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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.

*Important Note about File Names*

It is critical to the integrity of the E-Com system that the field names and suffixes (‘.fp7°) are not
changed. Contact Portage Bay Solutions if you need to review a table name.

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.

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

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

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.

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

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

User Similar to standard User level access, but can only edit form data, not student
(Forms Only) demographic data.

Cannot add student records.

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 © 2000-2012, Portage Bay Solutions, Inc. Page 5
http://www.portagebay.com Printed: 05/11/12



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 is available, if an email address has been entered for that user. Upon
clicking the icon, users will either be directed to a screen within E-Com or directly to the email
application installed and configured on a user’s computer, depending on the settings used for your

district.

E-Com Email: Auto-Sender

If your district uses email within E-Com, clicking the email icon will direct users to the Send
Email Screen*. From this screen, users can Send, Save or Delete messages.

*Note - Depending on what a user is emailing, you may be presented with additional dialogs

asking you what documents you want to send before seeing this

a FileMaker Pro - [ECOM (ECOMGG3)]

screen.

N [=] |
™y File Edit View Insert Format Records Help =15 x|
€5 o)

Send E-Mail

To: i Aftachment: Test Studentq Initial

From: kathy@portagebay.com ]

Status: Message draft Test Student Initial Eval.pdf

Message Body:

Click Send, Save, or Delete to continue.

Sent and saved emails from within E-Com are archived and accessible on the Notes tab of the

Student Screen for future reference.

Email via a user’s individual computer

Districts that do not use E-Com’s Auto Sender email may also be
email is available via your individual computer. Some examples

able to use the email feature if
of email clients commonly used

are Outlook, Outlook Express, Mac OS Mail, etc. If you are having problems with your email

client, contact your school’s Special Ed secretary or IT (technical
assistance.

support) department for

Copyright © 2000-2012, Portage Bay Solutions, Inc.
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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).

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

Misspelled words will appear with a

Annual Goal: dotted red underline.

Right-clicking on the word will
display a contextual menu that will

Annual Goal:

Robert will increase his reading fluency skills by . .
Current Academic Funtionine by 12/152000 give you suggested spellings.
ed Spellings Functioning
fonore Al To add the word to your local user
Ignore "
' - || dictionary, select ‘Learn’ from the
Paste Unformatted Text -
Method/Criteria for Fve Spelling... menu as shown.
‘ Eont ’ 3 ) : :
S » If the ‘Learn’ option is grayed out, no
-Points to Consider: Style i’ local user dictionary has been created.
*Measurable annual goals ~ Text Color > |for specially designed instrue | See "Adding Local Dictionary"
Insert »
*Measurable annual goals on curriculum or, for prescho
activities.: Export Field Contents...

Adding Local Dictionary

@ FileMaker Pro - [Student_ {(ECOMGG3)]

To create a local user dictionary,
™y File | Edit View Insert Format Records Admin Help

Qe oo T v - T choose ‘Spelling...Select
i e List Forms Admin .. . .
. B Dictionaries’ from the Edit menu to
E-Cor - Serkrel . .
G e display the dialog.
Paste ciris o fig1ss Active 0 ||| _BAtCh:
Local # [ALVARMONODD Batch  Batch
— 0 OTHERI
AlvarezJacobo
—— 4 IEP
cilen | e BBota
GradeF I:Iassl_
Actions. Find/Replace...
Spelling Chet tior,..
Print... Object » ?hffk %gcord. . .
Envelo Check &ll,
Covel Export Field Contents, .. Crl+Shift+Y it |
List i
Reporl Sharing Select Dictiol
Preferences... Edit User Dictionary... a

2Ixl | Click the New button and then enter a

TSI location to save your dictionary. From
) ) . R .
e th.1s point opward, the Learg option
€ Use Main Speling Dictionary only will be available when you right-click
(% Use Main Dictionary and User Spelling Dictionary on a misspelled WOI'd.
C:\.. \FileMaker\FileMaker Pro}10.0\User,upr
Select... New... OK I Cancel
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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 {_J: Compliance Warming [J ||

Created by hawe on 572242002 =t 1:53:10 PM Wodified by Kate Wheeler on 743042009 =t 5:42:19 PM

1UU|V..||‘,Y'=T],Browse v| 1 l

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

In addition, you can now 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. When you next 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
(st ) Foms ) A ) (Fna ) [ ToDolList 1€ L3

10f1

FEA

Navigation Bar

E-Com version 6 now provides a centralized Navigation Bar that is accessible via almost every screen of
the application.

OQ (ot ) Ut ) Foms ) Admin ) ([ Find ) ([ hep ) _our ]EEIQEEI

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 student caseload, including “to-do” task list functionality;
4) List - Display a list view of the current student, staff or forms set found;
5) Forms - View and manage the complete forms database (access may be limited to administrators
in some districts);
6) Admin — Access administrative functionality (access limited to administrators);
7) Find - Search for a subset of students, forms, etc.;
8) Help - Activates help shortcuts for various features throughout the application;
9) Quit - Close out of the application;

Copyright © 2000-2012, Portage Bay Solutions, Inc. Page 8
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10) Found set arrows - Navigate within the current set being viewed; the circle in the center of the
arrows will show all records when selected.

Help

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 screencast 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 is an available video on adding a
batch.

@Q[ Scent | ([ staff ([ wist ) Forms J(Admin ] (_Find ]2 (_Help ) Quit ) EII,EJZ'OIIE
E-Com Student Entry WHJWTSMH Staff | Other Docs 1
Student Information
: 2
Goto. 2 |Student# [517370 D [17370 Active [ [B‘mh (asd) H 2 ]
AC ssSID Local # | Batch Batch Name Date Init =
0 OTHER FORMS 3/21/09 5
( ] [Veme  [Sample [Wheeler = = A= X
a0 & 3 Transfer 8/4/09 KW 8 > 8 = X
tech ciraes el 41 FBA/BIP/Manifestation 7/26/09 KW A= X
Phone ) [ Grade|  Class| 8  IEP w/Transition €/20/09 A= X
Actions. Email 7 IEP Revision 5/12/09 KW I T=ED <
New | Birthdste [1/1/2000 AgeE ylrz. m Gendetl 3 Transfer 5/12/08 KW n = 5 = X2
F Condition |01 [pevelopmentally Delayed D B Descriptor Batct Date Init
pueas of Service ce orOlseD PTLI 5 ) crarp 2 siens kw M P
Envelope [adaptive/self-help Skills <] Hesring[J Vis O 1 =ve T an 2
Coves] [Behavior Mansgement Transport [ || 0 19 Rast Medical Info 3 7/909 KW = 5P
List |Behavior Mansgement ESY DSan‘“""'S O  19Rast Medical Info 3 7909 kw =P
= 2 |[Fine Motor 3 et O 12.41EP Goals SLP 2 52709 KW P
i : Med ElgbiCons [] (]
O 12.41EP Gosls Math 3 szrookw B

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.

FileMaker Pro Help
Keyboard Shortcuts

If you have a version of E-Com more recent than v6.28, you can also

‘ E-Com Admin Manual . . . «
sgrams [} E_C22 Us::.': M::J'; create a support ticket dlrectly .from.E—Com using thg C.reate Support
s H‘ Release Notes Ticket” option. For non-administrative users, an email with a blank

address will come up; they should enter the email address of their local
— ey E-Com administrator, along with additional details of the problem. (If

Create Support Ticket

Downloads and Updates necessary, the admin user may then forward the issue to the E-Com
Register Now support email.)

Copyright © 2000-2012, Portage Bay Solutions, Inc. Page 9
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Chapter 2: E-Com User Log-in Procedures

E-Com Log-in Procedure

&

EGom
BLCTInT P

Find the “E-Com Login.fp7” icon on your hard
drive and double-click it. This will generally be
on your desktop.

Open “"ECOM™
@7 Open "ECOM" using:

€ Guest Account

21|

' Account Name and Password

Account Name: I testStaffz

Password: l

Change Password. .. | OK I

Cancel |

The E-Com Login screen will appear.

Enter the user name and password assigned to
you by the system administrator and click OK.

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

Setting Default User for Login Screen

a FileMaker Pro - [Student_ (ECOMGG3)]

™y File | Edit View Insert Format Records Admin

Depending on your computer configuration, the

o “u= G4z C login dialog shown above will most likely not
= default to your E-Com Account Name. To
Stud . R
6o ctrkc change the default, select ‘Preferences’ from the
To Active CErl+Y Bithdate .
> 212002 6y Edit menu and change your User Name as shown
| 113120036 below.
4 2003 8
P = TR bmamooz 7
P © Find/Replace... p123/2003 6
4 Speling ) 2520026
P = 1222002 6 y
> Object * tremoos s
| Export Field Contents.. /3020036
P E 124120036
4 Sharing > Frizo00z 6
2l Change your Default User Name by entering it in
General ILayoulI Memory] Plug-lnsl Fonts I the User Name fleld
[~ User Interface Options
[V Allow drag and drop text selection
I Show FileMaker Quick Start Screen
[V Show recently opened Files: [T
I™ Enlarge window contents to improve readability
Reset dialog sizes and positions: Reset
User name: [ teststaffz]
User Interface Language: | English v
Font smoothing style: Dark v
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Chapter 3: Staff Screen

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

Navigation Bar

®\ FileMaker Pro - [ECOM (E-Com_Dev)]

[y File Edt View Insert Format Records Reports Help

@ @ (st J(_Forms J(__Admin ) [(__Find | (__Help ([ ouit | mg}m
Staff Entry for Test Staff5
Actions... Staff Information -
statf 0 Foi Initialsz‘_ Case Mar | Teacher | Other | To Do | Schools/Programs | Active Forms]
Student First/Last frost IStaﬂS Active Only [
Title Resource Model Teacher Active Name Last Eval Next Eval Last|EP Next|EP Case Manager
— i
Statf csz [
Phone
- :hn:niz kathy@portageb Roles, To
-Mai ortagebay.com Do's
Add & Cettification [6Fully @ Partially O None !
Delete Specialty kdscsa I
/ 4 - Active
Info & Default Screen | ase Manager Forms
Settings | Tabs
Edit Login ID testStaffs /
LoginPassword JAccess Level 5
Login / Include Staff in Pop-Up Lists
Settings Unchecdking this will disable login
AL ability for this staff member.
Notes i
Isda test -l
Notepad
Copyright @ =
1996-2010
Portage Bay
Solutions, Inc. I~ [ My Students | [ My Template |
— \\
Student List Template/Practice Student

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.
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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.

Staff Information

Staff ID I: Initials'fl

First/Last [Test [statf2

Title Resource Model Teacher

Address

csz [

Phone

Phone 2

E-Mail  |kathy@portagebay.com
Cedification |O Fully O Partially O None
Specialty |

Default Screen rl'eacher

( Edit ]Login ID testStaff2

LoginPassword ) Access Level 2

Include Staff in Pop-Up Lists [
Unchecking this will disable login

ability for this staff member.

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.

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

If you have a version of E-Com more recent than v6.28, you will also
have a zoom preference option, where you can set all forms to be opened
at either 100% (the default) or 150% (some staff find this more readable).
This setting, if you have it, is directly above the “Edit Login/Password”
button.

Default Screen Settings

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

Staff Information

...............

InitialsiT>
Test HiStaff2
Resource Model Teacher

s
First/Last
Title
Address
CsZ
Phone
Phone 2
E-Mail kathy@portagebay.com
Cedification QO Fully O Partially O None
Specialty

Ediit
Login/Passwo

.......

Unchecking thiswill disable login

ability for this staff member.

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).
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Default Form Zoom Settings

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

Certification IO Fully @ Partially O None
Specialty |
Default Screen  [Case Manager

Default Form Zoom |® 100% (Normal)
O 150% (Zoomed In)

{Change takes effect on next login)

{ it 11 mnin 1IN dasianar

Staff Information Choose either the 100% (Normal) or 150% (Zoomed In)
StaffID  |557 Initials /7 option to set your preferred zoom level for forms.
FirstiLast [Jessica [Bagley ) ]
Title Elementary Special Ed The change will take place upon your next login.
g‘;dzmss ] Note: This works only for forms. For all other screens, you
Phone will need to use the zoom option at the lower left of the
Phone 2 window (to the left of “Browse”).
E-Mail Jessica@valley.edu

Login Settings — Editing Your Password

Edit Login ID testStaff2
LoginiPassword ) Access Level 2
Include Staff in Pop-Up Lists

Unchecking this will disable login
ability for this staff member.

From the Staff Information area of the Staff
screen, click on the Edit Login/Password
button.

E-Com Login Entry

User ID iess
o |
Complex p d enf tis Off.

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

[ Cancel ] [ Save ]

Copyright ® 1996-2008 Portage Bay Solutions, Inc.

