parent Info area. This section provides access to a
small subset of fields within the Parent Data Entry Screen.

Parent Info
Address to Print |Guardian, Mailing Salutation [To the parents or guardian of
Pre First Last Phone (work) Emai
mMr. D [Miller |509-746-8778 | = | >
[Mrs.| [Milter [509-555-1234 | =

used on the envelope or form.

The ‘Address to Print’ popup menu allows
you to select which address will appear on
envelopes printed for the student, or on
certain forms that automatically fill in the
student address. It also changes the salutation

To view more detailed parent information, click on the black triangle located between both parents
names to access the Parent Data Entry Screen.
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Using a Batch

From within the Batch Listing section you can easily add, refresh, print, email or delete a batch.

Adding a Batch

Forms | Notes | P | special | statt | | From the Forms tab on the Student Screen, click
Batch:  —— the Add button to display the Batch Chooser
Batch B'lchihn.' D..t. Init Locked - screen.
0  OTHER FORMS 620112 rs O @ 5 por XX [-]
68  Assistive Technology 3/8/13 SAU [m] e E = pDFx
67  Child Outcome Summary 211113 SAU [m] e 5 54 PoF 3
68 IEP 1/23113  SAU o 8 =1 PoF XX
200 IEP, Goals Only 14/1142 DES [ M O35 por XX
73 Initial Evaluation 8/31/12 rs [m] e B = roF XX [+
Done Form Descriptor Batch Date Init
O 125IEP Goals Adaptive/self-help 200 4/2/13 rs 545 []
[0 4.5Eval Report 200  3/11/13 SAU 3 £
O 1.2 Mutual Exch 200 3813 s MY
a 20 Spec Ed Ref Notif 200 3/8/13 SAU = B
Batch Chooser Screen for Dean Spencer
_ From the Batch Chooser screen, select a
[Ig:;::l-‘scélrl’?esl-:atch from the yellow 1D box below then click OK or cancel to skip batch creation. ] batch from the llst‘ The forms in the batch
e Batch Deseription Batch # are listed in the rows displayed at the
Initial Eval 1 .
% Bionk Boiah bottom of this screen.
6 CD IEP
5 CO Initial o
750 Raeal Note: If the student already has an IEP or

| Eval batch...
9 Preschﬁ Initial Eval

Sort Order

10 Preschool Reeval

pn Referral and Notification

Eval batch within the 1 or 3 year time

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 Worsheet
L] Notice of Action
5 Meeting Notification and Invitation
4 Team Eval - Long
28 Individual Evaluation
28 Individual Evaluation

Cancel | 0K

* This is the number of the hatch that you will see on the forms page

frame, when you add another, you will have
to confirm the addition of that new batch.

Note - Your district’s system administrator
is responsible for batch management,
deciding what forms a batch contains, if
multiple copies of the form are needed, and

the order in which the forms appear.

Locked Batches

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

Batch:
Batch  Batch Name Date Init  Locked
0 OTHER FORMS 6/20112 rs O & =2 porF X [+
68  Assistive Technology 3/8/13 SAU O g E 54 PoF I
67  Child Outcome Summary 211113 SAU O g 5 54 PoF I
66 IEP 1/23/13  SAU O g & =2 porF XX
200 IEP, Goals Only 11/11/12 DES H <N ‘5 54 PoF I
73 Initial Evaluation 8/31/112 rs O g 5 54 poF X [+

Done  Form Descriptor Batch Date Init

O 125IEP Goals Adaptivelselfdfel 200 412113 rs 34 (3 [~]

O  4.5Eval Report 4 200 3/11/13 SAU = 3

Once all the forms within a batch are
done, the batch may be locked so that
completed forms are not accidentally
changed. If the batch is locked, the
Locked checkbox will be checked in
the Batch view.

Forms and batches may only be
locked, unlocked, or edited by Admin
users. Forms that are locked have a red
square behind the Done checkbox in
the Form view.

Note: Generally, if an IEP batch is locked, that batch’s progress report forms remain unlocked so that

progress may be charted over the course of the IEP period.
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Refreshing a Batch

For any data management system, two types of data records can be created. Those records can either
represent:

1) a snapshot in time - e.g., a student form;
2) its current state - e.g., student age, Case Manager, etc.

For processes that occur over a very short period of time (e.g., ~2 minutes to create/print a meeting
invitation) those two data records may contain the same information. However, for processes over a
longer period of time (e.g., ~30 days to complete an IEP), the “current state” data may change.

In E-Com, certain student data fields, if available when a form is created, are copied to the appropriate
form fields at that time. If that student information later changes (for example: disabling condition, age,
grade, etc.) the data on the form will be incorrect. You can use the refresh function to update this
information.

Note - Exercise care when using this functionality. Users can inadvertently change completed forms
that are not locked (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.

(Forma [cieal P Y opecial | weart | & | Click on the blue Refresh icon to refresh a batch.
Batch:
Batch  Batch Name Dste  Int  Locked
0  OTHER FORMS 62012 rs O 3= por X [7]
68  Assistive Technology 3/8/13 SAU [m] e 5 54 PoF )
67  Child Outcome Summary 2113 SAU [m] g E 4 POF )¢
66 P 12313 SAU [ @ 3 por XX
200 IEP, Goals Only 1142 DES [ oM O} por X
73 Initial Evaluation 8/31/12 rs [m] e E = poF X [+
Done  Form Descriptor Ba Date Init
O 125IEP Goals Adaptive/self-help l 4/2/13 s ™ B Z
O  45EvalReport 200 animasau 8
O 12Mutual Exch S 200 a3 mE

The following dialog boxes will come up, one

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

The first allows you to cancel or continue.

The second allows you to update the student
demographic data without refreshing the IEP or

Cancel | OK I
evaluation dates.
If you decide to refresh the date, check those

Would you like to refresh the IEP/Eval dates as well? listed in the “Refresh Dates” dialog carefully to
Clicking Ok will set the IEP date to 10/12/2009 and the eval date to make sure they match what you want to use in

4

9/3{2009.
the form.
No | Ok I
v/
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Print a Batch

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

. Batch:
Batch Batch Name Date Init Locked
0 OTHER FORMS 82012 s O @=rorX [
68  Assistive Technology 35813 SAU ] e B 54 PoF )
67  Child Outcome Summary 21113 SAU (m] e 5 54 poF )€
66 IEP 123113 SAU 0> & =2 porF XX
200 |EP, Goals Only 11/11/12 DES ® e B,{; PoF I
73 |Initial Evaluation 83112 rs (m] e 5 4 PoF X [+
Done Form Descriptor Batch Init
O 125IEP Goals Adaptivelself-help 200 13 s 8 E{
— — — P—
Email a Batch
Batch:
Batch Batch Name Date Init Locked
0  OTHER FORMS 82012 rs O & rorXX [
68  Assistive Technology 351813 SAU O g B 54 PoF I
67  Child Outcome Summary 2113 SAU O g 5 4 poF X
66 IEP 1/23/113 SAU O g 5 =4 poF X
200 IEP, Goals Only 1111712 DES [ ¥ &4 por XC
73 Initial Evaluation 8131112 rs |:| g 5 4 poF X [+
Done  Form Descriptor W\n
O 125IEP Goals Adaptive/self-help 200 = E E}

Create a Batch PDF

Delete a Batch

Batch:

Batch Batch Name Date Init Locked
[+] OTHER FORMS 6/20/112 rs g 5 =4 porF ) [~

68  Assistive Technology a3 SAU O e B 54 PoF I
87  Child Outcome Summary 211113 SAU 0O !“ 5 54 PoF Y
66 IEP 12313 SAU [ ¥ & por XX
200 IEP, Goals Only 11112 DES R o £ poF XX
73 |Initial Evaluation 8/31112 rs (] ﬁ 8= ror XX 5

Done  Form Descriptor Date

O 125IEP Goals Adaptive/self-help 200 JW 8-

Batch:
Batch Batch Name Date Init Locked
0  OTHER FORMS 82012 s O & mrorX [
68  Assistive Technology 351813 SAU O g B 54 PoF I
67  Child Outcome Summary 2113 SAU O g 5 4 poF X
66 IEP 1/23/113 SAU O g 5 =4 poF X
200 IEP, Goals Only 1111712 DES  [® ¥ &4 por XC
73 Initial Evaluation 8/31/12 rs (m] g Bq PoF X [+
Done Form Descriptor Batch Date Init
O 125IEP Goals Adaptive/self-help 200 4/2/13 rsﬂe E}
— — E——

Click the blue printer icon to Print all
forms in a batch.

Note: If the batch contains a form 90
with an external document attached,
you will need to open and print the
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.

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

Click the PDF icon to create a PDF
of all forms in the batch. This PDF
will be stored in your Documents
folder by default.

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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Additional Batch Functionality
IEP/Eval Batch Date Population

To clarify how IEP/Eval dates populate in IEP and Eval batches:

*  When adding or duplicating an IEP Batch — Last IEP and Next IEP dates will be blank, evaluation
dates will populate with what is on the student screen.

*  When adding or duplicating an Eval Batch — all dates will be blank.

* When adding a form to any batch — dates will be set to the dates already used on other forms in the
batch.

*  When refreshing a form or batch — a prompt will display asking if the user wants to update the IEP
and Eval Dates.

Editing Batch Date — Setting the IEP or Eval Dates for Forms in Batches

Forms | Notes | Placement | Special | Staff | Assessment |
Batch:
Batch  Batch Name Date it Locked
0 OTHER FORMS 6/20/112 rs (m] e_E 4 poF X [+]
68  Assistive Technology 3/8/13 SAU (] e 5 =4 PoF X
87  Chikd Outcome Summary 2113 SAU (m] e 5 4 PoF X
66 IEP 12313 SAU [ oM O35 poF XK
200 _ IEP, Goals Only 11/11412 DES R oM O3 por XK
73 tial Evaluation l 8/31/12 rs O e 5 4 poF )€
Done Descriptor Batch  Date Init
O 1251EPG Adaptivelself-help 200  4/2/13 rs 3}
[0 45EvalReport * 200 3/11/13 SAU 3
O 1.2 Mutual Exch 200 3813 rs 3
O 20 SpecEd Ref Notif 200  3/813 SAU 3 )

Moving Forms from One Batch to Another

Message

Forms | Notes | P | special | staff | Assessment |
Batch:
Batch  Batch Name Date It Locked
0  OTHER FORMS 22111 sas O Bmeor X [a]
73 Initial Evaluation 8113112 T2 O g B = pDFx
8 |EP w/Transition 6/27112 T2 (m] e B =4 poF XK
Done  Form me Batch Date Init -
O 2.2 Assessment Plan 73 8/13/112 T2 ™= 5 Z
0  4.5Eval Report 73 &322 T2 =8
O  28.1Individual Eval D 73 ea2 T2 M8
M 281 Individual Eval D 73 aMa2 T2 s

Would you like to transfer this form to another batch?

Cancel | | OK I

4

You can use this feature to set or reset
the date for all forms in the batch.

1) Select the batch number for the
batch you want to change. The
batch selected will be highlighted.

2) Click on the batch date field to
update the IEP or Eval date for
forms in the batch. This only works
for IEP or Eval batches, and will
only update IEP or Eval date fields
on forms.

Click on the batch number in the
Forms listing to move a form from
one batch to another.

After clicking the number, users will
see the series of dialogs shown below.

