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standards to IEP 6 and IEP 12 32
User Bank categories 58

Adobe Acrobat toolbar 27
Archived forms

deleting 55
renaming 54
viewing 53

Automatic log out 4
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Bank codes 62

C
Changing tasks display on Task Queue screen 10
Class Dashboard 2
Closing pages 29
Completed Tasks Report 69
Completed Tasks screen

deleting completed tasks on 52
overview 51
selecting students on 5
viewing forms on 52

Completing
pages 47
tasks 49

Creating
new pages 21, 22
new pages from existing pages 23
new tasks 15, 17
new tasks from existing tasks 19

D
Deleting

archived forms 55
completed tasks 52
open tasks 11
optional forms 26
pages 40
phrases from User Banks 63
uploaded pages 43
User Bank categories 60

Disability categories 146
District Banks 57
Documentation of Attempts

form 80
printing a blank version of 74

Due Process
form 130
forms in task 162

E
Editing

pages 27
phrases in User Banks 63

EMIS
Review Report 75
verifying for a completed task 76
verifying for open task 48

EMIS Data Collection Form
description of 151
printing a blank version of 74
viewing for completed tasks 76
viewing in open task 48

ETR See Evaluation Team Report (ETR).
Evaluation Team Report (ETR)

Agreement to Waive Reevaluation 103
ETR 1 Individual Assessment 93
ETR 2 Team Summary 94
ETR 3 Specific Learning Disability 96
ETR 4 Eligibility 98
ETR 5 Signatures 99
ETR Attachment Page 104
ETR Background Information 105
ETR Communication Skills 106
ETR Cover Page 92
ETR Evaluation Plan Preschool 100
ETR Fine Motor Skills 108
ETR Gross Motor Skills 109
ETR Hearing 110
ETR Observation 111
ETR Social Emotional Status 112
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Evaluation Plan School-Aged 102
forms in 91
printing blank version of 74

Expired Tasks 9

F
Forms

archived 53–55
display on Open Tasks screen 13
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optional 25
printing blank 73
printing in open task 44
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G
General Attachment Page

form 145
printing a blank version of 74

General Invitation
form 84
printing a blank version of 74

I
IEP Due Date Report 67
IEP See Individualized Education Plan (IEP).
IEP Test Type values 147
Importing phrases from banks 30
Individualized Education Plan (IEP)

forms of 114
IEP 1 Future Planning, 2 Special Factors, 3 

Profile 116
IEP 12 Statewide and District Testing 30, 32, 

123
IEP 12 Testing Area values 123
IEP 13 Meeting Participants 125
IEP 14 Signatures 126
IEP 15 Visual Impairments 127
IEP 4 PostSecondary Transition 117
IEP 5 PostSecondary Transition Services 118
IEP 6 Measurable Annual Goals 30, 32, 120
IEP 7 Related Services values 121
IEP 7 Specially Designed Services, 8 

Transportation as Service 121
IEP 9 NonAcademic, 10 General Factors, 11 

LRE 122
IEP Attachment Page 128
IEP Cover Page 115
Parent/Guardian Excusal of an IEP Team 

Member 129
printing blank versions of 74

L
Locking pages 39
Log out, automatic 4
Logging in to Special Services

after system time out 29
from Login screen 2

Logging out of Special Services 3

M
Manifestation Determination

forms in task 163
printing a blank version of forms 74
Review form 85
Worksheet form 86

Modifying student properties 14

N
Navigating Special Services 4

Non-compliance ID values 147
Non-Priority Tasks 9

O
Open Tasks Report 68
Open Tasks screen

completing pages on 47
locked pages on 39
opening pages on 27
overview 13
printing student forms from 44
selecting students on 5

Optional forms
adding in a task 25
deleting 26
including all in a new task 18, 20

Outcome ID values 147–149

P
Page Edit screen

completing pages on 47
system time out on 29
toolbars on 27
using spell check on 35–37

Pages
checking spelling on 35–37
closing 29
completing 47
creating new 21, 22
creating new from existing 23
deleting 40
deleting uploaded 43
display on Open Tasks screen 13
editing 27
locking 39
opening 27
renaming 38
saving 28
unlocking 40
uploading additional 41

Parent Consent for Evaluation 90
Parent Invitation

form 83
forms in task 163
printing a blank version of 74

Printing
blank forms 73
student forms 44
student progress reports 73

Prior Written Notice
form 81
forms in task 162
printing a blank version of form 74

Priority Tasks
in Task Queue 9
setting task as 18, 20, 43
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process flow, special education 6
Progress reports

form for IEP 132, 154
form for WEP 144
printing a blank version of 74
printing for students 73

R
Referral for Evaluation

form 88
printing a blank version of 74

Related Services values 121, 136
Renaming

archived forms 54
pages 38

Reports
Accommodations 67
Completed Tasks 69
IEP Due Date 67
Open Tasks 68
running 65

Reports screen 65
Running reports 65

S
Saving pages 28
Secondary Planning values 146
Selecting students 5
Service Plan (SP)

forms in 133
printing a blank version of 74
SP 1 Measurable Annual Goals 135
SP 2 Related Service values 136
SP 2 Specially Designed Services 136
SP 3 Statewide and District Testing 137
SP 3 Testing Area values 137
SP 4 Meeting Participants 139
SP 5 Signatures 140
SP Cover Page 133

Setting up User Banks 57–63
SP See Service Plan (SP).
Special Education Events Form

description of 146
printing a blank version of 74

Special Education process flow 6
Spell Check

removing words from dictionary 37
replacing misspelled words 35
using on entire page 36

Standards 32
Student properties 14
System Time Out 29

T
Task Queue

change task display options on 10

deleting open tasks from 11
overview of 9
setting tasks to display in Priority Tasks list 43
viewing count of complete pages 48
viewing tasks from 11

Tasks
completing 49
creating new 15, 17
creating new from existing 19
deleting completed 52
Progress Report (IEP) 154
setting as priority 18, 43
types of 15
viewing completed 52

Testing Area values 137
Testing Areas values 123
Toolbars 27

U
Unlocking pages 40
Uploading pages 41
User Banks

adding categories to 58
adding items to categories 60
codes for 62
deleting categories from 60
deleting items from 63
editing items in categories 63
importing phrases from 30
overview 57

V
Verifying EMIS

for completed tasks 76
for open tasks 48

Viewing
archived forms 53
completed tasks 52
student forms from Class Dashboard 2

W
Web site banner 4
WEP See Written Education Plan (WP).
Written Education Plan (WEP)

forms in 141
printing a blank version of 74
WEP Cover Page 141
WEP Measurable Annual Goals 142
WEP Signatures 143