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

Once you have finished, click “Save” to
continue or “Cancel” to return to your screen
without saving the changes.
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Notes Notepad

Notes 2

&

[ My Students | [ My Templa

|

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

Roles Tabs — Case Manager, Teacher & Other

Case Mgr| Teacher | Other | To Do | SchoolslPrograms‘ Active Forms | 1.

(active 0n|y9
Active Name Last Eval Next Eval Last IEP Next IEP Case Manage

1 [ Alot, Lance 1/108 12/31/10 6/30/09 6/29/10 John b~
2 [ Miller, Aaron 10/109  9/30/12 1/19/10 1/18/11 Gale Luce P |
3 [ Studentt, Test 2/1410 143113 1430710 1/29/11 Test Staff2 -?—‘
4 [] Wheeler, Sample 81609 8/M5/12 7//10 630111 Kate )

4]

S 2.

[ My Students ] [ My Template ]

The Case Mgr, Teacher and Other tabs
on the staff screen show the students
assigned to the staff person in those roles.
In other words, the Case Mgr tab shows
the students for whom the staff member is
the case manager; the Other tab shows the
students for whom the staff 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.
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To Do Tab

Case Mgr | Teacher | Other | To Do I,SchoolsTAc‘live Forms]

Date Type Staff ID Student To Do Don
10/10/2002 Phone call 9808 K P Cindy Gowers O
Do some stuff later...

6/20/2009 Meeting 9398 K P Cindy Gowers H O

6/20/2000 3:40:25 PM

The To Do tab displays items marked as
“To Do”. They are set for a particular
student within that student’s Notes tab.

To review the note details, select the View
button. 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

This staff member works with students
from the schools in the list below

Case MngTncharTOlhorTTo Do | Schools/Programs | Active Forms |

This staff member works with students
from the programs in the list below

AL Alder Elementary p 4l 2 Special Education ) 4l
M Vine Maple Middle X X
X

|

The Schools/Programs tab lists schools and
programs for the student(s) this staff
member supports.

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.

Active Forms Tab

This tab gives users quick access to specific student forms for the given staff member’s student load (i.e.,
the staff person filling any of the roles for the student: Case Mgr, Teacher, SLP, OT, etc.)

Case Mgr | Teacher | Other | To Do |.Schools-| Active Forms |

Displaying Active forms: |1.1  JMutual Exch Print Forms |
Student Type: (@ Active O Inactive O Both
Done Name Last Eval Last IEP Descriptor Print
1] Ducken, Haid'n 12/1406  1/13/00 p [~
2 L Ducken, Haid'n 12/14/06  1/13/09 - p
3 [ staff?, Sample 1201307 3/2/00 p

From this tab, staff members can:

View any active forms for their students, whether
those students are active or inactive, or both (setting
defaults to Active).

Print forms or form sets.
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To View Forms:

Select the form you want from the drop-down list next to “Displaying Active forms” and choose the Student Type.
Students with that form in their records will appear below.
Select any row displayed for a particular student to view the form.

To return to the active forms tab from the form itself, select “Go to Staff”’ from the Forms Options menu along the top of the
window.
To Print Forms:
Select the Print checkbox for one or more 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.

To do so, select any one of the student listing tabs (Case Mgr, Teacher or Other) then click the My
Students button at the bottom of the tabs on the Staff screen as shown.

L —

[ My Students yTemplate]

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

Iztudent List (CRepots ) (CStudent ) (__sSteff ) (CAdmin J(_ Fina J(_ Print )  ‘iewina3of3 found Total 15,
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 Alder Elementary 4/4/09 1/2/08 10420 @
’ [ 99906 Parks_Katie 19y 9m Jill Jackson Silver Fir High 2/4/09 1/1/11 2 .
P BE 99903 Kelly, Kiers 12y8m ! Larch Elementary 21109 13111 (]
Sorting

This list of students will be the same as viewed on the staff screen, but allows the list to 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.

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:

* 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.

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

The 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.

To easily find, print or export a list of all students assigned to a particular staff member, do a find for that
staff member. On their Staff screen, select the tab for the role you are interested in (case manager, teacher,
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other) and click the “My Students” button. From the list that appears, select the “Print” button. From here,
you can export the list as an Excel document, email it as a PDF, or print it.
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.

L
[ My Students | [ My Template l‘

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.

Forms | Notes | Placement | Special | Staff | Other Docs ] Access the Student screen for the
Age as of 8/31/2010 6 (State Count) student you want to assign as your

I Projected Graduation : :
Rl g e A template student, either by running a
LRE Codes  oTimein GE LRECode Exception LRE Code Final LRE Code find or navigating to their Student
LRE Setting: [ [ 1Student ] | 1

| ) screen by another method.

Initial Current Next/Due Exception Date Due Date Extension Date Click the SQecial tab as shown at
H 6/10/12 : H

1111710 {_11/11/10 rlght.

Referral Date Referral Reason ; Finally, select yourself from the

Parent Consent Date

bt oot Template For popup menu at the
igibility Date

Eiigibility Type I bottom as shown.

Eligibility Determination [ ] . .

Completion [ ] Note - Be cautious if you are
Extension [OYes ONo selecting a real student as your

Extension Reason [ |
Date Addendum to Staff
Addendum Completed

template. Any changes made to a
template record will make real time

Med Eigbilty Med Eiig Verf Date | changes to that record.
Med Consent OY ON : Consent Expires #129/2011 i
Medicaid Notes [<] To return to the Staff Entry screen
from this screen, click on the “Staff”
] navigation button.
Resident District Serving District
Resident Dist # |502 Serving Dist #

Adult Student eded
Medicaid Eligible er needed

Translation Req
Lives with Status

Template for::
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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)]

™y File Edit ‘iew Insert Format Records Reports Help

Staff Entry for Test Staff2
Actions... Staff Information

Initials|’

A |U_student ] o) ast et

[statt2

Create New Title Resource Model Teacher
Staff
Address

pee

1

Print... Phone

To Do List I Phone 2

To add or delete staff entries, select the
appropriate button shown. These actions are
reserved for Admin and Manager users (access
level 2 & 3 respectively).

Admins can perform any of the actions while
Managers can only use the “Create New
Student” button.

Print Shortcut - To Do List/Service Roster

Tools Help

:hools/Programs TAclive Forms]

10of1

| My Service Roster ECOM (I
To Do List o01m)

Student

To Do Done

T4 P Margaret Turpin
Hfaults to me but can change itto

B O
View |

To print the contents of the To Do tab in a list
format, select the To Do List menu item shown.

Select My Service Roster to get a copy of your
assigned students and minutes. You may also
print, email, or export other staff’s rosters to an
excel document. Simply do a find for the staff
member, and on their staff page, go up to the
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
screen, 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.

Navigation Bar

g} FileMaker Pro - [Student_ (ECOMGG3)] = |EI|5|
™y File Edit View Insert Format Records Admin Help & x|
B
@ ([ stai J[ List [ Forms [ Admin | [ Find | [ Help ][ ouit | E@ng ”ﬂ
Website |E-Com Student Entl'y IFormsTNoiesYPlacementTSpecialrS{aﬂTOlher Docs 1 Newr Document
shortcuts Student Information
N [0 Student# 18178 Dl Adive CIf[| B2t : J
AT SSID eses63651 Local # [WEIKEANTOOO Batch  Batch Name Date Init .
Name  [Sample [Staff2 = MG 125508 I I=ED 45 Forms
Mao & 4 IEP 812608 K O 28 =X ’
addrane 275160 StNE — = I Notes
ec Carnation MT Bzo1a 7 IEP Revision £/19/M09  sas n e B = X Dl ) t
Phone () [ Gradef1  Clas 4 IEP 81908 sas A= X acemen,
Add ctions... Email | Special,
Student New Bithdate [/372002  Agef  v[11 m Gender[M — Staff &
Print Cendition |12 |Cornmunicatit;nTDiD50rdee;eE P10 Done Form Descriptor Batch Date Init - Other DOCS
- Areas of Senvice GE . » [«]
Envelope Fine Motor [«] Hearing O vis O ] S Mtg Invite 4 82608 K M B ' TabS
Print Cover Grosz and Fine Motor Transport D [:I 6.1 Prior Written Notice 4 2/26/09 K ™ E }
shortcuts T Wiiting esy 0 Miarantg [0 11.2 IEP Cover New a4 siema K M
Reports U |ved Elgsb:ézt:sNS O O 12.4IEP Goals Writing 4  sreema K =P
hd Curent  NextiDue [0 124 IEP Goals Gross and Fine 4 8/2609 K ™M E ’
Language | Eval[ 121307 1211310 O 124 1EP Goals Fine Motor a4 sema K AP
Info & Ethnici O 134 Progress 4 82609 K ™ B}
Setti 1 O 141 IEP Sum Matrix2 a4 srpema Kk MO
euings Home School 121 [ 34.3 Assessment a4 spema K M)
Senving School Pl121 O 821 Accommodations 4 smema K M)
Non-District School [ -
Case Magr Pl Test Staff2 A4
T 3 Form: [_Add | ]
Psychologist Plozos Kathy Bravo
School, B >
Staff &, PT 2 udent Status Date Details
Notes oT |4 atus -
Settings Notes =
Address to Print |[Both, Street Addr Parent Info
Salutation |Roberta and Aaron Wei ker
Student Pre First Last Phone (work)
access o — Roberta fwei ker J425549-0110 }4 >
data Alet O Delete [J Compliance Warning (] [ laaren Piei ker I -
Crezted by Kate Wheeler on 7/30/2009 5t 5:36:52 PM Ioditied by kathy on 872672009 =t 12:48:52 Al Copyright @ 1996-2009 Portage Bay Solutions, Inc.
0720 fi pyrigl ge Bay Soluti -
100].._]!51 Browse  w| ¢ | y
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Information & Settings

To the right of the website shortcut (Go To ...) buttons, you will find the Student Information area.

Student Information

Student # [s30782 o Active
SsSID Local # |

:a'se Sample [Staff5

Address 123 Main Street

[Grand Coulee WA~ |
Phone (H) [425-555-1234

C'adeﬁ Proj Grad E019
Emai
Birthdate [111712002 Ageﬁ y[11 m Gender IF

Condition [08 [Deafness
Areas of Service GE orgsw, O PTO ESYO
ICommunication = Hearing®@ Vi[O
Transpert [0
Migrant OJ
Safety Net
Language W
Ethnicity Iaucasian
SpEd 504 Active Programs
Current  Next/Due 01504 _
Eval 21M10] 13113 [ Special Education
IEP 1/30/10 1/29/11

Data may be edited here by authorized staff members as
information needs updating.

From this section, users can view:

1))

2)

3)

4)

Student demographic data — address, phone, “Active”
status, disabling condition, language, etc.

Student’s Areas of Service — this is a view of the
services defined* for the student.

Quick “keyword” classifications — this is done via
various keyword checkboxes** to the right of the Area
of Services section

For example: “Transport” denotes whether a student
requires transportation in order to receive services.

Eval and IEP dates — Any updates made to these fields
after the forms/batches have already been 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 overridden by the data imported from SIS. Check
with your E-Com Admin to know which scenario applies to
your district.
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School, Staff and Notes Settings

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

ISchool, Staff, and Hotes

Home School Pf121

Senving SchooINi:/' 1

Non-District School [

Case Mar ’l Test Staff2

Teacher N

Psychologist ’ 9898 Kathy Brawvo

SLP | 4

PT pl

oT pl

Notes

Compliance
Alet O Delete (] Compliance Warning[(J

MM KR

1)

2)

3)

4)

Schools:

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

Depending on your district’s settings, selecting the
black triangle next to the Home or Serving school may
take you to the School Data Entry Screen.

Staff:

Case managers, teachers, psychologists,
speech/language pathologists, and physical and
occupational therapists can be set here. Note: The 504
case manager, if any, may be set by clicking on the 504
tab directly above this section.

Selecting the black triangle next to any of the staff
assignments will take you to the Staff Screen.

Staff members listed here may also be emailed directly
by selecting the envelope icon.

Notes:

Like the Staff screen, this field can be used as a notepad
for notes of any kind.

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 either the areas of service are not aligned
or the Medicaid expiration date has passed.

The Delete box may only be used by Admin level users.
Please see the Admin manual for more details.
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Student Access Data

1
Compliance
aAlet O

Delete [] Compliance Warning [

Roberta
Paron

Cregted By Kate Wheeler on 7/30/2009 =t 5:36:52 PM Noditied by kathy on 8/26/2009 =t 12:48:52 A

100| . od =] Browse vlﬂ

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.