First you will need to confirm that you
intend to move a form.
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Then you will be asked for the batch

Please enter the Batch Number you wish to transfer to: number you wish to transfer to. This
batch number can be found in the first
column of the batch view.

Batch Number

=

7.

Finally, users need to provide the
Please enter the Batch Date you wish to transfer to: batch date. There are times when

students may have more than one copy
of the same batch type (IEP, Eval,

B Do etc.). The date is needed to ensure that
[5/15/09] the form ends up in the intended
batch.
[ |
Forms | Notes | PI [‘special | statt | A | The form will then be shown at the top
Batch: of the forms listing for the destination
Batch Batch Name Date Init  Locked batch.
0 OTHER FORMS 212111 sas O £ 5 porF X [+
73 Initial Evaluation 81312 T2 [m] e Bq PoF ) *Note _ You can Onl move one fOI‘m
€&  IEP wiTransition 82712 T2 O @ 8 ror XX ) y
at a time.
Done Descriptor Batch Date Init -
O 6.2 Prior Written Notice 8 a2 T2 3[4
a 74 Meeting Invite Transition ] 813112 T2 = B
a 6.2 Prior Written Notice ] 8/13/12 T2 = E

Duplicating a Batch

Users can save time by duplicating an entire batch. You can duplicate a batch to the same or to a different
student. For example, you may duplicate the student’s previous IEP batch as a template for this year.

FMDRMI: 5 Navigate to a form within the batch you want to duplicate.
TG INvITE Click on the Duplicate button from the Form Navigation
Go To...
bar.
Actions... _ 4 A dialog will appear; select Batch to duplicate the entire
(Linsert Text )_Duplioft® J(_Delete ) Refresh ) batch to which the form belongs. This will open the Batch
Prirt. Other . .
Duplication Setup Screen shown below.
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iBatch Duplication Setup Screen

| Duplicating From:
: Current Student Marty Duncan

1
| Current Batch [5/10/2012 14.4 IEP Sum Matrix2

[»

66 |5/10/2012 13.2 Progress w/Obj
I 5/10/2012 127 IEP Goals/Obj
5/10/2012 1.3 IEP Cover wiAreas
51012012 127 IEP Goals/Obj
5/10/2012 127 IEP Goals/Obj

| 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  Bithdate

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

This screen displays a list of
the forms in the batch you are
duplicating*. Select either the
“Same Student” button or the
“Select Student” button,
depending on whether you
want to duplicate the batch to
this student or to a different
one.

* Prior to showing the duplication
screen, a warning will appear for any
inactive forms contained within the
batch being duplicated, informing the
user that inactive forms will not be
duplicated.

The “Select Student” button
will bring up a search screen to
find the correct record.

| 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 sel d ab The dup batch will be
added to this student's Form List on the Student Screen.

You must enter at least 3

characters of the student’s
name in the top line, next to 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.

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

Click on the name of the student you want.

Jlick 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 ]

1) Once selected, verify that you have selected the correct student by checking the Verification data to
the right.

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

You will be brought to the Student Screen of the student where the new batch was just duplicated.

Using a Form

From within the Forms Listing section, you can easily add, email, print, or access individual forms.
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Adding a Form

[ Form [otes [ | spociat | starr| 1
Batch:
Batch Batch Name Date Init Locked
0  OTHER FORMS 2211 sas [ g £ por XC [
73 _ Initial Evaluation sMan2 T2 O 83 ror XX
8 P wiTransition 82712 12 O B ror X
Done  Form Descriptor Batch  Date Init -
O  4.5Eval Report 73 a2 T2 3 &[4
O 281 Individual Eval D 73 812 T2 M
[0 281 Individual Eval D 73 an¥12 T2 M)
Form:
Done W Form Descriptor Batch Date Init
B — 2 amoo kw4 Q-
1.1 Mutual Exch = R =]
2.1 Eval Plan 7 "4 20400 g M
4.2 Eval Supplmnt - SD " a4 2i2am3 g P
4.5 Eval Report g a4  2/2400 gl 745’
6.1 Prior Wiitten Notice 4 2i24m9 gl M =1
7 Consnt Intisl 4 22408 g MO
8 Consnt Reeval a 22409 g MO
9.1 Due Process 4 z2am9 g P
3 1.2 1EP Cover Neww v [ a  2i2am3 g =P

[Form:[ Add | ]

RN EEEET=
B

From the Batch listing, click the batch number of
the batch to which you want the form added.

If you don’t want the form to be included with any
particular batch, click on the “Other Forms” batch.

Click on the Add button below the Forms listings.
This generates a pop-up menu within the Forms
listing area.

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).

Emailing a Form

O 821 Accomedations E =]

Printing a Form

[0 821 Accomodations

|5

244009 Ky 5 4

Accessing an Individual Form

Done ¥ Form
O 12.4 Goals
O 28 Individusl Eval

Descriptor

Reeval 2

Batch Date Init

81608 JN M5 }31

2 81708 kw S P

Reeval

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 Bar.

Click on the form number, form name, or black
triangle to access the desired form.
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&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

[VaLLEY SchooL DisTricT SeeciaL Ebucation
555 West Valley Rd, Yakima, Wa, 98902 Phone: (509) 456-8596 Fax: (509) 658-9856

Individual Report:

Stadert rame  Test Student2

Studert ¥ 12345TS2  DOE _ 38120

Serving school ;Alder EL

Ob ions during testing:

Staff Label for Title:

Form Navigation Bar

Upon viewing the form, click the Tab key to
navigate between fields on a form.

Notice how the majority of the fields at the top of
each form are already completed. Data available

from the Student Entry Screen will be populated
directly to the form when the form is added.

There is a Form Navigation Bar on each form. It contains creation/modification date information as well
as action buttons. On multi-page forms, there is a rolling header with most of the same action buttons.
Staff can use the forms portal (pink and white striped area) to easily navigate between the student’s forms.

Form: 5
M1 INvITE
Go To... 1.
Actions... 2, 3. 4, 5.
[InsertTex‘t ][ Duplicate ][ Delete ][ Refresh ]
Print... 6. Cther...
8. 9.
7.( Create PDF | Email PDF | [ save J10.
Click fonm in batch to view: view Al T A.
DoneForm Descrptor Date™ Init

-

4]

* Review all dates to make sure they are comect!

e Created: Modified:

Inits: T5 By: T4 By: Teststaffs
B..[izompleted On: 4/29/10 One 4129410
C-E!;]__Handl.l,lrmen Form Data Link: 2171
D.OLocked

The checkboxes are defined as follows:

A.
B.

C.

D.

that you are finished with this form.

View All - Check to access forms from any batch.
Completed - Check when the form is finished. This lets other members of the IEP or Eval team know

The buttons are defined as follows:

1)

4)
5)

6)
7)

8)
9)

Student - Navigates to the Student Screen for
the student last viewed. This may not be the
same student whose form you are viewing
and/or selecting the button from.

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. See “Duplicating a
Form” or “Duplicating a Batch.”

Delete - Deletes the form being viewed.
Refresh - Updates the form with the current
student data. See also “Refreshing a Batch.”
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 on any existing field by adding a text
section to the bottom of the form.

10) Save - When spending a considerable time on a

form, users can force a save. 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.

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.

Locked - Once locked, a form cannot be edited by anyone except admins.
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Additional Form Functionality
Viewing Forms Side By Side

Goto| Tools Help You may view two forms side by side.
M - Eval Report - Wheeler |
M - Individual Eval - Ducken 1. Open the first of the two forms that you would like
M - Eval Plan - Kate_Wheeler to see side by side. Close it.
M - Individual Eval - Kate_Wheeler 2. Open the second of your two forms.
M - Mutual Exch - Kate_Wheeler 3. From the ‘Go To’ menu, select the form you
M - IEP Summary Matrix - Elliott opened in Step 1.
M - IEP Summary Matrix - Gowers
M - IEP Summary Matrix - Lawrence Your two forms will now be displayed side by side.
R Cover Nty 2= Wliceey Clicking on the Student button or leaving either form
B will close both forms. The ‘Go To’ menu maintains a

list of the last ten forms you’ve accessed. You can view
any two forms in the list side by side.

Find & Replace Text in a Form

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.

Another common example would be when a psychologist (or SLP, OT, PT, etc.) has an
Individual Evaluation they have set up for a particular testing situation. If they duplicate that Eval
to a new student, the Find & Replace function allows the specialist to quickly update the new
form with the student's name.

FdeRep!ace—@@] To use Find & R.eplace, open the
form that you'd like to work with
Findwhat: | Bob and choose 'Find/Replace' from
Replace with: [Robert Replace &Find the Edit menu. This will display
Diection:  [Forvard v Replace the dialog below. Simply enter
L3 {5‘-’"’;""‘::: i"i;ﬂ:’i“"’ Replace Al your 'Find' and 'Replace' text and
Y X click the appropriate button on
I Match whole words only " Current record " Current field Close .
the right. It’s as easy as that!

Duplicating 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 in this year’s IEP.

Form: 5 From within an individual form, click on the
MrtG InvITE . ..
Duplicate button on the Form Navigation bar.
Go To...
A dialog will appear; select Form to duplicate the
el 4 form you are currently viewing. This will open the
[ Insert Text ][ Duplicate [ Delete ][ Refresh ] . .
B P Form Duplication Screen shown below.
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Form Duplication Setup Screen

Duplicating From:
Current Student Robert Ryan

Current Form Individualized Education Program

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

or click here to select a different student: Verification

Name Grade Birthdate

[ Select Student ]

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

Student Batch | |

button below.

simply continue on by clicking the Duplicate...

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 ]
Results
Glck on row to meks seéecton Enter find criteris, then hit enter
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 displayed.
or click here to select a different student: o Vormc(:tlzn Bithd
ame rade irthdate
[ Select Student ] Margaret Turpin 1 12/21/90

2. Select the the batch this form will be duplicated to:

Initial Evaluaton 502012
OTHER FORMS 222011

Student Batch
on below.

If there is no batch available to select, then
>ly continue on by clicking the Duplicate...

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

(  Duplicate Form for this Student ] [ Cancel |

This screen displays
the form being
duplicated. Select
either “Same
Student” or “Select
Student” to duplicate
the form.

Note: A warning will
appear if a user attempts
to duplicate an inactive
form. Inactive forms will
not be duplicated.

If you choose the
“Select Student”
button, you will get a
pop-up where you
can enter a student
name, in full or in
part, to find the
correct record.

You must enter at least 3
characters in the top line, next to
the small blue magnifying glass.
Select the student you want from
the list of results by clicking on the
student name. The student name,
student number, and SSID will be

1) Ensure that you have selected the correct student, by checking the Verification data to the

right.

2) If the student you’re duplicating to has multiple batches, you can select which batch you

would like this form to go to from the popup menu.

3) To proceed, click Duplicate Form for this Student. You will be brought to the Student

Screen of the student where 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:

common words.

If several languages coalesce, the grammar of the resulting language is more simple and ru.ular than that of the
individual Ian!,uaen.s The new common language will be more simple and regular than the
languages. It will be as simple as Occidental; in fact, it will be Occidental. To an English person, it will seem like
Jsimplified English, as a skeptical Cambridge friend of mine told me what Occidental is.

w

uopcan languages are members of the same family. Their s
the same v u[ar\ ﬂ la:‘m.akb only diff

common words.

Observaﬂonl

hc samc \ocabu[an The 1.1" guages onh dxﬁ"r in their grammar, thll' prm.nuauer and their most
ryone realizes why a new common language would by rable: one could refuse to pay

ummnry of Ruu]tn md R dati

In the image to the left, 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.

