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Completed Tasks

The Completed Tasks screen contains all of the completed tasks for a student, including any tasks or forms 
transferred from another district using the District-to-District Transfer tool. To access this screen, click 

Completed Tasks  on the Web site banner.

By default, the completed tasks display collapsed so that you only see the name of the task. You can 

expand a task by clicking . The associated pages display below the task.

Click  again to collapse a task.

From the Completed Tasks screen, you can perform the following actions:

• View completed tasks.
• Remove completed tasks, if you have the appropriate security privileges.
• View forms created in a version of Special Services prior to 9.1 or the Classic View version of 

Special Services 9.1.

Expanded task
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View Completed Tasks
1. On the Completed Tasks screen, select the student whose completed tasks you want to view. See 

“Select Students” on page 5.

The completed tasks for the student display.

2. Click the task you want to view.

All of the pages that comprise the task display in Adobe Acrobat Reader. 

Delete Completed Tasks
Only users with the appropriate security privileges can delete completed tasks. When you delete a com-
pleted task, it is permanently removed from the system.

1. On the Completed Tasks screen, select the student for which you want to delete the task. See 
“Select Students” on page 5.

All of the completed tasks for the student display.

2. Click  in the row of the task you want to delete.

3. On the deletion confirmation message, click Delete.

The task is removed from the list of completed tasks on the Completed Tasks screen.
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View Archived Forms
You can view forms that were completed (finalized) in a version of Special Services prior to 9.1 or using 
the Classic View mode of Special Services 9.1. Archived forms are read-only.

1. On the Completed Tasks screen, select the student for which you want to view the archived forms. 
See “Select Students” on page 5.

The completed tasks for the student display.

2. Click the View Archived Forms link.

If there are completed forms for the student in the default form set type of IEP/EMIS Sets, they 
display below the selection fields on the Finalized Forms View.

3. If forms for the student exist in another form set type, select one of the following form set types in 
the Choose Finalized Set Types list.

• IEP/EMIS Sets – Displays all completed (finalized) IEP form sets.
• Other Sets – Displays any other completed form sets.
• Archived Form Sets – Displays any completed form sets from a legacy version of Special 

Services.
• All Finalized Form Sets – Displays all completed form sets, including IEP and other form 

sets.

4. Click .

The selected forms display in a new window. 
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5. When you are finished viewing the form set, close the browser.

6. On the Finalized Forms View screen, you can also perform the following actions:

• Rename the form set, as described in “Rename Archived Forms” on page 54.
• Remove the archived form set, as described in “Delete Archived Forms” on page 55.

Rename Archived Forms
You can change the name of archived forms as desired.

1. On the Finalized Forms View screen, select the student whose form set you want to rename in the 
Student list.

2. Click  next to the form set you want to rename.

Save and Cancel buttons display in the Edit column of the selected form set and the cell beneath the 
Finalized Group Name field becomes editable.

3. Enter a new name in the Finalized Group Name field.

4. Click Save.

The new name displays in the Finalized Group Name field for the form set.
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Delete Archived Forms
Only users with the appropriate security privileges can permanently delete archived forms.

1. On the Finalized Forms View screen, select the student whose form set you want to remove in the 
Student list.

2. Click  next to the row of the form set you want to delete.

The message displays, “Are you sure want to delete this form package?”

3. Click OK on deletion confirmation message.

The form set is removed from the list of archived form sets.