Forms Tab
MPlacememTSpecial Staff | Other Docs 1 New Document The Forms tab is divided
Batoh: [ Ads | ] into 4 sections:
Batch Batch Name Date Init
Batch e R FORMS I I=0P 4= From here, users are able to:
Listing 4 IEP 8126108 K T=E0 < 1) Manage a variety of
7 IEP Revision 21909  sas n e 5 = X actions associated to
- ESs 00 =X forms and batches
- 2) View ‘Student Status’
Gre—Form Teseriptor Tateh— Ute Tt details.
O 5Mta Invite 4 sooma K AP 3) View, email and access
F O 6.1 Prior Written Notice 4 82609 K M B’ ‘P I f N d
OIS M 14 2 1EP Cover New a smeme K AP arent Info” data.
Listing O 124IEP Goals Writing a sreena K =B
O 12.4IEP Goals Gross and Fine a sreena K =B
[0 12.41EP Goals Fine Motor 4 826029 K M 5 >
O 134 Progress a sgrena K =ME)
O 141 IEP Sum Matrix2 4 giema K B
[0 34.3 Assessment a srpena K =B
O §2.1 Accommedations 4 siena K =B
Form: |_Add ]
—
Status Date Details StUdent
Status
Log
Address to Print [Both, Street Addr Parentinfo i _ Parent
Salutation |Roberta and Aaron Wei ker Info D
Pre  First Last Phone (word) nfo Data
| [roberta hwvei ker J4251543-0110 = >
ron hvei ker | =

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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(Forms | Notes | Placement | Special | Staft | Other Docs 6 New Documents | | The Batch Listing displays all
Batch: | batches that have been added for a

Batch  Batch Name Date nit particular student.
0 OTHER FORMS 7/6/10 sas 8= por X | o
i P 91710 KW 0 ror X Clicking on any batch number (as
1 dinitial Eval 8110 KW O g por X shown) highlights that batch row
green and simultaneously displays
all forms for the batch in the Forms
Listing located directly under the

Done Form Descriptor Batch Date Init
D Spec B Ref Nolif “ 4 sy kw a3 -] | Bateh Listing. Locked forms will

qst Medical Info 1 8110 KW = ) appear with a red highlight around

dividual Eval D 8r11/10 kW 5 O the “Done” checkbox. Locked forms

Gvictet Eval D 81110 kW = 5 may not be edited; if they are locked

et ik 1™ accidentally, they may only be

unlocked by an administrator.

[N

|=

=

Any form added that is not
associated with a particular batch
will go into a batch named “OTHER
FORMS”.

Student Status Log

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

Student Status Date Details Depending on your district’s

B | policies, users may denote students’
“special status” here (e.g.,
graduation, exit from special ed.
program, ancillary student).

Add

4

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 The ‘Address to Print’ popup menu
Add to Print dian, Maili Salutati H
cdress to Print [Guardian, Mailing ] Salutation [To the earsnts or guardian of allows you to select which address
Pre First Last Phone (work) Emai . .
[Mr. D Mitter [509-746-8778 | = will appear on envelopes printed for
[Mrs.| [mitter [509-555-1234 | =

the student.

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, lock, refresh, print, email or delete a batch.

Adding a

Batch

mumrmmstmm | staft | Other Docs )

Batch:h

Batch  Batch Name Date Init Locked
0  OTHER FORMS 711510 T3 O 8= X (=]
1 Initial Eval 7122110 T4 O 8 = X
4 IEP 711510 T3 O 8= X

-]
Form Descriptor Batch Date Init

4.9 Summary of Eva

20 Spec Ed Ref Notif
19.1 Rgst Medical Info
28.1 Individual Eval D

722110 T4 3 3[4
7122110 T4 3
7122110 T4 A Y
7122110 T4 A 5y

Done
[m]
[m]
[m]
O

I= (1= |l (|

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

Batch Chooser Screen for Dean Spencer

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

10 Batch Name Batch Description Batch #*
Bl riti= Eval 1

8 Blank Batch
6 CD IEP

5 CD Initial

7 CD Reeval
4 IEP

W' Byl baten..
Dbl Initil Eval bn Referral and Notification

10 Preschool Reeval
2 Reeval
3 Transfer
19 Request for Medical Information for Evaluation
2 Evaluation Team Plan Worksheet
L] Notice of Action

Sort Order

n to Evaluate for Spec Ed/Consent for Initial Evaluation
pal Exchange of Information

5 Meeting Notification and Invitation
4 Team Eval - Long

28 Individual Evaluation

28 Individual Evaluation

Cancel | 0K

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

From the Batch Chooser screen,
select a batch from the list. The
forms in the batch are listed in the
rows displayed at the bottom of
this screen.

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

* Note - Your district’s system
administrator is responsible for
batch management. They decide

which forms are listed within a batch, if multiple copies of the same form are needed, and the

order in which the forms appear in the batch.

Locking a Batch
Forms | NochPlaeomomTSp«:hI | Staff | Other Docs

2 New Document ]

Bateh:
Batch Batch Name Date Init Locked
[+ OTHER FORMS 12/29/10 T2 (m] e E =4 poF ) “‘
o Initial Eval 12/29/10 T2 O e E = poF X | |
4 IEP 12/29/10 T2 O g B 4 PoF )€
58  Assistive Technology 12/9/10 T2 O g B =4 poF )L
3 Transfer 10/110 ™™ O e E =4 PoF )€
|

Once all the forms within a batch
have been completed, the batch
may be locked so that completed
forms are not accidentally changed.

Clicking the Lock box locks all
forms in that batch. Forms in
locked batches may only be edited
by Admin users. Be sure you intend
to lock all forms in the batch before

doing so. Unlocking can only be done on a form-by-form basis, by an Admin user.
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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 lapse 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 lapsing 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 is later changed (for example:
disabling condition, age, etc.) the data will be incorrect on the form. 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 or marked as completed (e.g., Eval 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 complete, or are locked, you will not be able to refresh the batch.

f_TFom' umTPhumstpoemmnﬂ OtherDocs 2 New Document ) Click on the blue Refresh icon to
refresh a batch.
Bateh:
Batch Batch Name Date Init Locked
0 OTHER FORMS 12120110 T2 O & por X [~
1 Initial Eval 12/29/10 T2 O SmrorX | |
4 IEP 12/29/4C T2 O BmrorX
58  Assistive Technology 129110 T2 O e E =4 PoF )€
3 Transfer 100110 ™ D$ E 4 poF
oy

Users will then see the following

dialogs (shown to the left).
Are you sure you want to refresh this batch?

For districts with nightly
imports, users should select “No”
for “Refresh Dates” since the dates

Cancel I | OK I displayed on the Student

2l | Information Section are typically

Refresh Dates blank or incorrect in districts using

imports.
Would you like to refresh the IEP/Eval dates as well?
Clicking Ok will set the IEP date to 10/12/2009 and the eval date to
9/3/2009,
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Printing a Batch

)

Forms I NouoTPheomontTSp.chl I Staff I Other Docs 2 New Document ]
Batch:

Batch Batch Name Date Init Locked

0 OTHER FORMS 12/29/1¢ T2 (m] e E 4 poF ¢

1 Initial Eval 12/29/10 T2 O BmrorX

4 IEP 12/29/10 T2 O g 5 4 poF X

58  Assistive Technology 12910 T2 O e E =4 poF )€

3 Transfer 10/410 ™ O g B = poF X

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

Emailing a Batch

J

Forms I Nmrmrm | MI Other Docs 2 New Document ]
Batch:
Batch  Batch Name Date Init  Locked
0 OTHER FORMS 12/29/10 T2 O BmrorX
1 Initial Eval 12/29/1¢ T2 O e 5 = poF )
4 IEP 12/29/10 T2 (] e 5 =4 poF )€
58  Assistive Technology 12/9110 T2 O e E 4 poF X
3 Transfer 10410 T™ O g 5 4 poF X

Click the Email icon to email all
forms in the batch to any email
recipient.

Creating a Batch PDF

J

Forms I NMTPWT&)&I‘I | Staff | Other Docs 2 New Document ]
Batch:

Batch Batch Name Date Init Locked
0  OTHER FORMS 12/29/10 T2 O &= ror X
1 Initial Eval 12/29/10 T2 [m] g B =4 poF )
4 IEP 12/29/1C T2 [m] g E =4 PoF )L

58  Assistive Technology 1209110 T2 O g E 4 poF )€
3 Transfer 10/410 T™ [m] e B 54 poF 3

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.

Deleting a Batch

)

’FomsTNmTPhummTSpocu | Ml Other Docs 2 New Document ]
Batch:
Batch Batch Name Date Init Locked
0 OTHER FORMS 1212910 T2 O 8 ror X
1 Initial Eval 12/29/10 12 O 8 = ror X
4 IEP 12/29/10 12 O 8= ror X
58  Assistive Technology 120910 T2 [m] g B = poF ¢
3 Transfer 10410 ™ O g 5 4 poF X

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

You can only delete batches that you
created.

The Other Forms batch cannot be
deleted.
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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

mnmphummrsmw | staft | Other Docs

Batch
Batch Batch Name Date Init Locked
o OTHER FORMS 7/115/10 T3
1 Initial Eval 7/22/110 T4

fhl

/1 T3

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 light green.

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

Moving Forms from One Batch to Another

Forms | Notes | Placement | Special | Staff | Other Docs )
Batch:
Batch Batch Name Date Init Locked

0  OTHER FORMS 715110 T3 O 8= X[

1 Initial Eval 7122110 T4 O g 5 = X

4 IEP 715110 13 O 8= X
Done Form Descriptor \Atch Date Init
O 4.9SummaryofEva 1 7/22/10 T4 = B [~]
O 20 Spec Ed Ref Notif 1 TR0 T4 =G
O 19.1 Rgst Medical Info 1 7e2me T4 =B
O 28.1 Individual Eval D 1 72210 T4 w8

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.
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Would you like to transfer this form to anather batch?

Cancel | OK I

First you will need to confirm that
you intend to move a form.

Z

Batch Number

Please enter the Batch Mumber you wish to transfer to:

Batch Mumber

Then you will be asked for the batch
number you wish to transfer to.

a

Z

Batch Date

Please enter the Batch Date you wish to transfer to:

Batch Date

Finally, users need to provide the
batch date. There are times when
students may have more than one
copy of the same batch type (IEP,
Eval, etc.). The date is needed to
ensure that the form ends up in the

| 9115409|

intended batch.

/
Forms | NotesTPIacementTSpecid Staff | Other Docs The form will then be shown at the
(Bateh: (2] ) top of the forms listing for the
Batch  Batch Name Date Init " | | destination batch.
0 OTHER FORMS 5{12/09 0258 = x|
1 Initial Eval ansms T2 W I=ED < *Note - Forms can only be moved
between batches one at a time.
Done Fi Descriptor Batch Date Init -
O 54 Trfr Stu Report 1 omne Tz =B
m 10 Ract Madical Infa 4 aM4mna T2 =4 ﬂ . ‘
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 last year’s IEP batch for a

student as a template for this year.

Form: 5
MtG INvITE

Go To...

Actions...

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

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

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

Duplicating From:
Current Student Marty Duncan

Current Batch [5/10/2012 14.1 IEP Sum Matrix2 <]
66 51102012 13.2 Progress w/Obj
51012012 12.7 IEP Goals/Obj
51012012 1.3 IEP Cover wiAreas
51012012 127 IEP Goals/Obj
51012012 12.7 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 Birthdate

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

After pressing the tab key verify that the student information under the Verification area appears and is

correct for the student you wish to duplicate to. If correct, press the button below to make a duplicate
copy of Marty Duncan’s batch listed above for the student selected above. The duplicate batch will be
added to this student's Form List on the Student Screen.

( Duplicate Batch for this Student ] [ Cancel ]

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.

* Note: 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.

If you hit the “Select
Student” button, you
will get a search

screen where you can enter a student name, in full or in part, to find the correct record.

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

Robert Martello = 5

Margaret Selph « 7

Maria Quigley » 28

Margie Maldonado =« 30

Marty Duncan = 36

Margaret Turpin = 46

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
displayed. (You cannot search by
SSID or student number.)

Only active students can have forms or batches duplicated to their records. Inactive students

will not be found.