When the cursor is no
longer inside the text box,
you can see how the page
will appear when printed.
Only the first three lines of
the 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.

Goilo= Simply click on the “Enter More” button in the Form
Navigation Bar and you will be brough icall
P gation Bar and you will be brought automatically to
((insert Text J|_Dupicate || belet=__J_Reiesn |  the large “Additional Information” field at the bottom of
Print... pther... the form. Here you may continue adding text; you may
also cut and paste text from the field that has been
[ Create PDF || Email POF | Save

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.
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Using Form Help
[ Assistance and tips for completing a form may be

el Loy accessed from the form itself. The help available is
I e = Ll based on information entered by your E-Com
O... o« .
Se Keyboard Shortcuts administrators.

E-Com Form Help

From the Help Menu, select E-Com Form Help.

E-Com Admin Manual
E-Com User's Manual Print Fo

Release Notes

About FileMaker Pro... foon i
— TEP'(9/12/20(

™ IEP Goals and Obj. (.. [ = |[& |[=5) The form help window will pop up on the right hand
- side of the screen, displaying help text.

POINTS TO CONSIDER:

- Measurable annual goals and short-
term objectives/ benchmarks stem from
the recommendations for specially
designed instruction in the evaluation
report, the present levels of
performance, or subsequent reviews of

To close the Help Window and continue editing the
form, click the button Close Help Window at the top
( Close Help Window | * of the Help Window screen.

MY/ IEP Goals and Obj. (.. [= |[E ][ 53]

DAIMTE TN SN cINcCD.

Formatting Text on Forms

Enter text by simply typing in the fields on the form.

Y FileMaker Pro - [M - Mtg Invite - Student1] You can then format the text in a
File Edit Yiew Insert | Format[\Records Form Options Goto Help

variety of ways -- change font size or
VaLLey ScHooL DisTriCT Font » SreciaL Eoucation i o ~ .
1555 West Valley Rd, Yakima, \ hone: (509) 456-8596 Fax: (509) 658-9856 sty]e, alter the Justlflcatlon (left, rlght,
center), and use tabs* to help line up
1235751 DOB columns of numbers.

Size
M Gt
Align Text

nd Invitation

Line Spacing

vy v v ovwvw

Text Color.

Users can either access the Format
menu or right-click on any text field to
---------------------- =~ change these preferences.

Text...

* 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.
Displaying the Formatting Toolbar

In addition to the methods described above, for ease of changing fonts and styles, the formatting
toolbar can be displayed.

Copyright © 2000-2016, Portage Bay Solutions, Inc. Page 33
http://www.portagebay.com Printed: 11/10/16



Iy File Edit BUENN Insert Format Records Form Options Tools Help
* Browse Mode Ctrl+B =
; Previ +
Times New E Preview Mode Chrl+U BIU
v Standard

- v
[Actions: Ins Status Bar

VALLEY ScH Status Area Ctrl+al+5

555 West Vall = |

PURROSE: The Text Ruler

and provides e

sufficient in scop Zoom In F3

perbmance M zoom Qut Shift+F3

disability, the Supplemerdary Repart for SLD should be completed and attached.

Times New Roman

viio v| & A B I

To display the toolbar, simply select
‘Text Formatting’ from the
‘Toolbars’ submenu in the ‘View’
menu as shown on the left.

£

Ml
10 bl

The toolbar will be displayed as
shown below.

nip beliewes the staderd may hawe a 5

=]
I
]
]
]

Using 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.

* 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).

a FileMaker Pro - [M - Individual Eval - Student1]
™y File Edit | view Insert Format Records Form Options Goto Help

555 West Valle

Actions: E [o Browse Mode
IVALLEY ScH Preview Mode

Ctrl+8
Cerl+U

b To: (Teal)C

SreciaL Epuca

Status Toolbar

Ctri+Al+5

one: (509) 456-8596 Fax: (50¢

eport:

stonese ML G ... .. >

Serving school ' Zoom In

'i Do you wish to save this change with the layout?
.

Observations Zoom Out Shift+F3
FileMaker Pro x|

Once on the forms screen, select ‘Text Ruler’
from the ‘View’ menu.

This will display the dialog seen on the left.
If you want the ruler to be available each
time you access the form, click ‘Yes,’
otherwise click ‘No’.
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URLELE LI L LIS LN LN BN L B L LN L L B NN L L L L U L

Amions:ﬁnsert Text ][ Enter More ][ Print Form ] Go To: [ Studeni Bixels
* Inche

SFI
Centir

VaLgy ScHooL DisTricT
555 YVest Valley Rd, Yakima, W, 38902 Phone: (503) 456-8:
0SE: The evahutionreport doaumerts whether the stadert is eligible or contirnes to be eligible for

and provides dommation to the IEP team to assist them i the developmerd ofthe IEP. The evmm.\mpwc(
sufficient in scope to determire: (1)whether a sadert has a di ity, (2 )whether the di

performance inthe general education amricabm, and (3 jthe nabare and extert of the sbaderd ™ smedﬁm’spec:
nstruction and avgy necessary related services. Kthe evahation group believes the staderd may hare a spec
disability, the Supplemerdary Report for SLD should be completed and attached.

Evaluation Report
12345TS1

Stadert name  Test Studentl Staders # DOB

Serving school | {IEP Mg
Home school | : Prepared by
Eligibility Cmgmy

und Information

(veason for referval ov presenting concenns, such as velevant

Bac!

1 kistory, sensory ioss,
in genevel education, nstractional)
Yetention, any previous imterventions implemented and theiy vesults, and other factors, including parent ¢
additional information provided dy the parent(s)):

kistory, curven

(Cohmuml Cohmrd
San Francisco, CA 90
Seattle, WA 80
Iv.Vtshingmn, DCaz

I|l|I|lhl*l|I|l|2I|l|I]I|3I|l|I|II4I]I|I|l|5I|I|I
Actions: Insert Text ter More ][ Print Form] Go To: [ Student ]@
VALLEY ScHooL DISTRICT™ 2 SeeciaL Eou
555 West Valley Rd, Yakima, W& 98302 Phone: (509) 456-8596 Fax: (
FUREOSE: The evahuation report documerts whither the sbadent is eligible or cordirnies to be eligible for
and provides irformation to the IEP team to assist them inthe developmert ofthe IEP. The evammmpmct
sufficierd i scope to determine: (1) whether a shaderd has a di ity, (2 )whether the disabi
performance the general education aoricabmm, and (3 )the nabare and exderd of the shaderd ™ smedﬂm'spm

struction and ary necessary related services. Fthe evahiation group believes the shadert may hawe a spec
disability, the Supplemertary Report for SLD should be completed and attached.

Evaluation Report
Stadert # _ 12345 TS1

Studert name  Test Studentl DOB

Serving school |
Home school |

1R 507y, smsaryloss

in geneval

kjl]||||1]1||||‘1|||2||1||||]3||||1]||4||1||||]5||||

([student J(Top)(

Actions: [ Insert Text ][ Enter More ][ Print Form ] Go To:

VaLLey ScHooL DistricT SreciaL Ec
555 West Valley Rd, Yakima, WA 98902 Phone: (509) 456-8596 Fax:

FUREROSE: The evaha b
e 1abs

sufficiert in scope to de
Type
t O Left Clear I
4 % Center = I
2+ " Right —
+ " alignon: l_ [ew

HNeeded: Surogate -
Background Inforr woy | [ o ] <
(reason for vefervalovy

recommendations, academiciyreacademic Kistory, curvent placement In gener. ucoRion, Mstruchona

retention, any previous interventions implemented and their vesuits, and other factors, including poremt
additional information provided dy the parent(s)):

The text ruler should now be displayed as
shown.

Note: The text ruler can be set to display in
pixels, inches or centimeters. Your
numbering will show as displayed if your
ruler is using the “inches” setting. To
change this, right click on the ruler and select
your desired measurement.

If your cursor is in a text field, you will be
able to edit tabs for the text ruler.

To do so:

1) Select the text for which you would like to
modify the tab stops.

2) Click on the text ruler where you want the
tab stop to be. To fine tune placement of
the tab, drag the tab stop to the desired
location.

Double clicking on the tab stop displays the
‘Tabs’ dialog (left). You may change other
tab formatting here. Be sure to highlight the
desired text before double clicking.

Tab type suggestions: Center for column
headings, left for text in columns, and right
for numbers with no decimal points. The
‘Align On’ option allows a column of
numbers with decimals to line up on the
decimal point.

Fill Character option: You can fill the tab
spacing with a character. For example, in the
image left, the tab for column 2 has been
changed to center justified and the tab space
has been filled with periods.
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Using the 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 on the Form Navigation Bar 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 | Email PDF |

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

Navigation Bar.

Al ot e e This screen will be displayed,
e e T el 0 .
ks allowing you to enter your search
Test Goal Other o e Crlterla *

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

Choose Text to Insert (S e ) A list of mgtchlqg text
i e e library entries will be
Paste the copied text into the desired box on your original form. .
oo Catogoryt_Casgory2 _ Cotogory3___ Suboct Aro/EALR___ TestArerTest Name displayed.
Test cLe Eval Eval Academic
‘SII‘AT-IH . i 3 The st..,aemt uses WIAT-III

Basic Reading
Reading Comprehension and Fluency

Click the Copy button next
to the desired text entry. The

Test Reading
[TE5EE] res word by word o ine by line when incorporating new skils o reacing new materiais

strategies to read

1 The student understands
and uses different skills and

text will be copied to the
clipboard and you will be

Tost

Date:  x00000000¢

Test of Nonverbal
Examiner: 0000000

Test SS  %ie Range
Verbal Accuity o ox oo
000000 oo oo o

returned to your original
form.

Cognitive
Comprehensive Test of Nonverbal
Intelligence (CTONI)

Put your cursor in the field

where you want the text inserted and choose ‘Paste’ from the edit menu or use the keyboard

shortcut Ctrl-V.

Your selected text will be pasted into the field.

Copyright © 2000-2016, Portage Bay Solutions, Inc.
http://www.portagebay.com

Page 36
Printed: 11/10/16



Features for 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 any given
student. Users can set this label to easily identify which type of staff member has completed the
given form. Selecting a label changes the descriptor field (on the Forms Listing view) in addition
to modifying the title within the form to the selected staff title.

Individual Report: SLP This field does not print, but
Student name  Alisha Jones Student# 1508946 DOB /51999 Date allows the user to select the title

Serving school {Fairmount Elementary FIEP Mgr. iTeresa Frye i Grad for the form In thls case SLP
. b
Observations during testing: Staft Label for Title: [SLP .
: Sehool Pay cholozt was chosen. Other options may
_— include OT/PT, Nurse, etc.

Special Ed Teacher
OT/PT

Counselor

Other

Summary of Results and Recommendations:

‘Standards’ button

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

forms.
i To insert Common Core standards, EALRs
(ermstoror ) eral 2 (Essential Academic Learning Requirements) or
ek form b 0 view: GLEs (Grade Level Expectations) into your

DoneForm |

form, click the Standards button.