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) 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.
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Using a Form

Adding a Form

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

mplacememTSpeeial Staff | Other Docs

1 Newr Document

1) From the Batch listing, click the batch

( Baten: ] number of the specific batch you want
Batch Batch Name Date Init
RO T HEGIEORME P -I=03 4= the form to be added to.
4 IEP 8/26/08 K o8 =X
7 1EP Revision or1ome  sas - I=ED - If you don’t want the form to be
a \Ier 51500 W =as 028 =X included with any particular batch,
! ; click on the “Other Forms” batch.
Done Form Descriptor Batch Date Init .
O 5Mta Invite 4 smems Kk QP 2) Click on the Add button below the
O 6.1 Prior Written Notice 4 8/26/09 K 4%) Forms listings ThlS generates a pop_
[0 11.21EP Cover New 4 srens K =B “ly . ..
0 12.4 127 Goats Niiing % a0 &k M) up menu within the Forms listing area.
O 12.4IEP Goals Gross and Fine a spems K MEP
O 12.4IEP Goals Fine Motor a4 8/26/09 K 5 ’
O 131 Progress a4 sgiena K MO
O 14.1 IEP Sum Matrix2 4 gieng K MO
O 34.3 Assessment a speng K B
0O 8§21 Accommodations a4 gizeng K HMOP
[Form:[ Add k\ ]
2
ZonehVgForm - 3;;‘; :\‘: O In the pop-up menu, use the mouse to click
71 Mutual Exch B 4 amne kw4 D on the desired form. Use the scroll bar to
21 Eval Plan 4 2r4n8 gl B see all the forms available in the menu.
4.2 Eval Supplmnt - SD a4 2i2am9 g =P
4.5 Eval Report . a4 22400 gl M 5 »
6.1 Frior Written Notice .4 212408 gl f“dE'
7 Consrt Initial 4 2/24109 gl ™ 2>
8§ Consnt Reeval a 2408 g MO
91 Due Process ........................................... & 24.24109 gl .\-4 E ’
04 11.21EP Cover New v a  2i2am3 g =P
[Form: ((Add ) ]
2 02 W 2 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., individual area of
service for each goal form).

Emailing a Form

O 821 Accomodations

a4  2/a0a ki 4B

Click the Email icon to email the form to
any email recipient.

Printing a Form
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Click the blue printer icon to Print the
form in that row for the selected student.

Users can also print a particular form via
the Form Navigation Bar on a particular
form.

[0 821 Accomodations e 244009 Ky 5 12
Accessing an Individual Form
Done ¥ Form Descriptor Batch Date Init
0O 12.4 Goals Reeval 2 81808 JN P
O 28 Individusl Eval Reeval 2 s17/08 KW B P

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

™y File Edit View Insert Format Records Form Options Goto Help

&Y FileMaker Pro - [M - Individual Eval - Student2]

[VaLLEY SchooL DisTricT SeeciaL Ebucation

Individual Report:

Staff Label for Title

Actions: Insert Text || Enter More Print Form Go To: Student @@@E

555 West Valley Rd, Yakima, W&, 98902 Phone: (509) 456-8596 Fax: (509) 658-9856

Stadert # _ 12345TS2  DOB _3/8/2001 Date [ 9/11/2009]

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.
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Form Navigation Bar

Once in a form you will see the Form Navigation Bar, a yellow area to the right of every form.
It contains creation and modification information as well as action buttons to help forms
processing. In addition, on multi-page forms, there is a rolling header with most of the same
buttons. Users can also use the forms listed to easily navigate between the student’s forms.

Form: 5
MG INvITE

Go To... 1.

Actions... 2, 3. 4, 5.
[InsertTex‘t ][ Duplicate ][ Delete ][ Refresh ]
Print... 6. Cther...

8. 0

7.( Create PDF | Email PDF | ( |10.

Save

Click fonn i batch to viewr:

Date™ Init

DoneForm Descrptor

4]

* Review all dates to make sure they are comect!

Modified:
By: Teststaffs
On: 4/29/10

Creazted:
By: T4
On: 4/29/10

Form Data Link: 2171

The checkboxes are defined as follows:

A. View All - Check to access forms from any
batch.

B. Completed - Check when the form is
finished. This lets other members of the IEP
or Eval team know that you are finished
with this form.

C. Handwritten - A check here indicates the
form was printed blank and handwritten
instead of being completed in E-Com.

D. Locked - Checkbox can only be edited by
E-Com Admins. Once locked, a form
cannot be edited by anyone except admins.

The button are defined as follows:

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

2) Insert Text - Allows users to insert pre-
defined text See “Using the Text Library”.

3) Duplicate - Duplicate forms or batches to a
current or different student. See
“Duplicating a Form” or “Duplicating a
Batch.”

4) Delete - Deletes the current form being
viewed.

5) Refresh - Updates the form with the
current student data. For more details on
refreshing, see “Refreshing a Batch.”

6) Print Form - Prints the form being viewed.

7) Create PDF - Generates a PDF document
of the form to a location you specify.

8) Email PDF - Emails the form as an
attached PDF.

9) 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.
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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. Navigate to the first of the two forms that you
M - Eval Plan - Kate_Wheeler would like to see side by side.
M - Individual Eval - Kate_Wheeler 2. Navigate to the second of your two forms.
M - Mutual Exch - Kate_Wheeler 3. From the ‘Go To’ menu, select the first form. It
M - IEP Summary Matrix - Elliott should be at the top of the list.
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 find that 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.

Find/Replace @R
——
Replece wih: [Robert Replace & Find

Direction: Forward v Replace
Search across: Search within: Replace All
[ Match case @~ Allrecords Al fields

I Match whole words only " Current record " Current field Close

To use Find & Replace, open the form that you'd like to work with and choose
'Find/Replace' from the Edit menu. This will display the dialog below. Simply enter your
'Find' and 'Replace' text and click the appropriate button on the right. Its 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.
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Form: 5 From within an individual form, click on the
Mte INvITE . .
. Duplicate button on the Form Navigation bar.
o lo...
A dialog will appear; select Form to duplicate the
e 4 form you are currently viewing. This will open the
[ Insert Text ][ Duplicate [ Delete ][ Refresh ] . .
~ D Form Duplication Screen shown below.

Form Duplication Setup Screen This Screen.dISplays
o the form being
Duplicating From:

Current Student Robert Ryan duplicated. Select

3 (13
Current Form Individualized Education Program either “Same
Student” or “Select

Student” to duplicate

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

Note: A warning will

or click here to select a different student: Verification ' appear if a user attempts
( Select Student | Name Grade  Birthdate to duplicate an inactive
form. Inactive forms
will not be duplicated.

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

If there is no batch available to select, then If you choose the
Student Batch | ) Eir?t‘c))lr)\l gglr:)t‘i:ue on by clicking the Duplicate... Select Student”
u :

button, you will get
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 a pop-up where you

List on the Student Screen.
can enter a student

name, in full or in
[ Duplicate Form for this Student ] [ Cancel ] part, to find the

correct record.

Results ) You must enter at least 3

Click on row to make selection e p———p— characters in the top line, next to

Students Results 1 to 6 of 6 for: mar the small blue magnifying glass.
Robert Martello = 5 Select the student you want from
Margaret Selph « 7 the list of results by clicking on the
Maria Quigley = 28 student name. The student name,
Margie Maldonado = 30 student number and SSID will be

Marty Duncan » 36

displayed. (You cannot search by
Margaret Turpin = 46

SSID or student number.)

Note: Only active students can have forms or batches duplicated to their records. Inactive students will not be
found.
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or click here to select a different student: erication

Name Grade Birthdate
[ Select Student ] SRR ook TG 11 12/21/90

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

Student Batch  Iniial Evaluation 582012 Jly continue on by clicking the Duplicate...
OTHER FORMS 222011 on below.

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

(  Duplicate Form for this Student ] [ Cancel |

1) Verify 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.

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.

Evaluation Rcsults Identified Needs: (Ide n_llty_) specific mch)— 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 two lines of the
second paragraph will
print.

Mauris vel quam s.d nibh placerat porm “tiam lorem cst, cuismod vitac conguc sed, pulvinar quls usto. Sed dapit
varius libero, vitac omare felis venenatis et. Proin ut magna cros. Phasellus id lorem vi sum pulvinar ultrices.
enean suscipit diam sit amet orci porttitor lobortis. Nunc rhoncus hendrerit leo eu ult Integer pharetra, massa sit
famet fermentum molestie, libero urna mattis clit, eu blandit metus nisl in justo. Cras purus velit, condimentum sed
clementum id, pharetra et enim. Nam quis leo ac dui elementum accumsan. Nunc clementum mauris ultricies diam iacul
igravida. Phasellus sed interdum felis. Sed sollicitudin posucre pelientesgue. Integer scelerisque pellentesque mauris, eu |
tblandit dolor dapibus sed. Aencan at dui eget tellus dictum viverra. Pellentesque ac maunis tellus. H

Suspeadisse laoreet diam in nisl \.onc.qum tristique. V' csubx.l.u'n varius lectus a mass.a convallis tempor. Pm nid

CHECK any major life activity negatively impacted by the identified disabili

Sesing Hearing Walking I eamine Other: i §

If you notice that you are close to the end of a Form: 81.3

field, or if you have gotten out of a text field and Team EvaL

notice that not all of your text is visible (as in the G°T°_

table above), you can use the “Additional Acmﬁmm

Information” field for the overflow. ((insert Text ) Duplicate )(__ Delete ][ Refresn )

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

that has been overfilled.

This preserves the pagination of the form itself while allowing additional information to
be added. Once text has been entered in this field, it will print out at the end of the other
form pages. The name of the student is automatically added, so the additional page(s) are

always identifiable.

Using Form Help
Assistance and tips for completing any form can be
el Loy accessed from the form itself. The help available is
&ds" el FM: _ based on the information entered by your E-Com
P Keyboard Shortcut: ... L
oo ass o Administrators.
ogran ::ﬂ = From the Help Menu, select E-Com Form Help.

E-Com Admin Manual

Goal ;..

E-Com User's Manual BiintiFo
Release Notes eate P

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

™ IEP Goals and Obj. (... [ = |[ & |3
'

POINTS TO CONSIDER:

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

The form help window will pop up on the right hand
side of the screen, displaying help text.

MY IEP Goals and Obj. (... (= |[E® |[ 2]

[ Close Help Window | *

DAIMTE TN SN cINcCD.

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

Formatting Text on Forms

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

I\ FileMaker Pro - [M - Mtg Invite - Student1]
File Edit Yiew Insert | Format[\Records Form Options Goto Help

You can format the text in a variety of

EVALLEY ScHooL DisTricT Font %

|555 West Valley Rd, Yakima,\
1 LY

I stadert reame - Test Studentl

Size 4
Style 4
Align Text 4
Line Spacing  ®
Text Color 4

nd Invitation

12345TS1 DOB
| Serving school
1 Home school

Text...

SpeciaL Eoucamion 1
hone: (509) 456-8596 Fax: (509) 658-9856 1

ways -- change font size or style, alter
the justification (left, right, center),

I | and use tabs* to help line up columns
i1 | of numbers.

1 | Users can either access the Format

| Dear:

1 | menu or right-click on any text field

iand
Paventistudentiguardan

to change these preferences (as shown
respectively to the left).

* Note: Clicking the tab key in E-
Com takes you from field to field on

Copyright © 2000-2012, Portage Bay Solutions, Inc.
http://www.portagebay.com

Page 36
Printed: 05/11/12




— ; = -
(Date) (Time) (Location)
Reason for this action and other options idered

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.

Paste

IThz ﬁ)].lmnghm also heen invited to participate in this m
Regular Ed teacher SpeechfLangus  Eont %
Special Ed teacher Occupationallt Sige
School Psychologist School Nurse Style

A dministrator Counselor Text Color

v

] Please let rae know if yrou will or will not be able to attend. If yor Mr=id
you need an interpreter or any other accorunodations please call
received a copy of the Nofice of Procedural Safeguards booklet.

Ili.ke help in understanding the content, please contact rae at the m

Sort Ascending
Sort Descending
Sort By Value List 4

vy v v w .

ISincerely, Hathy Bravo

Export Field Contents...
qreoreey

Displaying the Formatting Toolbar

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

Iy File Edit BYEHH Insert Format Records Form Options Tools Help To display the toolbar, simply
® Browse Mode Ctr+B ==y iz select ‘“Text Formatting” from the
Times Newp  reviewMode “ IR 71 UlE==z “Toolbars’ submenu in the ‘View’
v standard = | menu as shown on the left.
[actions: [Ins ¥ StatusBar Users will then see the toolbar

A .

Valley Scy  Statusdres  ChlAl+s displayed as shown below
555 West Vall

PURPOSE: The Text Ruler

and provides e

sufficient in scop Zoom In F3

B e Zoom Out Shift-+F3

nap beliewes the mld.emmayhme ag
disability. the Supplemerdary Report for SLD should be completed and attached.

Times New Roman viio v a A B I U

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.

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

Once on the forms screen, select ‘Text Ruler’
™y File Edit | view Insert Format Records Form Options Goto Help

————— [3 M b
otions i [ rowse Modia e bore Cowsen ), | from the “View’ menu.

IVALLEY ScH Preview Mode Ctrl+U SreciaL Eouca . . A .
555 West Valle one: (509) 456-8596 Fax: (50¢ This will dlsp]ay the dlalog seen on the left.
Status Toolbar Ctrl+Al+5 " .
T eport: If you want the ruler to be available each
Stadent name " 12345751 _DOB .

time you access the form, click ‘Yes,’
otherwise click ‘No’.

Serving school | Zoom In F3
Observations Zoom Out Shift+F3
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FileMaker Pro X|

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

Yes
o vz 5 ¢ " . | The textruler should now be displayed as
Amions:ﬁnsert Text ][ Enter More ][ Print Form ] Go To: [ Studeni Blxse
e e | Shown.
VaLgy ScHooL DisTricT Sei T
555 Nest Valley Rd, Yakima, W 95902 Phone: (503) 456-8: Centit N -
OSE: The evabution report documents whether the soadert. s elighleor conmues towe shigmir | INOTE: The text ruler can be set to display in

and provides dommation to the IEP team to assist them in the developmerd of the IEP. meevammmpwu . . .
suficient i scope to dtemmine: 1) whethr s studnt b  disbiliy, (2}mhether the pixels, inches or centimeters. Your
performance inthe general education amricabm, and (3 jthe nabare and extert of the sbaderd ™ smedﬁn’spe(l

struction md ay necessaryrelated serices. Kthe evahuation group believes the stadent may have a spec numbering Wlll ShOW as dlSplayed lf uSing
disability, the Supplementary Report for SLD should be completed md attached.

Evaluation Report the “inches” setting. To change this, right
Studat name  Test Studentl Stadee # 1234551 DOB click on the ruler and to your desired setting.
Serving school | {IEP Mg | H i
Home school | {Prepued ty : Kty Brave
Heeded: Sumrogate Parert Irmpmm
Background Informatio;

tion
(veason for referval ov presenting concenns, such as relevant medi 1 kistory, sensoryloss,
kistory, curven in genevel education, nstractional)
Yetention, any previous imterventions implemented and theiy vesults, and other factors, including parent ¢
additional information provided dy the parent(s)):

San Francisco, CA 90
Seattle, WA 80

Washington, D 23

T TR TR WIS T T | If your cursor is in a text field, you will be
ctions: [[Insert Text |{gter More ] [ Print Form | 6o To: ([ Student J(Tedl(2 | op]e to edit tabs for the text ruler
VALLEY ScHooL DisTRICT ™ 2 SreciaL Eou ’

555 West Valley Rd, Yakima, W& 98302 Phone: (509) 456-8596 Fax: (

FURFOSE: The evabntion report documents whether the stdent is elighle ar contirues to be eligihle for To do so:
and provides irformation to the IEP team to assist them inthe developmert ofthe IEP. The evammmpmct

sulficint i scope to detemmie: (1 huther a stude s  disabiley, (2)whthorthe disbiliey 1) Select the text for which you would like to
performance the general education aoricabmm, and (3 )the nabare and exderd of the shaderd ™ smedﬂm'spm

nstraction and Tated Tthe evabaation ‘beliewes the stadert may ha 1

Inaruction sy nacessuyebtd savices. It evakotion group btiev mayhame aspec modify the tab stops.

Evaluation Report 2) Click on the text ruler where you want the

Studert name  Test Studentl Stadert # _12345TS1  DOB .
Serving sehool tab stop to be. To fine tune placement of
Hoams schocl | the tab, drag the tab stop to the desired
Elighility Category .
et Bl location.
Bac l
1 kistory. smsa{ylo{.si
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Actions: [_Insert Text ][ Enter More | [ PrintForm | GoTo: [ Student J(Top)

Double clicking on the tab stop displays the
‘Tabs’ dialog (left). You may change other

VaLLey ScHooL DistricT SeeciaL Eq . . .

555 West Valley Rd, Yakima, WA 98902 Phone: (s09) 456-8536 Fax] tab formatting here. Be sure to highlight the
i e desired text before double clicking.
sufficiert in scope to de

performance inthe gener | TYPE

Doy | ® O Loft Clgar Tab type suggestions: Center for column

2 % Center . . .

+ C Right Set headings, left for text in columns, and right
smdeenone Testi | o o pnons [ | New for numbers with no decimal points. The

Serving school
Home school
Eligibility Cate

‘Align On’ option allows a column of
numbers with decimals to line up on the

. Position: in

Cumrert Beal Fill Character: |, [% decimal point
Needed: Surogate Pare .

o | :
Background Inforr . . -
(reason for referralory Fill Character option: You can fill the tab
mcomgnendmou. F-‘ad_ﬂﬂ!{ 78_0.‘ _{MZ( 25807, (M”ﬂﬂ; EMENT 1 BENEN! Mfﬂ:!al IX:W"MTM‘H . . .
e e e et xd their esuit, and otk focors, nckudingyare gyacing 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.

Using the Text Library

E-Com is built with a table of pre-defined blocks of text called Text Libraries. They ease
entry of frequently needed text blocks and can be inserted 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 ‘Insert
EARL/GLE"’.

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

=D Uk To insert an entry from the text
library into your form, click the
Actions...
[ Insert Text uplicate ][ Delete ][ Refresh ] Insef‘t T,ext button from the m
B e Navigation Bar.

[ create POF | Email PDF |

Find Text to Insert % This screen will be displayed,
ou are now f Find mode. Enter your search ariteria in the (_Continue .
i ¥ aperoreata sk and cick Continu’ 4o parorm  ind allowing you to enter your search

Trpe ot Consto e criteria.

- e oo Click the Continue button when

— e you are finished entering search
criteria.
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Choose Text to Insert A list of matching text library

Click "Capture” to copy the text to the clipboard. . . .
it e entries will be displayed.
Type  Text Test dreaiName .
Goal  idatily ma discuss reading strategies inchading vworking out umknovn werds, self-comecting, Click the Copy button next to the

nd re-Teading vwhen necessary to comprehend

desired text entry. The text will be
e [ A copied to the clipboard and you will
be returned to your original form.

Goal read foniliar text writh ease

Make sure the cursor is in the field
Goal  read word by word or line by line when icorperating new skills or reading new materials .
‘\ where you want the text inserted

13 2 .

S T e s —— and choose ‘Paste’ from the edit
menu or use the keyboard shortcut
Goal  understand sextence struchure, parsgriphs, and chapters Ctrl—V.
Ceom)

Your selected text will be pasted
into the field.
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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

The special features added to this form are ‘Staff Label for Title’, insert ‘EALR/GLE’,

‘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

Student name  Alisha Jones Student # 1508946  DOB  5/5/1999 Dat
Serving school {Fairmount Elementary i [EP Mgr. iTeresa Frye i ge H
Observations during testing: Staft Label for Title: E’LP
School Psychologist
Nurse
SLP
Special Ed Teacher
OT/PT
Counselor
; Other
Summary of Results and Recommendations:

This field does not print, but
allows the user to select the title
for the form. In this case, SLP
was chosen. Other options
include OT/PT, Nurse, etc.

‘EALR/GLE’ button

E-Com stores EALR/GLE’s as one type of specialized Text Library. This feature is also
available for the Evaluation Report (#4.5) and the IEP Cover (#11.2) forms.

VALLEY ScHooL DisTrICT SeeciaL Epucamon  Form: 28
555 West Valey Rd, Yakma, WA 983902 Phora (509 456-8596 Fax: (509) 658-9856 IND|V|0UAL EI
Individual Report: GoTo...
wne  Test Student2 Student # 12345182 MO AR D 9112009 Actions
Serving school Alder Flemestary EP Mgz dahn Newhotf wde_1_ Ape _6y6m
Observations during testing: StafT Label for Title Print

Summary of Results and Recommendations:

0|0|o|o|o|jofo|o|o

7 Corsnth

Te
ER A

[afaf=F3;

Adverse Educational Impact (Significance of Findings

Phease desenbe each of the factoes exterferog w fudent’s educikoal perfoemance i the peneral dassoom sezing

Enter Mare Summary s

To insert EALRs (Essential
Academic Learning
Requirements) or GLEs (Grade
Level Expectations) into your
form, click the EALR/GLE
button.
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‘Washington State
Essential Academic Learning Requirements
& Grade Level Expectations

* The last piece of text clicked on will be
automatically copied. After clicking Done,
you may then paste it into the form.

Subject Area 1
Grade OK O1 02 03 04 O5 06 O7 O8 09 010‘-—-2
Select a Grade and Subject Area to see the EALRs
Grade EALRs
Click on an EALR to see its Components A Copy EALR
Components of EALR 2
Click on a Component to see the related Expectations.
This simultaneously copies the Component so that you can paste itinto aform. 3| Copy Component
=
p for Component 2.1
Click on an Expectation to copy it so that you can paste it into a form. C

E[ Copy EALR, Comp, & GLE

D Copy All GLEs

The screen shown will be
displayed.

1) Select Subject Area from the
drop down list.

2) Select Grade.

The EALRs, Components, and
GLEs will change depending on
the two criteria selected.

Click on the text you wish to
insert in any of the three areas.

A. Copy EALR copies just the
EALR selected.

B. Copy Component copies just
the Component selected.

C. Copy GLE copies just the
GLE selected.

D. Copy All GLEs copies all
GLE selections.

E. Copy EALR, Comp & GLE
copies selections in all three
areas

Once you copy, you will go back
to the originating form, where
you can paste the selected text
where appropriate.
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Guidance for IEP

The Guidance for IEP feature allows the person completing the Individual Evaluation
form (#28) to create notes that will not print and are only visible to the users completing

an IEP Measurable Annual Goal (#12.4) form.

Form: 28
INnDiviDuaL EvaL

Guidance for IEP

identify and discuss reading strategies

inchiding working out unknowm words, self-

comecting, and re-reading when necessary
hend

Go To...
Actions...

Insert Text |(_Duplicate Delete Refresh e
Print... Other..

((create PDF J(_Email PDF | ([ save |
Click fonm in batch to view: View All O
Initial Eval (%/11/72009)

DoneForm Descriptor Date™ Init

O 19 Rgst Medical 91109 T2 (]
0O 28 Individual 91108 12 &)
O 28 Individual 91109 12 &)
0 20 SpecEd Ref 91109 12 &)
0 45 Eval Report 91109 12 &)
O 1.1 Mutual Exch 91109 12 S
O 2.1 Eval Plan 91109 12 &)
O 5 Mitg Invite 91109 12 5
0O 6.1 Prior Written 91109 12 &)
O 7 Consnt Initial 9109 12 &)
* Review all dates to make sure they are comect!

Created: Modified:
By: T2 By: testStaff2
’ On: /1109 On: 9/1209
OHanduritten Form Data Link:14447
DOLocked

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

Guidance fr
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 as above will
appear on the right-hand side of form 12 .4,
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) 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.

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

Clinical Evahuation of Languaze Fimd ls - 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) %

o

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

SetectTest 1| The pre-formatted text block will

— nmwm S " Fa Aaag i 5
e o Fom o be inserted into the form.
o ile R Standard Score  Zile Ravike Standard Score

:ﬁ%ﬁiﬁ:ﬂ § § § % The text can be edited as desired,

o oo o - - (metest] | including changing font sizes or

lage Equivalert. 300 so0¢ 3000 e Include Present . .

Levelsof other styling. See Formatting
Text on Forms for more
information.
To line up the columns of
numbers, the best option is to use
tabs*.
* Note: Clicking the tab key in E-
Com takes you from field to field
on the forms. To get a Tab
character, type Control-Tab
(Option —Tab on a Macintosh).
See “Using the Text Ruler” to
further fine tune tab alignment.
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Evaluation Report - Form #4.5

Insert Individual Summaries

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

Summary of Evaluation Results & Current Levels of Performance: '”‘“‘Se" Individual |4
ummaries

(record findings from the review of existing data and any additional assessments conducted, including the date and source (specific
tool, instrument, or data collection 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 with the title of the person who created
them at the top.

Insert Adverse Impacts from Individual Evaluations

This button allows users to insert all adverse impact summaries into the Team Summary

form.
Eligibility Determination
Student name Student # DOB
If yes, disability category is:
Does the student have a disability? Yes No yes, the disability caegory is

Adverse Educational Impact:
(an analysis of the educanonal rele
description of wdverse educational imy Tuding how the disabulity aff
general education cwrricwlum (or for preschool chi

s involvement and progress in the

Idren, 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.
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Recommended Special Education and Related Services:

most recent 4.5 form in the student’s record.

Areas of Service will return.