N\

s)

educational performance in the general classroom seNgg
I Analysis for Select Test
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Grade
Filter

Literacy.
CCRAR.1

CCSS.ELA-
Literacy.
CCRAR2

CCSS.ELA-

Grade Level / Performance Expectations
First select & Subject Area and Grade

i.i Subject Area E Common Core ELA
GLE Rd, Wr, comm & 1 Reading

sommon Core

» 06 O7 OB 09 010 O11 O12 :
Category |

4 Writing
5 Communication
6 Social Studies

| (‘;opy Standards|

Res Z Mathematics ixt says explictly and to make logical inferences from it; cite specific |a]

text 10 Science Jking to support conclusions drawn from the text.
11 m
Det)

<up 12 Common Core Math

a text and analyze their development; summarize the key

CCSSELA-
Literacy.
CCRARS

‘Analyze how and why individuals, events, or iceas develop and interact over the course of & text.

CCSS.ELA-
Literacy.
CCRARA

Interpret words and phrases as they are used in a text, including Getermining technical, connolative, and
figurative meanings, and analyze how specific word choices shape meaning or tone.

CCSSELA-
Literacy.
CCRARS

Analyze the structure of texts, including how speciic sentences, paragraphs, and larger portions of the
text (e.g., a section, chapter, scene, or stanza) relate to each other and the whole

CCSSELA-
Literacy.
CCRARS

Assess how point of view o purpose shapes the content and style of a text

CCSS.ELA-
Literacy.
CCRART

Integrate and evaluate content presented in diverse media and formats, inciuding visually and
quantitatively, as well as in words. 1

CCSSELA-
Literacy.
CCRARS

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

CCSS.ELA-
Literacy.
CCRARS

Analyze how two or more texts address similar themes or lopics in order to build knowledge or 1o
compare the approaches the authors take.

CCSSELA-
Literacy.
CCRAR.10

Read and comprehend complex terary and texts i and

CCSSELA-
Literacy.
CCRAW.1

Write arguments to support claims in an analyss of substantive topics or texts Using valid reasoning and
relevant and sufficient evidence.

CCSS.ELA-

Write informative/explanatory texts to examine and convey complex ideas and information clearly and
accurately through the effective selection, organization, and analysis of content.

CCSSELA-
Literacy.
CCRAW.3

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

CCSS.ELA-
Literacy.
CCRAW.4

Produce clear and coherent writing in which the pr
task, purpose, and audience.

and style are appropriate to

CCSS.ELA-
Literacy.
CCRAW.S

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

Guidance for IEP

The Guidance for IEP feature allows the person completing the Individual Evaluation form
(#28 x) to create notes that are only visible to the users completing an I[EP Measurable Annual

The screen shown will be displayed.
1) Select Subject Area from the drop down list.
2) Select 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.

Goal form.

Form: 28

InoiviouaL EvaL Guidance for IEP
Go To... identify and discuss reading strategies

inchiding working out unknovwm words, self-
Actions... comecting, and re-reading when necessary
end
Insert Text || Duplicate Delete Refresh fto e

Prirt... Other...

((create PDF J(_Email PDF | ([ save |

Click fonn in batch to view: View All O
Initial Eval (9/1172009)
DonsForm Deseriptor Date® Int

O 19 Rast Medical 9109 12 3[=]

O 28 Individual 911108 T2 3

O 28 Individual 21108 T2 &)

O 20 SpecEd Ref 911108 T2 &)

O 45 Eval Report 911108 T2 3

O 1.1 Mutual Exch 211108 T2 3

O 2.1 Eval Plan 911108 T2 &)

O 5 Mig Invite 9/108 12 3

O 6.1 Prior Written 91109 12 &)

O 7 Consntlnitial 91108 T2 )
* Review all dates to make sure they are comect!

Created: Modified:
By: T2 By: testStaff2

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

Text entered here will be visible to
team members working on the IEP, but

will not orint on anv forms.

Individual Eval Form

The right hand side of this form is where
the text box for the Guidance for IEP is
located. Simply type or copy & paste notes
directly into the box.

These notes will not print when the form is
printed. They are only visible to staff
completing a goal form for this student.
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Guidance from Evals

Eval Batch ID: {

Date: 8/16/2007
Crzatzd By: Katz Whasler
Eval Typa:

[This Student... =

IEP Measurable Annual Goal Form

Notes entered into form 28.x as above will
appear on the right-hand side of 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.
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Insert Test button

On the right side of the Individual Eval (28.x) form, under the Forms Navigation bar, you will
find a series of Insert Test buttons. From here you can insert pre-formatted test results grids from
the Text Library. This will simplify entry of the test results for the specific student. Your admin
staff may add new tests as the become available.

Select Test 1 Select the testing area followed by the
: test name from the pop up lists provided
Test Hame ’ then click the Insert Test button.

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

ordanEos sample b

o

selectTest 1 The pre-formatted text block will

Té . .
be inserted into the form.

A . i
oy o o o o The text can be edited as desired,
[Reasoming & Academic Skills -3 00 300 0% . . . .
o e o o = == (nset Test ] 1nc1ud1ng.chang1ng font sizes or
fies Bl e . e = === other styling. See Formatting Text

Performance

on 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.

Evaluation Report - Form #4.5, 4.51

Insert Individual Summaries

The Individual Summaries allows users to insert all individual summaries into the Team
Summary form.

3 of : . rols 7 . Inser ivi
Summary of Evaluation Results & Current Levels of Performance: ) sert Individual | 4
(record findings from the review of existing data and any additional assessments conducted, including the date and source (specific Summaries

tool, instrument, or de llection method used) of these data. Individual group members may choose to use the Individual Evaluation

Report form or members may wish to incorporate individual assessment results into this report) Summary of Evaluation

Results: (Results bearing on
cligibility arc summarized here.
Additional details and
assessment may be summarized
in individual assessment
summaries attached as a part of
this tecam report).

From the Evaluation Report form, click on the Insert Individual Summaries button.

This will paste all Individual Summaries from associated 28.1 forms, with the title of the
person who created them at the top.
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Insert Adverse Impacts from Individual Evaluations
This button allows users to insert all adverse impact summaries into the Team Summary form.

Eligibility Determination

Student name Student # DOB
. - ) ) If yes, the disability category is:
Does the student have a disability? Yes No N N o
Adverse Educational Impact:
(an analysis of the educanonal relevance of the evaluation r
descriptic
general educ

rse educational impact, including isabulity affects

erricwlum (or for preschool children, in appropriate activities)): Insert Adv

Impacts from
Indiv Evals

From the Evaluation Report form, click on the Insert Adv Impacts from Indiv Evals button.

This will paste the adverse impacts from all associated individual evaluations for this student.

Area of Service Compliance

The Area of Service Compliance functionality on this form allows users to dynamically set the
Areas of Services in multiple screens throughout E-Com.

Completing this section of the form electronically allows users to monitor the current Areas of
Service assigned to the student and complete Goals and Objectives forms with the appropriate
areas of service.

Recommended Special Education and Related Services:

On page 4 of the Evaluation

Stadert name  Test Student2 Stadert # _ 12345TS2  DOE _ 3/6/2003 Report you will find the
Recommended Specially Designed Instruction ¢recommendations to the IFP teaw 10 assist in the Recommended Special
development qf the IBFP's present levels of paformarve and avwal goals. Speafy the areas in winch the studert .
requaves specially designed dnstruction (i.e. math gross motor, social skills, etc.)): Educatlon and Related

frea e 7 Services section. Click Add
Adaptivelself-help Skills A Area to add eaCh Area Of
Behavior Management, Service defined.
Communication
Community Access Skills .
Daily Living Skills Areas of Service added here
Fine Motor _ will automatically be
Functional Academics
Gross and Fine Motor populated to the Placement
Gross Motor
Leisure Recreation @ and the StLdent
Math = Information section of the

Student Screen if the form

Necessar_y Related Sexvices (specfy the related sevices needed in ovder fov the student to dengfit from special 4 5 they are added to is the
edweation (1.e. speech thevayy, prysical thevapy, i) Bology sevvices, MBQPreting sevvices, €1¢.)):; .
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: 1f 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.
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IEP Measurable Annual Goal - Form #12.4; 12.7

Area of Service Compliance

Actions: [ Insert Text ] ((Enter More ] (FrintForm | GoTo: (__Stugent J(Tos)(2] The Area drop down box

{VALLEY ScHooL DISTRICT # 999 SPECIAL EDUCATION 11 h f
$1234 Main Street, Anytown WA 98000 Phone: (503) 565-8958 Fax: (509) 565-6565 ALlIOWS USErs t0 choose one o
Individualized Education Program (IEP) the appropriate areas of service
Measurable Annual Goals and Objectives/Benchmarks assigned to the student (there
Student Bobby Woods Student = 009903 Grads || i . will be one goal form for each
Prepared by: iAnns Adle source Tascher rea |y Adaptive/'self-help Skills : .
Behavier Managessent Area of Service defined).

Community Access Skills
Daily Living Skills

Fine Motor

Functional Academics
Grozs and Fine Motor
Grozs Motor

Compliance Alert If you select an area that was

not identified during the
evaluation process (i.e., the
area was not added either via
the Evaluation Form or

Please note, the area of service you have selected is not one of
the areas of service currently defined for the student.

p directly through the Placement
- tab), the error shown at right
will be displayed.
O 134 Progress ” 2ram8 g M P An alert will also appear on
O 14.1 IEP Sum Matrix2 2/24m0 gl MY P the Forms tab (under the

212409 g1 =P
2/24/08 gl =P

[0 34.3 Assessment

Forms Listing section) if the
[0 824 Accomodations

Areas of Service on the IEP
goal forms and/or the
(Form: CAda ) Cimped) ) Placement tab do not match
The areas of service defined for this student are not aligned with the the areas Of service Called for
currert IEP's goals and objectives. by the evaluation.

1B 1 (18 (1|

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

N —p—— page seeneapage . To insert specific goal text from the
Text Library, click the Set Goal
button on the goals and objectives
form.

Present Level of Performance Related to This Goal:

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

A 1 Goal: Set Goal (

For other districts, you will be able to enter goals using this method, or by freely typing them
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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.

0.0 Select Goal Text — ¢ Select the Subject Area
from the drop-down list.
(This should be a list of

Measurable Annual Goal

e I* all the Areas of Service in
By the following date: ‘ your dlStrlCt)

cootions: | * Enter a date into the “By
Nicole Decaires the following date:” field

if it does not auto-fill.

wn [

his/ |

her

From: |

Baseline data needs to be explicitly stated in the present levels

To: |

With the following consistency:

As measured by:

*  “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, another
choice may be typed in.

GLE or PE Reference: select

e Enter the appropriate text
into the “From:” and the
Other “To:” fields that follow.
‘ * The next field, “With the
following consistency,” is

* Required [ Set l [ Cancal ] optional.
* The “As measured by”

field has another drop-down list, or users may type in their own entry.

e If 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.

In districts with the “Strict Goal Text” option set to “On,” 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.
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Summary of Services Matrix - Form #14.1x

Add Areas of Service Button

When this button is clicked, any areas of services already assigned to the student will appear,
along with their 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.)

- ) viec - e ion Amended
Special Education Projected Projected per - Duration
& v s Initiation  End Week/  (session
Related Services: Datc of Date of Month/ length in
Description Add | Add Areas of Service |  Services  Services Days Quarter Minutes) Location
Communication 1730010 1/29/11 | |
Service Provider: Minutes'Week: Delete |

Form 14.12 includes a “Related Service” checkbox field next to the “Minutes/Week” area that
may be used to designate a related service.

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 in dd/mm/yy
format.

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.

0-2 LRE Setting

3-5 LRE Setting
A Regular Early Childhood (REC) program means & 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
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).

Copyright © 2000-2016, Portage Bay Solutions, Inc. Page 44
http://www.portagebay.com Printed: 11/10/16



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 dates progress. There is a field where
you may enter the grade level for each section.

Other Documents - Form #90

If you want to add additional, outside documents 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 (!, @, #,$, %,*, &, *,(,),-,+, {, }, 5,35, 5,
etc.).

Add a form 90 to the batch where you want the document. Once added, open it, select the green
“Insert Document” button, and 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.

Old documents once displayed on the “Other Docs” tab may be found forms 90 in the OTHER
FORMS batch.

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.
* Prior Written Notice (6.1, 6.2)
* Notice of Decision to Evaluate (7.1)
* Notice of Intent to Re-evaluate (8)
e JEP Cover (11.2,11.22)
* Measurable Annual Goal (124, 12.5)
* Measurable Annual Goal & Objectives (12.6, 12.7)
* Progress Report (13.2,13.3,13.4)
* Summary of Services Matrix (14.1) — Coming soon
e ESY Addendum (33.5)
* Assessment of Student Achievement (34.2, 34.32)
¢ JEP for Transition (36.2)
¢ Re-evaluation Waiver (56.1)
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* 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)

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

the other.
Form: 8
Consnt REEVAL
Go To... View in Language...
[ student | v]( o]
Actions... Spanish
Cinseted ) o4 T
Print... Other...
( Create PDF |( Email FOF | Save

DisTrRiITo EscoLar DE GRanD CouLee Dam #301
110 Stevens Ave, Coulee Dam WA 99116

S
Teléfono: (509) 633-i

Aviso de Intento para Reevaluar - Consentimiento para L

Nombrz del estudizntNichole Hinton Nim del estudiant:_010!

Eztimado padre/tutor.
Ests avizo 2: pars notificarle a usted de la recomendacion

parz los sarvicios d2 1z Educacion Espacial como parts
Los nifios que \.115\__1" parz 1z aducacion sspacizl como da desamollo ratrasado deban sar r2a
Para conducir un los r2quisitos da lay.

Parz conducir u s2 si los sarvicios d2 CBTC son no
Parz

Las lzves Estatales v Faderales ;:mr.(i:.u qus ustad tizns derachos 2spacificos en ralacion al pr
12cibid unz copiz d2 1z Notificacion d2 Garantizs. Si ustad nacesita otro copiz o 12 gustania raci

Form: 7
ConNsNT INITIAL /
Go To...

English Version
Actions...

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

((create POF |( Email PDF |
U faman i hat el 4 vrare View &l M

To access the Spanish language version of a
form, simply select Spanish from the “View
in Language” drop-down list on the Form
Navigation Bar. (If a form does not have this
drop-down, a Spanish language version is not
currently available for the form.)

Then click Go.

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.

. 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 on
the Form Navigation Bar.
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Notes Tab

This tab serves as the case note management screen.

11/7/2012 2:52:19 PM Something something

Forms | Notes | Pl t | Special | Staff | A |
Date Type To Do Done

11/7/12 Note O O =p [4
Created By: aappleton Assigned To: 69 Anna Appleton

11/7/12 Phone call B B )
Created By: designer Assigned To: 65 Jessica Bagley
11/7/2012 12:41:57 PM Need administrator to call and do something or other.

[Add Note | [Add To Do

Kl

Click on the Notes tab to access this area. Here
you can type in any additional information
pertaining to the student.

1) Add a Note or “To Do:” Selecting the Add

Note button adds a standard note, assigned
to the logged-in user by default. It can be
re-assigned to any user by clicking in the
small yellow “Assigned To” box and
selecting another name. Selecting the Add
To Do button adds a note just as the Add
Note button does, but with the To Do
checkbox already checked.

2) Note Types: There are four note

classifications available: note, meeting,
email or phone call. Users can use any (or
none) of these preset types, or create
customized ones to meet individual needs.

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.

Additionally, when the staff person logs in or returns to their staff screen entry, E-Com defaults to
displaying 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 Nofes tab.
Clicking the black triangle on the right side of each note displays the Note Detail Screen with the

entire note contents.

Notes Details 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.

QO (Foms J(Admin ] (__Find ] ([ Help ) ouit ] EE}E

Note Detail for Test Student2

Note Date 9/8/20039 Note Type Meeting Assigned To 4 Test Staff2
4 Email Status: Created Bykathy
Tickler Date Type-Sub Time Spent

To Do [® Done O

Actions...
Delete
Print Note
Print Rpt

Notes FJ‘BIZDOS 12:30:43 AM adding a to-do, note defaults to me but can change it to another H
ser
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Finding Notes for a Particular Student

Find Note Entries for Christopher Adams Clicking the Find button from the
T i d in the following fi 8 ..mm/dd/ 7 7 1
e S o e 1o 1 st e mmAddlyyyy..mmddyyyy Navigation Bar while on the

i Note Detail Screen will display
the dialog shown at right. Here
you can enter search criteria to
e i ; find specific case notes.

Note Date Range

Note Type

[ Cancel ][ Find ]

Printing Individual Student Notes

2 (Foms ) Admin ) (_Find ) ((_Felp J(_out ) The Print Note button allows

1dent2 Actions... you to print the note for the

zeting Assigned To 4 Test Staff2 P,?:: :::te paper file.

Created Bykathy Frint Rpt
Time Spent ToDol Done [ ———— The Print Rpt button allows

5-do, note defaults to me but can change it to ancther |~ users to first perform a find and
then print the found set of notes
in a report format.
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Placement Tab

This tab allows users to view areas of service (including service history) and manage future placement.

| Form | Notes | piacement | Specia | sat| Assessment |

Areas of Service Delete &
Area GE/AE Test Date Testing Tool Archive Delete
Gross and Fine Motor ® X
Social Skills ® X
| /
The areas of service defined for this
student are not aligned with the current Count 2 I
IEP's goals and objectives. 20209
History
Area GE/AE Test Date Testing Tool Delete
-
2 =
I+
'Frograms Parent
Program initisl IEP  StartDate EndDate  Exit Code (A2 Prog]|
Special Education B Yes 17113 p B
Notes

3

Projected Placement Projected List

Proj. Serving Scheol | ]
Program | Grade |

Projected Case Manager B | |

Psychologist [0 Health Alertt O
Comments

4

SpecialBus O oOTPT O sSLP O

practices.

The placement screen is divided into four
areas:

1) Areas of Service: Any area of service
displayed here will also be listed on the
Student Information section of the
Student Screen.

Clicking the Add Area* button allows an
authorized user to manually add a new
Area of Service.

Clicking the green Delete & Archive
circle allows an authorized user to delete
and archive areas into the History section.

Clicking the Red X allows authorized
users to delete areas that may have been
added accidentally. Using this selection
does not archive the Area of Service.

Note: Areas of service added here (not via the
Evaluation Report) may display a warning
that doing so may cause discrepancies
between the areas identified during the
evaluation process and the IEP.

Depending on your district’s policies, services
are entered via varying processes. Please
check with your Special Ed secretary for
further instructions regarding your district’s

2) The History section shows prior qualifying areas and testing information.

3) The Programs section shows the program(s) to which the student belongs, along with the start date
and other details. A start date in the past, with no end date, will check the appropriate checkbox in the
“Enrolled Programs” at the top of the student screen tab set. An end date that is in the past will

uncheck the checkbox.
4)
the student.

The Projected Placement section acts as a planning tool to track future placement and services for

Copyright © 2000-2016, Portage Bay Solutions, Inc.
http://www.portagebay.com

Page 49
Printed: 11/10/16



Special Tab

The Special tab contains data required for state and federal compliance, as well as fields that were added
at the request of specific districts. Use of fields on this tab varies by district. Please check with your

Special Ed secretary for further instructions.

Forms | Notes | Pl | special | staff | A
Age as of 9/4/2012 11 (State Count) Class
Age as of 11/1/2012 (12 (Federal Count) Projected Graduation
LRE Codes Toda;

%Time in GE ion LRE Code 2

LRE Code Final LRE Code| 2
LRE Program: LRE Setting:
Select for aﬁ 3-5 students onlx
nital urren! ue on e ue nsion e

Eval[ 8/31112  [2/21113 2/2113
IEP [ 91712 [p/16/13 [ [
|IEP Meeting 9/112 [8/31/13

Initial Referral Date | Referral Reason |
Current Evaluation Parent Consent [12/13/2012
Eligibility Type and Determination |
Completion [

Extension ,W Extension Reason |
Date Addendum to Staff [ | |

IDEA

Addendum Completed

Med Eligibilty [OY ON __ Med Elig Verif Date | [
MedConsent |OY ON  Consent Expires | |
Roster Notes |

Transportation

Notes

Resident District [Valley School District Serving District Walley School District

Resident Dist# [iyz  ServingDist# [yz 1% diwiclzlaD Currently Enrolled O

Adult Student O Surrogate needed O Translation Req

[—
Wi 1D Interpreter needed O Lives with Status
IT""""“ for: ,— I Up SN 12345

Created By Rin Modified By Rin Last Updated
Creation Date £/20/2012 Modification Date 4/26/2013

A few of the fields to note are:

1) LRE Codes section: Data in this section is

2)

3)

4)

generated when the IEP Summary Matrix form

(#14.1x) is completed for a student. For data to

correctly display here:

* The dates (esp. the year) set in the “Age as of”
fields need to be showing the current school
year. If they are not, contact your Admin for
updating.

* The 14.1x form must have services and an LRE
setting selected. See the Summary of Services
Matrix information.

Automatic LRE codes can be manually overridden
via the Exception LRE Code field.

Eval and IEP date fields:

*  Current and Next IEP/Eval date fields:
Conforming to state and federal standards, the
Next IEP and Next Eval fields default to [ or 3
years minus a day (respectively) from the
current date set.

* Exception Date fields: Adding an Exception
Date will also modify the respective Next/Due
field entry.

*  Due Date field: The date that an evaluation is
due may be entered here.

*  Other information, such as referral date, parent
consent date, and the like may also be added.

Medicaid Eligibility: The student’s Medicaid
status may be entered here. If the student is marked
as eligible here, there will be a red header on the
student screen.

Template For fields: Use of this field ties the
student being viewed to the listed staff member’s
My Template button.
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Staff Tab

The Staff Tab is used to specify additional staff members working with the student.

Formsl Noﬁesl PlacementTSpecial Staff | Other Docs

)

Teacher

Case Mgr t Mill Jackson

Psychologist P [Mary Carlson

SLP p [Cindy Gower

First/Last Name Title E-Msil
Speech and |Eill@valley.edu b=
|JAnne Able Resource Teacher|[Anne@valley.edu |54
Nurse Mary@valley.edu |54
Cindy@valley.edu |54
Speech and Hill@valley.edu =

OT/PT p il Jackson

Cther Staff (Manually Entered by clicking choosing staff member from yellow box]

Pl701z  [Anna App P @valley.edu |
12 =
12 =
) =
’ =
12 =
Cther Staff (Manually Entered)
— 1l 1| ] =
Staff 2 ][ ][ | =

On the top of the tab, you will find the staff
members currently assigned to the student via the
School, Staff and Notes settings of the student

screen.

The next two sections, labeled “Other Staff,” allow
users to add additional staff members who also work
with the student.

1)

2)

3)

To add a staff member:

If the staff uses E-Com, you may click in the
yellow pop-up box and select on the desired
staff member.

Adding staff members to active students
from this screen will cause the student to
appear on that staff member’s Other tab
screen.