On page 4 of the
Stdere name  Test Student2 Smdert # _ 12345TS2  DOB _ 3/8/2003 Evaluatlorl Report
Recommended Specially Designed Instruction (recommendations o the B2 tecon 10 assist in the you will find the
development qf the IBFP's presenet levels of paformarve and avwal goals. Speafy the areas in wiach the studert
requaves specially designed dnstruction (1.e. math gross motor, social skills, etc.)): Recommended
brea Special Education
A aptivereelf halp Sille ©a and Related
Behavior Management, Services Section.
Communication .
Community Access Skills Click Add Area to
Daily Living Skills
Fine hotor add each Area of
Functional Acad o Service defined.
Gross and Fine Motor
Gross Motor .
Leisure Recreation Areas Of SeerCC
(Math added here will
automatically be
N v Related S (specfy the related services needed in ovder fov the studevt 10 bengfit from special popul ated to the
eduwcation (1.e. speech thevayy, prysical thevapy, ing audology services, Iapvenng services, €16.));
Placement tab and
the Student

Information section of the Student Screen if the form 4.5 they are added to is the

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

IEP Measurable Annual Goal - Form #12.4; 12.7

Area of Service Compliance

Actions: [ Insert Text ] ((Enter More ] (FrintForm | GoTo: [__Stugent J(Tos)(2]

EVALLEV ScHooL DisTRICT # 999 SPecIAL EDUCATION
11234 Main Street, Anytown WA 98000 Phone: (509) 565-8958 Fax: (509) 565-656

Individualized Education Program (IEP)
Measurable Annual Goals and Objectives/Benchmarks

Student Bobby Woods Student = _099903 Grads 2
Prepared by: iAnns Adle i able iResource Teacher
Current Level of Performance Related to This Goal ............ Last] _Behavior Management
!

Community Access Skills
Daily Living Skills

Fine Motor

Functional Academics
Grozs and Fine Motor
Grozs Motor

The Area drop down
box allows users to
choose one of the
appropriate areas of
service assigned to the
student (there will be
one goal form for each
Area of Service
defined).

Compliance Alert

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

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 directly
through the Placement
tab), the error shown at
right will be displayed.
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Done W Form Descriptor Batch Date Init

O 70.3 Blank Form 4 3iEme kw P
O 6.1 Prior Written Notice 4 22408 g M
O 5 Mta Invite a 22403 g =P
O 11.2 IEP Cover New 4 22408 gl M
O 12.4 IEP Goals Behavior 4  2/2409 gl WB’
[0 134 Progress 4  2/2409 gl WB’
O 14.1 IEP Sum Matris2 4 22409 gl )P
[0 34.3 Assessment 4 2/2409 g =P
O 82.1 Accomodations 4 224098 gl M)

[ Form: (Cadd ) (import] |

The areas of service defined for this student are not aligned with the
current IEP's goals and objectives.

An alert will also
appear on the Forms
tab (under the Forms
Listing section) if the
Areas of Service on the
IEP goal forms and/or
the Placement tab do
not match the areas of
service called for by the
evaluation.

Set Goal Button

To facilitate the ease of writing goals, E-Com can store goals text as one type of

specialized Text Library entry.

VaLLey ScHooL DistricT SreciaL EoucaTion
555 West Valley Rd, Yakima, Y& 98902 Phone: (509) 456-8596 Fax: (509) 655-9856

Individualized Education Program (IEP)
Measurable Annual Goal

Stadert. Test Student? Studert # 12345T Crade _ 01  Age 6y 6 IEP Dade:
Prepared by:  Test Staff2 4  Resource Model Teacher  Area M sdf hdp Skills |

PURPOSE: IEPs must inchade a statemert of measurable areaal goals, inchading academic and fimctional goals, designedto
meet each of the stadert *s educational needs that result from the staderd s disability to enable the stadert to be Rorolred and
make progress mthe generl education amricubm. borderto be measurable, the goal should nchade abaseline (“from™ )L a
target (“to™ ) and aumit of measure. For studerts who willbe assessed through the WAAS Portfolio this year, the IEP team
should use the **Ii; ble Areonal Goal(s )with Short-term Objectives/Benchmarks page (see nest page).

Present Level of Performance Related to This Goal:

A 1 Goal: Set Goal (

To insert specific goal text
from the Text Library,
click the Set Goal button
on the goals and objectives
form.
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_Goal Entry Screen for Nichole Hinton

Essential Academic Leaming Requirement (EALR)

Nichole win[ ]
soo L1

From:

To:

Measured Using: [ 11

By the following date:  |1/1/2008

[ Set

The screen at left will be
displayed, allowing you to
select the subject area and
specific goal you would
like to insert. Click the Set
button to insert the
selected goal into the
Annual Goal field on your
form.

Goals set on form 12.4 or 12.7 (but rot form 12), if your district uses that, will
appear automatically on forms 13.1 (or 13.2 or 13.3, depending on which your
district uses) if the IEP dates and Student ID numbers on both forms match.

Summary of Services Matrix - Form #14.1

Add Areas of Service Button

When this button is clicked, any areas of services previously assigned to the student will
appear, along with their initiation and end dates. Service provider, details of the service
schedule, and the location need to be completed by the person filling out the form.

. . . ioc 3o o ior Amended
Special Education Projected  Projected per  Duration

.. Initiation End Week/  (session
& Related Services:

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 |

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

Then, 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.

1800 = Total building instructional minutes per week {excluding lunch time)
= Total mi er week student is served in a special education setting (as of the 1EP Date)
100 =% of time spent in general education setting

Then, depending on the E-Com version your district has, there are two different ways the
two fields after the “Total building minutes” field auto-calculate.

1. If your version of the 14.1 form says “as of the IEP date” at the end of the middle line
near the bottom of the first page (see above), the calculation will include all services
that are current as of the IEP date on the form. If a service’s initial date is after the
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IEP date, or its end date is before the IEP date, that service will not be included in the
calculation on the summary matrix form.

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

2. If your version of the 14.1 has a small calendar icon at the end of the middle line (see
above), you need to select a date for the calculation to use as an “as of” date. Do so
by clicking on the calendar icon and choosing a date that way, or by clicking in the
space in front of the icon, and manually entering the date in dd/mm/yy format.

Services listed on the most recent Summary of Services Matrix form will also be auto-
calculated and appear on the Student screen, Special tab, if you set the LRE code, found
at the bottom of page 2 (see below). The calculation on the Student Special tab will be as
of the current day’s date.

0-2 LRE Setting

3-5 LRE Setting
A Regular Early Childhood (REC) program means a program outside the child's home that includes at least 50% children without
disabilities. Please select one of the three choices below, and modify it further with the approgpeiate Setting drop-down list.

REC program > 10 hours/week
REC program < 10 hours'weck
Non-REC Program

Setting:

Setting:

6-21 LRE Setting

TSP SN PRI SR - e

In addition, services assigned to staff members on Summary of Services Matrix forms
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).
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Spanish Language Forms

Currently, the following forms are available in Spanish as well as English:

* Prior Written Notice (6.2),

¢ Initial Consent (7),

* Notice of Intent to Re-evaluate (8),

* Invitation to Attend a Meeting (7.4.1),
¢ Parent Consent (75),

* Medicaid Eligibility Verification (78) and
¢ Consent to Bill for School-Based Medicaid Reimbursement (79).

Note - Text entered in one language will not be translated to the other as you switch between them.

Foru: 8 To access the Spanish Language form, simply
Consur Reevat select Spanish from the drop down list on the
?° ::uaent ] viewin Languagi']'[ =) Form Navigation Bar of these particular
Actions... Spanish forms.

(e )04 e ) e ) .
Print... Other... Then Cth GO.

( Create PDF |( Email FOF | Save |
DisTRiTO EscoLar DE GRanD CouLee Dam #301 S

110 Stevens Ave, Coulee Dam WA 99116 Teléfono: (509) 633-)

Aviso de Intento para Reevaluar - Consentimiento para I
Noebre da! estudizntNichole Hinton

Num del estudiant: 0101503  Facha de nacimi

Escusla)

Escuslz loczWright Elementary School

Fecha de 12 ultim

E= padre/tutor/eztud adulto:
Ests avizo 2: pars notificarle a usted de la recomendacion

d

continud 1z slagibili

parz los sarvicios d2 1z Educacion Espacizl como part
Los nifios qua califican parz 1z aducacion 2spacial como da desamollo ratrasado deben sar r22
Para conducir un los r2quisitos da lay.
Parz conducir un: narse si los servicios d2 CBTC son nag
Parz ins:

informacion axistent2, incluyendo cualquisr informacion qua ustad nos
r2sultados con nosotros d2spuds que s2 complate 1z evaluacion ¥ podris part
racomendacion da colocacion. Ests svaluacion deber da ser complatada dantro d2 35 dizs 25
qus 32 r2cib2 3u permizo. Ustad serd invitzdo 2 uns junts pars hablar d2 los resultados d2 la o
c ios cundo la reevaluscin hays sido completsds.

Las lzyes Estatales v Faderales zarantizan que ustad tiens derachos 2spacificos 2n ralacic
12cibid unz copiz d2 1z Notificacion d2 Garantizs. Si ustad nacesits otro copiz o 2 gustania rac

This will bring you to a form with the same
text, but in Spanish. Drop down lists 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).

| Once you have assigned a particular form in

Spanish to a student, that form will open in
Spanish each time. If you no longer wish it to
do so, you will need to click the “English
Version” button and then highlight and delete
the word “Spanish” from the Language field

{ (the Spanish form will still be available, it will

just no longer default to the Spanish version
for this student).

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 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.

f Forms | Notes I Placement ] Special T Staffr Other Docs

Date Type To Do Done
8/30/09iMeeting, B

[+]

12/1MSEEm ail
Created By:

12/1/2008 11:50:13 AM Mother asked us to resend meeting invite

Created By: Jan Gifford Assigned To:07  iJan Gifford

10/10/2008 2:56:10 Called parents left them a message about...

[Add Note| [Add To Dol

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

1) Adding 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.

Selecting the Add To Do button adds a note
just as the Add Note button does, but with
the To Do checkbox checked.

2) Note Types:

There are 4 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 couple lines of the note details are
previewed directly on the Notes tab.
Clicking the black triangle on the right side
of each note displays the Note Detail
Screen with the entire note contents.
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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.

€) (Fame ) (CRamin ) [ Fme ) (Rep J(mw ) COOO0DIR
Note Detail for Test Student2 _Actions..
Delet
Note Date 9/8/2009 Note Type Meeting Assigned To 4 Test Staff2 Prinet:l:te
4 Email Status: Created Bykathy Print Rpt
Tickler Date Type-Sub Time Spent To Do Done [

Notes 13,3/2009 12:30:43 AM adding a to-do, note defaults to me but can change it to another
Mser

Created by: kathy on 9/8/2009 at 12:30:43 A Modified by: kathy on 9/8/2009 at 12:31:11 A

‘IIJIJLJ!-] Browse v ¢ | ﬂ
Finding Notes for a Particular Student
Find Note Entries for Christopher Adams Clicking the Find button
Do, dteronge i the tollowing format: mmddlyyyymmiodyyyy from the Navigation Bar
Note Date Range i while on the Note Detail
Screen will display the
Note Tvpe dialog shown at right.
Note key words i ; Here you can enter search
criteria to find specific
[ Cancel ] [ Find ]
case notes.
Printing —Individual Student Notes
:] [ Forms J[ Admin | [ Find | [ Help [ ouit | The Print Note button
1dent2 Actions... allows you to print the
seting Assigned To g Test Staft2 TR note for the paper file.
Created Bykathy Print Rpt
Time Spent ToDo® Done ] —e— The Print Rpt button
>-do, note defaults to me but can change it to ancther ~] By kathy allows users to first
On: 9 3
| Noted: perform a find and then
y: kathy .
On: /212008 print the found set of notes
in a report format.
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Placement Tab

This tab allows users to manually add & view areas of service (including service history and manage

future placement).

mm Placement ! Special ! Other Docs !

Areas of Service Delete &
Area GE/AE Test Date Testing Tool Archive D.bh_
Daily Living Skills @ X[+
Fine Motor ® X

The areas of service defined for this
student are not aligned with the current Count 2

IEP’s goals and objectives.

istory
Area GE/AE Test Date Testing Tool Delete

2

meQrGMS Referral Parent

Program Date ConsentDate StartDate ExitDate ExitCode
Special Education 3/23/10 X
Notes

]

3

Add Prog
e ——————————————
Projected Placement Projected List

Serving School | |

Program | Grade |

Psychologist [0 HealthAlet 0 SpecialBus O OTPT O SLP O
Comments

4
ﬁ

The placement screen is divided into four areas:

1)

2)

3)

4)

The Areas of Service section

* 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 a
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.

¢ C(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.

* Areas of service added here (and not via the
Evaluation Report) will display an error
warning a user that doing so may cause
discrepancies between the areas identified
during the evaluation process and the IEP.
Only users with level 3 access or higher can
edit areas of service from this tab.

However, 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 practices.

Goal forms added with different Areas of
Service than what are defined by the
evaluation will display the alert shown in red.

The History section shows prior qualifying
areas and testing information.

The Programs section shows the program(s)
to which the student belongs.

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

*  When you add a school here for a given
student, they will appear in the Projected
School list on the School Data Entry
Screen.
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Special Tab

The Special tab contains data required for using E-Com, 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.