If the staff member does not have an E-Com
entry, you may add their name to the student
record using the last section on the tab,
“Other Staff (Manually Entered) — this
allows you to keep a record of all staff
working with a student even if the staff
member does not use E-Com.

To remove a staff member:

Delete the staff number and the rest of the
fields will automatically blank out.

Manually entered staff will need to be
completely manually deleted.

To email a staff member: Click the envelope
icon.
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Additional Features Available on the Student Screen

For user convenience, the following useful features are also available via easily accessible buttons.
Website Shortcuts
f& FileMaker Pro - [Student_ (ECOMGG3)]

™y File Edit View Insert Format Records Admin

From the “Go To” buttons you can access:

* The Washington Administrative Code

@@ CStudent | ([Cstaft (st ([ (WAC)
E-Com Student Entry * Google map linked to the student’s
Student Information address
Eiudentigs 15175 1D 131723 ¢ OPSI IEP Technical Assistance Module
SSID Resea83851 Local # fWEIK website
Name  [Sample [Staff2
& _ Pzmisostne
[carnation W W

Phone (H) | Gradep1

WAC Button - WAC Website

The ‘WAC’ button displays the screen shown below. The special education WACs are not stored
in E-Com, but rather the state’s WAC web site is displayed in a window within E-Com. This
insures that the WAC information in E-Com is never out of date.

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

™y File Edit View Insert Format Records Help

G@ Student Staff L List Forms Admin | ind

Wa State Legislature Special Ed WAC

a4 @

- ) .
> Return to Starting Point RiEREsD (NS aneE

Legislature Home | Senate | House of Representatives

_ Inside the Legislature WACs > Title 392 > Chapter 392-172A
Find Your Legislator Chapter 392-172A WAC

visiting the Legislature | Rules for the provision of special education

Agendas, Schedules
and Calendars

Print Version | No est3 disponible en esp

Last Update: 6/2

*

*

*

Complete Chapter

* Bill Information WAC Sections —
* Laws and Agency Rules GENERAL
* Legislative Committees 392-1724-01000  Authority.
* Legislative Agencies
* Legislative Information e 7 Pumpress
Center 392-172A-01010 Applicability.
* E-mail Notifications DEFINITIONS

(Listserv)
Students’ Page

History of the State
Leagislature

Act.

*

*

Assistive technology device
Assistive technology service.

r—y

* Congress - the Other
Washington
* TV Washington

Wachinatan Canrte

1_03];]4;1] Browse vﬂ

5 Child with a disability or student eligible for special education.

Consent.
Core academic subjects.
Day - Business day -- School day.
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Map Button - Google Map of Student Address

The Map button displays the Google map web site with the student’s address mapped. From
within E-Com, you can perform all the Google map actions you could normally use directly via a

web browser.

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

™y File Edit View Insert Format Records Admin Help

G @ Student Statf
Student Map

Forms. Admin

Web Images Videos Maps News Shopping Gmail more v

Sign in | Help

Get Directions My Maps

123 Main St
Grand Coulee, WA 99133

Goc )8[€ maps [123 Main

«

+
Ra 1| Get directions - Search near]
= Zoom here - Save to My Mag
1 Edit
| e
) f
&6
6/006) 4 A
Y, & 3 |
KOS 2
c%,,n @
- W,
A, 2
Ot 2
N 3
(0\'4 >
82 &
@ «
2 A 3
% ""'SA, «
3 £
2 Moy 5
0| A s
d 20epvata ©200 < - Tedns of Use [

i = = -
[map T satelite [ Terrain |
3

& Print [ Send &= Link

‘// Address:

>
v
2|
[m] ¢ 123 Main St
Grand Coulee, WA 99133

100] dud = Browse  +| <]

Eoe)

Tech Button — Tech Module Website

7y File Edit View Insert Format Records Help

@ @ Student Staff

& Return to Starting Point

Forms. Admin

OSPI IEP Technical Assistance Module

PrevPage Next Page

2\
@ os PI State of Washington

iz, 15 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 od = 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

[ L K

A-Z Index =k Print Version

Select a process of the review system:

Data Collection and Analysis
and
Self-Evaluations
(all districts)

Self-Study

Assistance

System
Analysis
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Adding New Students

Students are entered into the system in a variety of ways, primarily depending on whether your district
uses automatic imports from its student information system.

Manually Adding Students

&V FileMaker Pro - [Student_ (ECOMGG3)] If your district does not use automatic imports,
™y File Edit View Insert Format Records Admin all students will be entered into the system
@ Q (I | = manually. Authorized users may create new
E-Com Student Entry student records by selecting the New button
StudentInformation shown. Data will need to be manually entered.
W Student# [518178 [+)
WAC s 3\8?‘.5.?:5?251 "°°"’I'S': . ﬁ;‘“ Depending on your district’s policies, this may
> d ) K . .« .
&  EreisosiNE be done by one or more individuals. Check
ehone comation Wfb%ﬁ with your Special Ed secretary for further
one rade . . . . .
\ Actions... | |Email | information regarding the policies for your
New || |Bithdate B32002 agef i1 m ¢ school
— Condition |12 [communication Disorder :
Print___ = = P L BT

Auto-Populated Data via Imports
If automatic imports from your district’s student information system have been established,

students will be entered into E-Com by one of three ways.

Students classified as active in Special Ed in the

Student Information e ’ k
Student# 518178 A R Activ  district’s student information system are

SSID (3356863651 Local # WEIKEANTL completely* pulled in via an automated process.
;ame [Sample [Staff2 1) For new student referrals or transfers,
S ane 22761 50 St NE )

[Earnation s Baoia authorized users can select the New button
Phone (H) | Gradep1  Class| and then enter the student’s SSID or Student
Email | Number on the new record created.
Bithdate [/3/2002  AgeF  v[11 m Gende
Condition [12 [cammunication Nisardered If the student has been entered into the

school’s student information system and the import was successful, data for the student
will automatically populate into E-Com.

2) If the scenario detailed above does not populate the data, the student either has not yet
been added to the school’s information system or the import has not yet occurred. In that
case, the remainder of the student data will need to be entered manually or users can wait
for the import to take place before entering the new student.

* The information populated varies depending on the student information system used by each district, but typically
includes data for the Student Information and School, Staff and Notes sections.

Print Shortcuts

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 section.

Cover — Prints a cover sheet that includes the data from the Student Information section,
Schools, Staff Assignments, Parent Information and Areas of Service.

Copyright © 2000-2016, Portage Bay Solutions, Inc. Page 54
http://www.portagebay.com Printed: 11/10/16



Bithdate [5/3/2002
Condition [12 |0
Areas of Semvice
Fine Motor

Gross and Fine Motc

student.

Envelope

Cover ]
List

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

Reports — Sends the user to the E-Com Reports screen. In

riting 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.

Finding a Student

From the Student screen, click the Find button on the Navigation Bar (or use the Ctrl-F keyboard
shortcut). The Student screen will display a magnifying glass in all the fields a user can search.

Note: It is very important that you 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 a student name is overwritten, it may
be corrected the next day by the automatic student import, if your district uses that. If your district doesn’t
use that, it may be some time before the error is discovered. If you enter an SSID, you may accidentally

overwrite all the data on the record, not just the name.

[ stai ||

List ][ Forms ][

Admin_ | [ Find | [ Help [ Quit ]mg’m

E-Com Student Entry

Student Information

Goto.  |Student# {T D Active IL]!
o i Local # {00
First/Last |
Address
csz i
Phone (H) i
Actions... Eqall
[ New | |Bithdate [

Condition [0, |

Forms I Notes | PIacementTSpecialTStaﬂ Other Docs

[Batch: Add ]
Batch Batch Name Date Init
K ___| Aaag=xt

T e == P -~ || Done  Form Descriptor Batch Date Init
Print... Areas of Senvice GE _ OTYJisLP 51_1; PT :;Di i a a ] =Y \E
Envelope [<]  Hearing ] Vis i Ji|| =2 i - :
Covar o Transport Ll
Tist ESY ]} Miaranti ]!
Reports = Med EIgbeons{E]-i
Current  Next/Due
Language |9 Ewval i H
Ethnicity 19 IEP 0 H
[School, Staff, and Hotes
Home School P :
Serving School }
Non-District School :
Case Mgr . S | =
S = [Form: ([Aadd ) ]
Psychologist e, =
SLP i b
PT 1 |[student Status Date Details
oT Status  fo HE 1S =
Notes aQ -
Add
Addressto Print[_______——— ] Parent Info
Salutation 0 H
- Last Phone (work)
. oA i
Compliance . - e 7= e e | 4
Alert i)} Delete [ ]! Compliance Warningi_J} : i3 o2 _
Created by: on at Mbodified by: on at
Type in search criteria, such as the student’s name or number.
Click ‘Enter” on the keyboard to execute your Find.
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Student Information Note: You may type in just part of the student name.

#1 X
z:;em : Several characters of the first name and several characters
First/Last of the last name is usually sufficient to find your student.
Address
csz For thorough examples of advanced search operators or for

more specific examples, see “Performing Finds” .

Birthdate | i Age | i Gender {___
Condition | _______ 1 - If only one student is found that matches your criteria, you

will be taken directly to that student record. If more than one student is found, the ‘found set’ of

students is displayed on the student listing screen, as shown below.

( Case Disabling Serving Next IEP NextEval Next504 504 Case
Omit Active Student # Student Name Birthdate Age Manager Condition Grade School Date Date Plan Date Manager
I . X 99911 Castor. Kyle T 1/21/2004 11y 4 m Maaggie Winters Multi 9  Lewis7 Test_Toledo 3/14/186 3/14/18
® R® 27 Johnson, Alan 8/15/2003 11y 10 Test Staff2 5 Alder Elementary 312114 4/16/15 4/21/16 Roger
® X 33 Sally, Smith 5/1/2008 7y 1m Test Staff2 HOH Alder Elementary 5/4115 5/4115 Roger

1. Click on the name of the
student you want in order
to go to that student’s
record.

2. You may sort the list by any of
the blue underlined headers, in
either ascending alpha order or
descending. Click once on the
header to sort A-Z, and a
second time to sort Z-A, or by
most recent or least recent, if a
date field.

. You may omit students

from the current list by
clicking the blue circle in
front of their names.
Note: This does not
delete the student record,
but simply hides it from
View.
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Chapter 5: Parent Data Entry Screen

Parent Data Entry Screen

The Parent Data Entry screen is relatively straightforward. There are fields available for one pair of
parent/guardians and one emergency contact entry. Additionally, there are shortcuts for printing either

student or parent envelopes.

Fields available here and on the Parent Information section on the Forms tab (of the Student Screen)

access the same portion of the database. Any changes to the fields on one of the screens will
automatically modify the fields on the other screen.

Note: If your district uses the student import, addresses and the primary guardian phone numbers entered
in E-Com may be overwritten each day with data from Skyward.

Note |

*Only fill out if different fom student

er ProPIEEE -0l x|
Ny File Edit VYiew Insert Format Records Admin Help - |5 il
@ (student | Staft ) (Forms J( Admin ) [ Find | [ _Relp ) ouit | vt =l
Parent Data Entry for Test Student1
Parent/Guardian Name 1
Print... Street Address - .
Parent/Guardian Info
Student Env First/Last M. |Joe IStudenH Mailing Address
Parent Env Address® K56 Main St Interpreter needed?
PO Box® [Oves One
csz Ephrata MA | | I Parents’ Language
Home Ph* | Work Ph* [ Mobile Ph Main Address to use
Email |

Parent/Guardian Name 2
Street Address

O Both, Mailing Addr
O Guardian, Street

Solutions, Inc. Emergency Information

First/Last mrs. [vane [student1 Mailing Address O Guardian, Mailing
Address™ Addr to Print on Envelope
PO Box™ Mr. and Mrs. Studentt
csZ I | I I G Main St
Home Ph" Work Ph= [ Mobile Ph [ Ephrata, WA
Email Salutation
Note Mr. and Mrs. Student1
?;gpgnzgo'gg@ #*O0nly il out if different Jom student and pament 1
Portage Bay Studert Mailing Address

Name| Phone |

-4

100] o =1 Browse

i |

[
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Chapter 6: Performing Finds

Users will find they typically have a number of records that they need to work on. E-Com has a
comprehensive search feature to support this need. To search for specific records, users can access the

find utility in a variety of ways on almost any screen.

Entering and Exiting Find Mode
Users can access Find mode in a variety of ways:

1. Selecting the Find button from the Navigation Bar.

-~
@@ ([ Forms [ Admin | [ Findq [ Help ( Quit | mom

2. Selecting Find Mode from the View menu.

™y File Edit | view Insert Format Records Admin Help

B O ([ o o [
E-Com St Preview Mode Chrl+U
Go to... Go ko Layout > Activ
ARMOM
(wac ) ' AL
[ Mo ] [o View as Form rezJac
View as List
View as Table B3014
Clagsl
Actions... Status Toolbar Chrlt-Alt+5
— Text Ruler dered
Print... O P
EnveIoEe Zoom In F3 ring O] v
Cover i Transpt
— Zoom Out Shift+F3 | "
Lt ) T———— T samnn

3. Switching to Find mode from the bottom of the E-Com screen.
|
® Browse
Find
Layout
Preview E

lDO|A‘ﬁ*BT‘owse fl <

10f1

Once in find mode, the Status Area (highlighted below) appears on the screen directly above the
Navigation Bar. Please wait until you have entered Find mode to enter any data you wish to find.

%\ FileMaker Pro - [Student_ (ECOMGG3)] =10 x|
™y File Edit View Insert Format Requests Admin Help -8 x|
&) 0 / :
\ I — Total o= (& Q
Find Requests New Request Perform Find Cancel Find
Layout: stu_Entry-Forms-Lrg B... « View AS:EE = = J Matching records: W Omit Insert: Operators
@ @ [ statt | List J[ Forms J[ Admin_] [ _Find | [ Help J[ ouit | EII!Q(IIZI ;{

The Status Area contains the symbols (used to specify find requests) and the Omit checkbox (used to
confine found sets). Specific find types and examples are listed in the successive sections, with the

syntax needed for each find type.

Copyright © 2000-2016, Portage Bay Solutions, Inc.
http://www.portagebay.com

Page 58

Printed: 11/10/16



If you start a Find operation, but then change your mind, don’t click the Quit button. Instead, users can

also exit Find mode in a variety of ways:

1. Switching to Browse mode from the bottom of the E-Com screen.

® Browse
Find
Layout

Preview

IODIV:J.‘VEJ Bowse vl ¢

2. Selecting the “Cancel Find” button on the Status Area.

% FileMaker Pro - [Student_ (ECOMGG3)] -0l x|
™y File Edit Yiew Insert Format Requests Admin Help e -8 x|
[1 ! ] % e
& &8 X @
Find Requests New Request Delete Request | Perform Find Cancel Find
Layout: | stu_Entry-Forms-Lra B... v | View as:[ | = | & Matching records:m Insert: Operators «
@ @ (st ) (e ) (Fome ) (Admin ) (g ) (e ) owr ) COCIODIR) d‘

3. Using the Navigation Bar, navigate to another screen and back to clear Find mode. For example,

switch from the Student to the Staff screen, then back to the Student screen.

4. When a find does not produce results, users are given an option to “Modify Find” or “Cancel.”
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Finding Text, Dates, and Numbers

To Find

Type this in the field

Examples

Words that start with
Roman characters

The characters

Chris Smith finds Chris Smith, Smith Chris, Chris
Smithson, and Smith Christenson

Words with one or more
unknown or variable
characters

One wildcard character (@)
for each unknown character

Gr@y finds Gray and Grey
@on finds Don and Ron but not Bron

Invalid characters in a
text field

€

Invalid characters display as blank characters
Note: To find the ? character, search for "?"

Digits in a text field

A # character for each digit

# finds 3 but not 30
## finds 30 but not 3 or 300
#3 finds 53 and 43 but not 3

Words with zero or more
unknown or variable text
characters in a row

* for all unknown characters

Jo*n finds Jon and John
J*r finds Jr. and Junior
*phan* finds Stephanie, Stephan

Exact matches of the text
you specify

== (two equal signs)

==John finds John but not Johnny

A date in a date field or
in a calculation field that
produces a date result

The date as digits, separated
by a valid date separator
character (such as a slash or
hyphen)

3/3/2003 finds 3/3/2003, March 3, 2003, and 3-3-2003

Today's date in a date
field or in a calculation
field that produces a date
result

1

// finds April 4, 2004 (when the current date is 4/4/2004)

Finding Empty/Non-Empty Fields

To Find Type this in the field Examples

Not empty (i.e., fields * * finds all records with data

that have data)

Empty = = finds all records with empty data in the specified field
Finding Duplicates

To Find Type this in the field Examples

All records with

duplicate information in
specified field

!

! returns duplicate records
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Finding Ranges of Information

To Find Type this in the field Examples
Less than a specified < <40 finds numbers 1-39
value <9/7/2004 finds dates before 9-7-04
<M finds text entries from A-L
Less than or equal to a <= <=95129
specified value <=M
Greater than a specified | > >95129
value >9/7/2004
>M
Greater than or equal to >= >=100
a specified value >=9/7/2004
Within the range you ..Or ... 12:30...17:30
specify (two or three periods) 1/1/2003..6/6/2004
A..M
Mon..Fri

Finding Records that Match Multiple Criteria

Format Tools Help

O o
@ Duplicate Request trI+D

ry for
Staff Int
Staff ID
First/Las
Title
Address
cszZ
Phone

Go to Request

Phone 2
E-Msil

Locatiol
Certifice

v i

)

Qnzriatt [

Requests Scripts  Tools

Add New Request #N
Duplicate Request D
GCo to Request >

Show All Records 3] |
Perform Find
Constrain Found Set

Extend Found Set

Revert Request...

To find records matching all criteria specified (logical “and” search):
Example:

To find all students named Smith in a particular elementary school,
type Smith in the Last Name field in a Find screen and select the
school from the drop-down list under “Home School.”

Click Find.

There are two methods that can be used to find records matching at
least one of the sets of criteria, but not necessarily all (logical “or”
search). The second method (Extend Found Set) is particularly helpful
when you have run a Find and discovered that it did not find all those
students you needed.

Example (same criteria):

To include students with one condition and students with another in
the found set, in the Find screen, enter the first condition in the
Condition field.

Add a new find request by selecting Add New Request from the
Request menu.

Enter the second condition in the Condition field in the second
request. Click Find.

Example (different criteria):

To include all students in a particular grade, and all students with a
particular condition, click Find and type the grade in the Grade field.
Hit enter or click Find to perform the find.

Once E-Com has found these students, click Find again. Enter the
condition you want in the Condition field.

Do not click Find or enter; instead, go up to the Requests drop-down
on the menu bar and select “Extend Found Set.” Once you do this, the
second find will run, and will add the students with that condition to
the students already found.
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Finding Records Excluding Certain Criteria

Matching Records: | Include m |

Insert: | Operators ¥

Format Tools Help

O o
@ Duplicate Request trI+D

ry for

Staff Int
Staff ID
First/Las
Title
Address
cszZ
Phone

Go to Request

Phone 2
E-Msil

Locatiol
Certifice

L

»

Qnzriatt [

Requests Scripts  Tools

Add New Request &N
Duplicate Request 3D
Co to Request >

Show All Records 38)

Perform Find
Constrain Found Set
Extend Found Set

Revert Request...

To find records that don't match criteria:

Example:

In find mode, type criteria you wish to omit - To find all students
except those with a particular condition, enter that condition in the
Condition field.

Select Omit from the “Matching Records:” option.

Click Find.

There are two different methods to find some records while omitting
others. The second method is particularly helpful when you have run a
Find and discovered that you need to narrow the found set.

Example:

In Find mode, type the criteria for the records to find - to find male
students with a particular condition, start by entering the condition in
the condition field.

Choose Requests menu > Add New Request.

To exclude female students, you would select F in the Gender field
and select Omit.

Click Find.

Example:

To find active students with a particular condition, click Find and
enter the condition in the Condition field. Click Find again.

When the found set is returned, you realize you want to omit students
who are in a particular school.

Click the Find button again, and enter the school in the School field.
Select Omit from the Matching Records area.

Do not click Find or enter. Instead, go up to the Requests drop-down
on the menu bar and select “Constrain Found Set.”

This will remove students in that particular school from the current
found set.
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Chapter 7: Reports

A variety of reports are available to ease the management of the special education process.

The following reports are accessible via the Student Entry screen. A “Find” should be done prior to
printing any of these reports, to ensure that all the students needed are in the found set that will be printed.
1. Student Information List
2. Parent Information List
3. Student Condition
4. Medicaid Eligible
5. Student Service Areas
6. Class Roster
7. Labels in 5160 format
8. Placement Summary
9. Reports Due
10. 504 Roster
11. Student Status
12. Roster w/Notes
13. Projected Class Roster
14. Student listings:
Students by Age at State Count Date
Students by Case Manager
Students by Chronological Age
Students by Disabling Condition
Students by Ethnicity
Students by Fed Count Category
Students by Gender
Students by Grade
Students by IEP Due Date
Students by LRE Code
Students by Name
Students by OT
Students by Psychologist
Students by PT
Students by Reevaluation Date
Students by School
Students by SLP
Students by Teacher

In addition to printing and emailing (if your district allows that), you may also export any of these reports
to Excel. Please note that there may be multiple pages to a report, especially the “By” reports. These are
sorted by the criteria, with separate pages for each. So, for the “By Gender” report, there may be three
separate sections — female, male, and not listed (students with no gender selected in E-Com will appear in
the first section).

Three other reports are also available from this screen; these three do not need a “Find” done beforehand:
1. Placement Planning
2. Service Roster
3. Disproportionality
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Procedures for Printing Reports

From the Student Screen, click the Reports button. The E-Com Reports Screen will be shown. You may
get a message reminding you to be sure you have found all the student records for the report in question.

E-Com Reports

Report Title (optional)

Note for Report Header

(optional)
Choose Report to Print

[ Student Info List ][ Print Class Roster ][ 504 Roster ]
[ Parentinfolist J[ Labels (5160style) ][ StudentStatus |
[ Student Condition ][ Placement Summary ][ Roster wiNotes ]
[ Medicaid Eligible ][ Reports Due ][ Projected Class Roe!er]

I Student Service Areas I

OR Choose Report from List Below and Click View/Print**, View/Email** or View/Excel™

O Students by Name Q Students by Grade
O Students by Case Manager O Students by Chronological Age

O Students by Teacher QO Students by Age at State Count Date
O Students by School O Students by Psychologist -

O Students by Disabling Condition O Students by OT
O Students by Ethnicity O Students by PT

O Students by Gender QO Students by SLP

O Students by Fed Count Category

O Students by LRE Code

O Students by Reevaluation Date

O Students by IEP Due Date

Important: You should first perform a find on the student screen for your desired set of students before
running any report. The only exceptions are those reports marked with with peach-colored buttons.