Formsl Nohc' Placement l Special I Shﬂ‘l Other Docs ]

Age as of 8/31/2010 FS (State Count)
Age as of 11/1/2010 F (Federal Count} Projected Graduation (2022

LRE Codes  %Timein GE LRE Code  Exception LRE Code Final LRE Code

LRE Setting: | [ 1Student ] | 1

[ ]
Tnitial Current NextDee Exception Date Due Date Extension Date

Eval| | 610/09 | 610112 [ 6/10112

IEP [ [ 11209 [ 1171910 [ 111110 | [

Referral Date Referral Reason |

Parent Consent Date

Eligibility Date

Eigity Type —

Eligibility Determination ]

Completion [ |

Extension [5 Yes ONo

Extension Reason [ ]
Date Addendum to Staff | [ |

Addendum Completed

Med Eligibility
Med Consent
Medicaid Notes

@Y ON  Med Elig Verif Date |

OY ON  Consent Expires 202011 |

Resident District Serving District
Resident Dist # WZ Serving Dist # [122

Adult Student
Medicaid Eligible

O Surrogate needed
B Interpreter needed

O Translation Req

O Lives with Status [—

Template for:[> 5 [Kate Wheeler
Created By designer Moditied By designer
Creation Date 9/20/2010 Modification Date 2/30/2010

A few of the fields to note are:

1) LRE Codes section:

Data in this section is generated when the IEP
Summary Matrix form (#14.1) is completed for a
student. For data to correctly display here:

2)

3)

4)

The dates (esp. the year) set in the “Age as of”
fields need to be set to the current school year.
If they aren’t, contact your Admin for updating.
The user must select an LRE setting and add
service(s) being provided to the student.

LRE Codes can also be overridden via the
Exception LRE Code field. Values entered here
will be copied to the LRE Code & Final LRE fields
automatically.

Eval and IEP date fields:

Current and Next/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.
If an expiration date is entered here, it will
appear in that header.

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.

Forms | Hotes | Placement| special [ staff| Other Docs ) On the top of the tab, you will find the staff
members currently assigned to the student via the
Cosetgr | [l sackson —— [speech and |E5Tgvf.'.w_edu - School, Staff and Notes settings of the student
Teacher ‘ nne Able Resource Teacher|[Anne@valley.edu |54 screen
Psychologist P [Mary Carlson Nurse Mary@valley.edu |34 °
SLP ' |Cindy Gower Cindy@valley.edu |54 .
oTPT P [ill Jackson Specchand__ lill@valley.edu |54 The next two sections allow users to add alternate
staff members working with the student.
Cther Staff (Manually Entered by clicing choosing staff member from yellow box)
;"*5 finna Ap i Sreleveds 1 1) To add a staff member:
4 = L .
: = *  Click in the yellow pop-up box and click on
» = the desired staff member.
Other Staft (Manually Entered) * Adding staff members to active students
Additional Staff 1 : ” ” : : from this screen will cause the student to
Additi Staff 2 B
appear on that staff member’s Other tab
screen.
2) 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.
3) To email a staff member:
Click the envelope icon.
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Other Docs Tab

The Other Docs tab allows for tracking of non-E-Com documents related to the student (MS Word,

pictures, scanned documents etc.).

Forms| Nales' PIacement' Special | Staffl Other Docs

2 New Documents

Document Date fdded  Form Link  Created By -
ﬂal ) 10/22/08 K ) =
Upgrade_DocZ2.doc  Notes
ﬂxﬁl l 10/22/08 Ky
Upgrade_Doc-3.doc  Notes
Document:
Iz — )
Forms | Notes | Placement | Special I StaHTDther Docs 3 Documents
Document Date 8dded  Form Link Created By
K 1014107 JN X
34033_20080706.b¢  Notes
e 10/9/07 K X

2=
1tg Invite - Julie Shingl Notes

N o LT gy WO e I

When documents are added, red text will
appear at the top indicating the number of
“new” documents - ones added within the
last week (as shown by the arrow) or the
total number of documents (as shown by the
arrow in the lower image).

To ensure visibility, the document count on
this tab can be seen on the Student Entry
screen regardless of which tab is being
viewed.

1) To Add a document

e Select the Add button at the bottom
of the tab and select a file.

*  You may use the Notes field to add
comments about the file you are
attaching.

* For a document to be accessible to
all users, the document must be
placed on a common file server or
shared network drive before being
attached to the student’s record in E-
Com. Documents that only reside on
a user’s computer will only be
available to that user.

2) To Delete a document

*  (Click on the Red X (the Delete
button).

¢ Users are only able to delete
documents they add.
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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

& FileMaker Pro - [Student_ (ECOMGG3)] From the “Go To” buttons you can

™y File Edit View Insert Format Records Admin b | access:

Student #
SSID

Name

&
Sddracs

Phone (H) |

[ statt ][

List

1 Washington Administrative Code (WAC)

E-Com Student Entry

Student Information

Google map linked to Student’s address
OPSI IEP Technical Assistance Module Website

18178 ID 18172
5856883651 Local # WEIK
Sample [Staff2

2761 50 St NE
[carnation W W

Grade F

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.

ﬁ FileMaker Pro - [ECOM (HYPERY-1)] -

™y File Edit View Insert Format Records Help

O 0 ) =

& Return to Starting Point

Wa State Legislature Special Ed WAC

d

Prev Page NextPage

*

Find Your Legislator

*

Visiting the Legislature

Agendas, Schedules
and Calendars

Bill Infermation
Laws and Agency Rules
Legislative Committees

*

Legislative Agencies

Legislative Information
Center

* * * * *

*

E-mail Notifications
(Listserv)
Students’ Page

History of the State
Leagislature

r—y

* Congress -the Other
Washington

* T

*

*

Vashington

Wachinatan Canrte

@]J!;{] Browse vﬂ

Chapter 392-172A WAC

Rules for the provision of special education

Complete Chapter

WAC Sections

Authority.

5 Purposes.

Applicability.

Act

Assistive technology device
Assistive technology service.

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

Consent.

Core academic subjects.
Day - Business day -- School day.

Legislature Home | Senate | House of Representatives

WACs > Title 392 > Chapter 392-1724

Print Version | No est3 disponible en esp

Last Update: 6/2

GENERAL

DEFINITIONS
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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.

™y File Edit View Insert Format Records Admin Help

Web Images Videos Maps News Shopping Gmail more v Sign in | Help

Goc )8[€ maps [123 Main

Get Directions My Maps « & Print [ Send &= Link

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

123 Main St

G@ Student Staft Forms Admin E@g}m
Student Map

Grand Coulee, WA 99133

+
Ra 1| Get directions - Search near]
= Zoom here - Save to My Mag
1 Edit
| e
) f
S
S 4 A
4 > 5
%”'& e?"& 2 |
X a
c%,,n @
- W,
A, @
Ot 2
N 3
(Q\Q >
ps 9
@ «
2 A 3
% ""'SA, «
> =
Gi Nog 5
e
(o0& R £
1l 20apmaata ©200 ¥ - Terns of Use [

‘ ‘// Address:

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

100] dud = Browse  +| <]

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

Superintendent of Public Instruction

os PI State of Washington

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

o [ S K

A-Z Index =k Print Version

Select a process of the review system:

Data Collection and Analysis

and

Self-Evaluations
(all districts)

Copyright © 2000-2012, Portage Bay Solutions, Inc.

http://www.portagebay.com

Page 58
Printed: 05/11/12



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)] To add a student entry, select the New
7y File Edit View Insert Format Records Admin | hutton shown.

@ (Cstart (st J([

E-Com Student Entry

Student Information

If your district does not use automatic
imports, all students will be entered into

Goton  |Students 18178 i[i the system this way.
WAC SSID [2856263651 Local # WEIK
Name  [Sample [staff2_ | Depending on your district’s policies, this
[32761 50 St NE . : LI
S g | Will be dgne by one or more individuals.
[—————1 |Fhone (H)I Grade1 Check with your Special Ed secretary for
i Email . . . ..
Bithate BAEO0T — Agef i m o | further information regarding the policies
— Condition |12 [communication Disorder for your school‘
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 3 ways.

Student Information 1) Students classified as active Special Ed
Student# 13178 25 Iofiz17 Actin in the district’s student information
SsSID 5858863651 Local # MWEIKEANT system are completely* pulled in via
Name  [Sample |Staff2 an automated process.
i‘dd E2761 50 <t NE

“%  [carnation fa  Be014 2) For new student referrals or transfers,
Phone (H) | Gradep1  Class users can select the New button and
Email | then enter the student’s Student # (see
Bithdate B/3/2002  Agef  ¥[11 m Gende left).
Condition [12 [cammunication Disordered

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.

3) 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.

* Note - 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.
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Print Shortcuts

a FileMaker Pro - [Student_ (ECOMGG3)]

™y File Edit View Insert Format Records Admin

@ (e J (et ([
E-Com Student Entry
Student Information
Goton.  |Student# 18173 0 [iz17
m SsSID 5856883651 Local‘# EIK
Name  [Sample [Staff2
s [EERSNE
race
Carnation 20
Phone (H) Grade51
Actions... Email |
Bithdate /32002 Agef  w[11 m ¢
— Condition |12 [communication Disorder
Print... Areas of Service Ge 0T [0 sLpP
Envelope Fine Motor || Hearing
Cover Gross and Fine Motor T
iriting Esvy
S:
- Med Elgb/
Currant

1) 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.

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

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

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

couple of characters of the last name is nearly always
sufficient for E-Com to find your student.

For thorough examples of advanced search operators or
for more specific examples, see “Performing Finds”.

[ staf | List |[ Forms J[ Admin | [ Find | [ Help J[  cuit | m?fm
E-Com Student Entry Forms I chlesl PlacememYSpecial Staff | Other Docs
Student Information [—]
Goton  |Student# {T Pipff 1 Active L1 (Bateh: Caas J
] a Batch Batch Name Date Init
) |sse | Local # [ o A R i T .
First/Last | o o, o i 08 =X
Address
csz
Phone (H) |
Actions... Email |
I] Bithdate % -
————  [condition {01 ) ]
] e zss o == || Done  Form Descriptor Batch Date Init
Print... Areas of Senvice 6E  OTiJisLp i.!:._lg PT ';D.: EE ) Q : =] A=
Envelope [<] Hearingi[_Ji vis i ]| = i i : .
Covar _Transporti[_J
— Esy ] Miaranti{ ]
Reports = Med EIgbeons{E]-i
Current  Next/Due
Language {9 Ewval i, H
Ethnicity 15 IEP {0 H
[School, Staff, and Hotes
Home School DT :
Serving School PiCL
Non-District School : -
Case Magr P =
T = [Fotm: ([Aadd ) ]
Psychologist P =
SLP iQ ' =
PT i iQ 4| [Spudent Status Date Details
ot Status  fes HE i =
Notes Q -
Add
Addressto Print[_______— ] Parent Info
Salutation {0 i
Py Pre_ First Last Phone (work)
. i ) =
Compliance = == Q. iQ iQ 8 =4 4
Alert i)} Delete [ ]! Compliance Warningi_J} : t _
Created by: on at Mbodified by: on at
Student Information Type in search criteria, such as the student’s last name or
Student # |
S;De" : number. Use the Tab key to move the cursor from one
First/Last field to the next.
Address . . - .
csz Click ‘Enter” on the keyboard to execute your Find.
Note: 1t’s usually better to type in just part of the student’s
name. A couple of characters of the first name and a
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If only one student is found that matches your criteria, it will be shown on the Student screen. If

more than one student is found, this ‘found set’ of students is displayed on the student listing
screen shown below.

@ FileMaker Pro - [Student_ {(ECOMGG3)]

™y File Edit View Insert Format Records Admin Help

€I5) T | O T - L

Student List 2

Go Case Dizsabling Serving Next IEP  Next Eval

To Active Student # Student Name Birthdate #Age  Manager Condition 5rade  School Date Date 10 omit

P O 12345TS Studentt, Test Test Staff2 1 Cedar ? > 13407 @

’ [0 12345TS Student2, Test 3/8/20023 6y6 m John Newhoff cD 01 Alder 10711410 9/2/12 18498 .

% Student3, Test 3 ? 2 18514 @

1 3
1. Click the black triangle to 2. Click the case manager 3. Click the blue circle to
view student detail. name to sort the student list omit the student from the

by case manager name. You current list. Note - This
may sort by any of the blue does not delete the
underlined headers. student record, but simply

Students may be sorted in hides it from view.

either ascending alpha order
or descending. Click once on
the “Student Name” header
to sort A-Z, and a second
time to sort Z-A.
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Chapter 5: Other Data Entry Screens

There are two other important data entry screens that are not accessed regularly: Parent Data Entry and

School Data Entry.