The ‘Report Title’ and ‘Note for Report Header’ fields allow you to define any desired title/header for
any report except the three with peach-colored buttons. These three have automatically generated titles.

The instructions for printing reports are displayed directly on the screen.

1. Go to the Student screen and click the Find button to locate the student records you want

to print.
2. Once done, click on the Reports button on the Student screen to return to this screen.
3. Ifyou would like any additional text to appear in the report header, type it into the

appropriate field.

4. Click the desired Report button. If you select one of the “Students by...” reports, or the
Service Roster, you have three different options — you may print the report, you may
email the report, or you may export the report in Excel format.

5. Once the report is displayed, you will see the Status Area (shown below). From there,
click the Continue button to bring up the Print dialog box. If you decide not to print it,
click the ‘Continue’ button and then Cancel the print job.

BV FileMaker Pro - [Student_ (ECOMGG3)] =10l
™y File Edit View Insert Format Records Admin Help -8 x|
1 il - !
—_— Eu Total = ) L]
Pages Save as PDF Print  Print Setup
Layout: | Student Condition List v | View As: == E Exit Preview Script paused| Continue
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Chapter 8: Forms Database

By selecting the Forms button from the Navigation Bar, users in some districts may be able to access a
complete listing of all the forms available in E-Com. Note: Your district may not allow this.

@ @ (Swden ) sef ) R ) (Fe ) (rer Do ) HEOE
Special Ed Forms Database Print.. [ List [ BlankForms]  Actions.. [Find Actives [ Find All ]

~ Fom

5] Active Form Name Short Name Form Purpose/Notes Owner fx dit

} 01 B X Consent for Mutual Exchange of Information Mutual Exch old form - 90 days from Master
p 01 &} O Consent for Mutual Exchange of Information District
} 011 B O Consent for Mutual Exchange of Information Mutual Exch 60 days from consent date Master
p 012 &} O Consent for Mutual Exchange of Information Mutual Exch no “expiration” date Master
p oz B [0 Evaluation Team Plan Worksheet District
p 02 £} X Evaluation Team Plan Worksheet Master
p 021 B [0 Evaluation Team Plan Worksheet Eval Plan Master
p 022 & O Assessment Plan SMF Assessment Plan Master
p o023 B & Team Eval - Short Team Eval - Short Master
p 03 &} O Team Eval - Short District
p 04 &} O Team Evaluation Summary Team Eval - Long Master
p 04 £} O TeamEval-Llong District
| R B O Evaluation Report Eval Report Master
p 042 5 X Eval Supplement - SD SMF Eval Suppimnt - SD Master
p 043 B O Evaluation Report Eval Report Master
p 044 5 X Eval Supplement - RTI Eval Supplmnt - RT1 Master
p 0441 B [ Eval Supplement - RTI Eval Supplmnt - RT1 Documents Tier Il and Tier lll  Master
p 045 ) @ Evaluation Report Eval Report Alt state model 5A: retains the  Master
p 0451 B O Evaluation Report Eval Report Medification of: areas of Master

There may be two copies of each form number: one Master version and one District version. Master

versions are highlighted in green.

Active forms are indicated by an X in the Active check box. This means these forms will show up in the

Forms pop-up menu on the Student Entry screen.

Viewing a Specific (Blank) Form

Form |
1D Active Form Name Short Name
} 1 E [ Consent for Mutusl Exchange of Information D Mutusal Exch D

Printing a Specific Blank Form

p 12 B BJd Measurable Annual Geals and Objectives/Benchmarks

To view an individual form,
click on the blue underlined

form name.

To print an individual blank
form, click on the Printer

icon next to the desired form.
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Printing a Set of Blank Forms

& FileMaker Pro - [Forms_ (ECOMGG3)]

™y File Edit View Insert Format Records Help

@ @ [ Student |[ Statt | ([ Admin_ | (__Find | [__H
Special Ed Forms Database print..[___List __J(BlankForms]  Actions... [Find Actives](_
Form Indiv
1D Active Form Name Short Name Eval
p o5 5 [ Meeting Notification and Invitation Mtg Invite O

Printing a List of the Forms Database

&\ FileMaker Pro - [Forms_ (ECOMGG3)]

™y File Edit Yiew Insert Format Records Help

To print a blank copy of all
forms in the current found
set, click the Blank Forms
button.

To print a list of the forms,
click the List button. A

Request for Due Process Hearing
Record of File Access
IEP Combined

Due Process Hearing
File Access
IEP All Forms Combined

@ @ [Cstudent ) (_statt ) (Cadmin_ ] (__Find ] [_# Sample List report is shown
Special Ed Forms Database Print.. [ List _)(BlankForms]  Actions... [Find Actives](_ below.
Form K Indiv Il
1D Active Form Name Short Name Eval 1
P 05 £ [ Meeting Notification and Invitation Mtg Invite O
- — 1 e = = = - —_—
E-COM Special Education Forms List
Form
#  Active Form Name Short Name
01 B Evaluation Report Eval Report
0z X Individual Documentation of Assessment Results Assessment Results
03 X Individualized Education Program IEP Present Levels
04 X Measurable Annual Goals and Objectives/Benchmars IEP Measurable Goals
05 X Report of Student Progress |IEP Student Progress
06 b Transition IEP Transition
o7 & Summary of Sernvices Matrix IEP Sernvice Matrix
08 X Addendum: Aversive Interventions |IEP Addendum: Aversive
09 X Medicaid Eligibility Verification Medicaid Eligibility
10 X Authorization for Release of Records Auth Release of Records
11 X Invitation to Attend Meeting Invite to Mtg
12 X Parent Consent Parent Consent
13 X Prior Written Notice Prior Written Notice
14 b Medicaid Report Forms: Professional Services Log MRF:Prof Serns Log
15 & Medicaid Report Form: Treatment Notes MRF:Treatment Notes
16 X Medicaid Report Form: Professional Evaluation/Reevaluation Log MRF:Prof Eval/ ReEval
b}
)
X
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Chapter 9: Glossary

Browse Mode: Browse mode lets you enter data and look at records. Browse mode is the default mode of
the E-Com system. See “Mode” in this glossary to find out how to change modes.

Button: A button is a picture of a button on a screen, that, when clicked, will perform an automated
function. Three types of buttons are used in the E-Com system:

1. Navigation button: You bring up E-Com’s screens by clicking the appropriate button. Navigation
buttons include “goto” buttons and buttons that bring you to a new blank screen, such as the “New
Student” button on the Student Data Entry screen.

2. Task button: Some common E-Com tasks, such as printing, have been assigned buttons.

3. Radio button: A button that looks like a two-dimensional circle instead of a three-dimensional
button. Radio buttons are used when there is a list of two or more options that are mutually
exclusive and the user must select only one choice. Clicking a non-selected radio button will
deselect whatever other button was previously selected in the list.

Check Box: A field that, like a radio button, acts as a toggle switch between two opposing conditions,
such as “true” and “false.” When you click in an empty check box, an “X” appears in it. This is the “true”
or “yes” position. When you click in a check box showing the “X,” the “X” disappears. This is the “false”
or “no” position. Checkboxes are used when there are lists of options and the user may select any
number of choices, including none, one, or several. Each checkbox is independent of all other
checkboxes in the list; checking one box doesn't uncheck the others. A stand-alone checkbox is used for
a single option that the user can turn on or off.

Data Area: The part of every E-Com screen in which data is entered or viewed. The data area of the
screen is always visible. Most of the work done in the E-Com system is done in the data area.

Database: The entire collection of information pertinent to the E-Com system. The information in the E-
Com database is organized into separate files called tables, which are based on data type. In addition, the
E-Com system contains a separate table that functions as a template for each special education form.

E-Com System Manager (ESM): The system operator for the E-Com system.
ESM: See “E-Com System Manager” above.

Field: A field is a component of a record. Each field stores one piece of data. Fields can store text,
numbers, dates, times, or calculation results. Fields can take the form of a text box, a list box, a check
box, or a radio button.

Find Mode: A User mode designed to help you locate one or more records in a particular table. Clicking
a “Find” button takes you into find mode. See “Mode” in this glossary to find out how to change modes.

Layout: The arrangement of data fields, buttons, graphics, and other elements of a screen or printed
document. Each table can have different layouts for different functions. A layout has one or more parts,
such as a header, footer, and body.

Key field or ‘Link’: An arbitrary number, usually invisible to users, that links one table in the E-Com
system database to another.
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List Box: A field that contains a list box of data entry choices from which to choose. E-Com system list
boxes have a text box above the list. If the entry you need is not on the list, E-Com will usually allow you
to type in an entry.

Mode: The E-Com database gives you four interfaces (depending on access level) in which to work with
data. They are browse mode, find mode, preview mode, and layout mode. Modes are shown in a pop-up

window at the bottom of the table window and in the mode menu at the top of the screen. In both places,
the current mode is marked. Simply click on one of the other modes to make a change.

PDF: A computer based document format, abbreviation for ‘Public Document Format’. Virtually all
personal computers can view PDF documents, though not all can create them. It is a very common
document format for sharing documents with other computer users.

Preview Mode: A User mode that shows you what the page will look like when printed. See “Mode” in
this glossary to find out how to change modes.

Portal: A list of data from the related table that appears in a record. Examples are the list of forms that
appears on the right side of the Student Data Entry screen, or the list of students that appears on the right
side of the Staff Data Entry screen. Data shown in a portal comes from a different, related table.

Radio Button: See “Button.”

RCW: The Revised Code of Washington, the state statutes that govern Washington State. You will find
references to RCW chapters and sections in the WAC table.

Relational Database: A database made up of more than one table that can be used together to provide
information needed by users. Although each piece of data is entered once and stored in one table in the
database, the construction of the database allows users to access that data from other tables. If the data in
the original table changes, all other appearances of that data will change.

Record: All the information about one subject in the E-Com database. For example, the information on a
particular student that appears on the Student Data Entry screen is that student’s record.

Screen: An area in which users can view, search for, or change data pertaining to a particular topic
(students or schools, for example). The interface mask acts as a guide for working with data. Please note
that the data shown on a particular screen may not all be stored in the same table (see Portals).

Script: A sequence of one or more written commands that automate E-Com system actions or tasks.
Scripts direct the actions that result from clicking buttons in the E-Com system. Additional scripts can be
accessed by clicking on the Script menu.

Status Area: The gray area to the left of each screen that shows the number of records, and whether the
records are sorted or unsorted. When in browse mode, the flip cards at the top of the status area allow you
to move back and forth from one record to another. In find mode, the box displays all find options as well
as the number of records in the found set.

Table: A subset of the data in the E-Com database. The tables contained in the E-Com database are
discussed in “E-Com system Components”. Another name for a table is file.

Text Box: A field that appears as an empty box on the screen, into which information can be typed. Some
text boxes are equipped with list boxes from which you can select the correct entry.
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User or End User: A special education teacher, psychologist, assistant, or special education administrator
who has or should have access into the E-Com system. Please note that not everyone listed in the Staff
table is a User.

WAC: The Washington Administrative Code, the code of state regulations that governs Washington
State.

WSIPC Data: Data on special education participants compiled by the Washington School Information
Processing Co-operative (WSIPC). Updates to WSIPC data are imported into the E-Com system by the
ESM.
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