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.

aker - [Stud - Dlﬂ
Ny File Edit VYiew Insert Format Records Admin Help - |5 il
@ [ Student ][ staffi | [ Forms J[ Admin ] [ Find | [ _Help J[ ouit | (KX KN @ 10 2 e

Parent Data Entry for Test Student1

Parent/Guardian Name 1

*Only fill out if different fom student

Print... Street Address

Student Env | FirstiLast  [Mr. [s0e [student1 Mailing Address

Parent Env Address® M5E Main St
PO Box®
csz Ephrata 29 [ [
Home Ph* | Work Ph™ [ Mobile Ph [
Email |
Note

Street Address

Parent/Guardian Name 2

dofd

Parent/Guardian Info

Interpreter needed?

IO ves O MNo

Parents’ Language

Main Address to use

O Both, Mailing Addr
O Guardian, Street

Solutions, Inc. Emergency Information

Name|

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 G Main St
Home Ph" Work Ph= [ Mobile Ph [ ’;h"’“' WA
Email Salutation
Note Mr. and Mrs. Student1
?;gpgnzgo'gg@ ** 0!y il nt and paent 1
Portage Bay Studert Mailing Address

Phone |

I piia

-4

100] o =1 Browse
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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 find 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 | [ Find% [ Help ( Quit | mgm

2. Selecting Find Mode from the View menu.

@ FileMaker Pro - [Student_ (ECOMGG3)]

™y File Edit | view Insert Format Records Admin Help

@ @ [ Browse Mode Ctri+B Forms

E-Com St

Preview Mode Chrl+U
Go to... Go ko Layout > Activ
VARMOP
[ wac )
[ Mo ] [o View as Form rezJac
View as List
View as Table B3014
Clagsl
Actions... Status Toofbar Ctrlealtss B
[ tew ] n Gender
Text Ruler dered
Print... e O F
Envelope Zoom In F3 fing O] V
Cover i Transpt
— Zoom Out Shift+F3 | "
e Safetv N

3. Switching to Find mode from the bottom of the E-Com screen.

IDO|44@TBrowse v[—‘

® Browse
Find
Layout

Preview' _E

Once in find mode, the Status Area (highlighted below) appears on the screen directly above the
Navigation Bar.

A

%\ FileMaker Pro - [Student_ (ECOMGG3)] =10 x|

™y File Edit View Insert Format Requests Admin Help -8 x|
[1 1 4 E
— @] Total o= & Q

Layout: | stu_Entry-Forms-Lrg B... « View AS:EH = @J Matching records: Omit ]

Find Requests New Request Perform Find Cancel Find

Insert: Operators

@@ [ statft | it J[ Ferms J[ Admin ] [__Find | [ _Help ][ Quit ]mgm i{

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.
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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 «
@ © (S ) (o) (o ) ((Agmn ] (Fme ) (e ) _mw ) COCOO0IR 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

A phrase or sequence of
characters

The text, including spaces
and punctuation, between
the double quotation marks

")

"Marten and Jones Interiors" finds Marten and Jones
Interiors but not Jones and Marten Interiors

", Ltd." finds all companies with ", Ltd." in the name,
but not those without the comma.

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 Phan and Stephanie

Symbols or other non-
alphanumeric characters,
such as punctuation or
spaces

The characters, including
spaces and punctuation,
between the double
quotation marks (")

"@" finds @ (or an email address, for example)
"." finds records containing a comma

]

" finds three spaces in a row

Words with accented
characters

The text, including spaces
and punctuation, between
the double quotation marks

(")

"opera" finds opera but not opera
(0pera without quotes finds both opera and opera)

Partial phrases (a
sequence of words or
characters)

Characters, punctuation, and
spaces between the double
quotation marks ("). Use *
to find this text in the
middle of a longer text
string

*"son & Phillips" finds
Johnson & Phillips and Paulson & Phillips

Exact matches of the text
you specify

(two equal signs)

==John finds John but not John Smith

==John Smith finds John Smith but not Smith, John or
John Smithers

Exact matches of whole
words you specify

=Market finds Market, Market Services, and Ongoing
Market Research but not Marketing or Supermarket

=Chris =Smith finds Chris Smith or Smith Chris but
not Chris or Christopher Smithson

A number in a number
field or in a calculation
field that produces a
numeric result

The number

.50 finds .5, .50, and $.50
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To Find

Type this in the field

Examples

One or more digits in a
number field or in a
calculation field that
produces a numeric
result

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

Invalid data (fields with
no numeric digits) in a
number field or
calculation field that
produces a numeric
result

? finds twelve but not 12 or twelve30

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)

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

The time as digits, separated
by colons

12:53:09 finds 12:53:09

Dates on a day of the
week in a date or
timestamp field

The day of the week

Tuesday finds all dates that occur on a Tuesday
=Thu finds all dates that occur on a Thursday

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 <=orf <=95129
specified value £05:00:00
<=M
Greater than a specified | > >95129
value >9/7/2004
>M
Greater than or equal to >=or? >=100
a specified value >=9/7/2004
38:00 *M
Within the range you ..Or ... 12:30...17:30
specify (two or three periods) 1/1/2003..6/6/2004
A..M
Mon..Fri

Within the sub-range
you specify

{.}or{.}

(two or three periods)

7/{1...15}/2005
{1..3}/{10..16}/2006
12:{30..45}
{7..9}:15 PM

Copyright © 2000-2012, Portage Bay Solutions, Inc.

http://www.portagebay.com

Page 69
Printed: 05/11/12




Finding Records that Match Multiple Criteria

Format Tools Help

O o
@ Duplicate Request trI+D

ry for

Staff Inf [

Staff ID Go to Request [
First/Las

Title

Address

cszZ

Phone

Phone 2
E-Msil
Locatiol
Certifice
Smmrmialts |

Requests Scripts  Tools
Add New Request #N
Duplicate Request D

GCo to Request >
Show All Records )

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 given elementary school, type
Smith in the Last Name field 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, 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 except those Matching Certain Criteria

Matching Records: | Include m | Insert Operators ﬂ

Format Tools Help

j @] Add New Request  Ctrl+N |3
- |
ry for @ Duplicate Request trI+D

Staff Inf i
Staff ID Go to Request [
First/Las

Title

Address

cszZ

Phone

Phone 2

E-Msil

Locatiol

Certifice

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.

e A R

Student Information List
Parent Information List
Student Condition
Medicaid Eligible
Student Service Areas
Class Roster

Labels in 5160 format
Placement Summary
Reports Due

. 504 Roster
11.
12.
13.
14.

Student Status

Roster w/Notes

Projected Class Roster

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.

Three other reports are also available from this screen; these three do not need a “Find” done
beforehand:

1.
2.
3.

Placement Planning
Service Roster
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 || Labels (5160 style) | Student Status

(
( (
[ Student Condition ][ Placement Summary ][ Roster wiNotes
( (

Medicaid Eligible ][ Reports Due ] Projected Class Roster

)
)
)
J

I Student Service Areas I

Placement Planning

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

O Students by Reevaluation Date
O Students by IEP Due Date

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

View / Print
View / Excel

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 orange-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.

bl

appropriate field.

Click on the Reports button on the Student screen to return to this screen.

If you would like any additional text to appear in the report header, type it into the

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)] =
™y File Edit View Insert Format Records Admin Help -8 x|
fo—E 7
— Total 2 L]
Pages Save as PDF 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 may be able to access a complete listing of

all the forms available in E-Com; your district may not allow this.

-lalx]
™y File Edit View Insert Format Records Help =8 x]
@ @ (Admin_] ([_Find ] [(_Help ouit__) E@oggm B
Special Ed Forms Database Print..[__List J(BlankForms]  Actions... [Find Actives|(_ Find All [ Find Master|( Find District]
Form Indiv  IEP Date Leave
1D Active Form Name Short Name Eval Warning Unlocked Form Purpose Owner
| 5 [ Meeting Notification and Invitation Mtg Invite [m] ] [ PURPOSE: This invitation Master
P 70 & O compliance Cheddlist Compliance Checkist O O ] Master
p o7 E [ Notice of Decision to Evaluate for Spec Ed/iConsent Consnt Initial [m] [m] ] Master
| 5 B9 Notice of Intent to Reevaluate Consent for Consnt Reeval [m] [m] [m] Master
P 10 (B O RequestforIn-Building Services In-Building Sves O O O inact Master
| 2L 5 [ Individualized Education Program |IEP Cover ] ] [0 PURPOSE: The IEP is Master
) 12 E [ Measurable Annual Goals and IEP Goals and Obj O O O PURPOSE: The purpose of Master
p 14 3 B summary of Senvices Matrix IEP Summary Matrix O O [0 PURPOSE: The purpose is to Master
) 17 5 [ Agareqate Exclusion IEP Aggreg. O O ] Master
) 18 E [ Addendum: Aversive Interventions Aversive Interventions O O O PURPOSE: The purpose is to Master
p 19 5 [ Request for Medical Information for Evaluation Rgst Medical Info [m] [m] ] Master
P 20 (3 [ Special Education Referral and Notification Spec Ed Ref Notif O O ] Master
D 21 {3 O Transfer Veification of Eligibility and IEP Program  Trans Verif of Elig O O O Master
P 23 B O Medicaid: Prof Services Log Med: Prof Sves Log O O [0 PURPOSE OF Master
p 24 5 [ Medicaid Report Form: Treatment Notes MRF: Treatment Notes m] [m] O PURPOSE OF TREATMENT Master
p 25 5 [J Medicaid Report Form: Professional MRF:Prof Eval/ ReEval ] ] [0 PURPOSE OF Master
P 256 5 [J Demo Manifest Determination Manifest Determination [m] [m] [m] Master
p 27 E [ pemo Functional Behavior Assessment FBA O O O Master
p 31 5 [ Authorization for Exchange Mutual Exchange 02/03 [m] [m] 0O inact Master
P 28 (3 @ Individual Evaluation Individual Eval ] [m] [m] Master
P 20 £ [ Health Evaluation Health Eval [m] [m] ] Master
P 34 5 [ Assessment of Student Achievment Assessmnt of Achievment [m] [m] [m] Master
| & O summary of Performce: Student Perspective Summary of Performance O O O Master
P 36 {3 O IEP for Transition IEP for Transition [m] [m] [m] Master
p a7 5 [ Behavior Intervention Plan Behavior Plan [m] [m] [m] Master
P 38 & [ Authorization for Release of Confidential Information Auth Release Confid Info O O O Master
| 5 [ Notice of Proposed Initial Placement in Special Initial Placement Notice [m] [m] [m] Master
P 41 B O Aversive Therapy Plan Aversive Therapy O O O Master
B 42 £ [ Notice of Referal Notice Referral 0 0 0 Master
Copyright ® 1996-2003 Portage Bay Solutions, Inc. v
1UU|.J|‘:1 Browse vI 4 I L’J

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

| To view an individual form,

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

click on the blue underlined

form name.
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Printing a Specific Blank Form

p 12 B BJd Measurable Annual Goals and Objectives/Benchmarks

To print an individual blank
form, click on the Printer
icon next to the desired form.

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 |l
1D Active Form Name Short Name Eval !

p o5 5 [ Meeting Notification and Invitation Mtg Invite O

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

Printing a List of the Forms Database

&\ FileMaker Pro - [Forms_ (ECOMGG3)]

™y File Edit Yiew Insert Format Records Help

@@[ Student |[  Staff | [ Admin ] [ Find | H
Special Ed Forms Database print..[ List ][ BlankForms]  Actions... E
Form K Indiv |l
1D Active Form Name Short Name Eval 1
P 05 £ [ Meeting Notification and Invitation Mtg Invite O
- — M - = = - —_—

To print a list of the forms,
click the List button. A
Sample List report is shown
below.

E-COM Special Education Forms List

IEP Combined

Form
#  Active Form Name Short Name
01 & 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 ObjectivesfBenchmarks IEP Measurable Goals
05 X Report of Student Progress |IEP Student Progress
06 X Transition IEP Transition
o7 X Summary of Services Matrix IEP Service Matrix
o0s X Addendum: Aversive Interventions |IEP Addendum: Aversive
09 X Medicaid Eligibility Verification Medicaid Eligibility
10 & Authorization for Release of Records Auth Release of Records
11 & Invitation to Attend Meeting Invite to Mtg
12 X Parent Consent Parent Consent
13 X Prior Witten Notice Prior Wiritten Notice
14 X Medicaid Report Forms: Professional Sernvices Log MRF:Prof Sens Log
15 X Medicaid Report Form: Treatment Notes MRF:Treatment Notes
16 X Medicaid Report Form: Professional Evaluation/Reevaluation Log MRF:Prof Evall ReEval
17 & Request for Due Process Hearing Due Process Hearing
18 X Record of File Access File Access
179 K

IEP All Forms Combined
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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.
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Key field or ‘Link’: An arbitrary number, usually invisible to users, that links one table in the E-
Com system database to another.

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.
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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.

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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