SpEd Forms

Please enter your user name and password.

User Name:

Password:

.’Et A
\ enter

To ensure SpEd Forms saves and prints correctly, please complete
browser setup.

Safari setup instructions

Enter Username and Password in the provided fields, then select “Enter”. Usernames are
not case sensitive.

Note: Users of the Firefox browser have reported more difficulties with freezing, saving,

and printing than users of other browsers. If using Firefox, links will be automatically
provided to download Safari and Opera browsers.
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To ensure proper functioning, please complete the browser setup.
1) Use the “File” pull down menu and select “Print”.
2) Select “Safari” or “Opera” from the drop down list.
3) Select “Print backgrounds”.
4) Uncheck “Print headers and footers”



S SpEd Forms

MAIN MENU [ Goto... =
Setup Students
Enter information used Create, share and work with
throughout the program student information
Reports Groups
View reports Create and manage
student groups

e | Calendar
o o o O View, add and share
important events

Messages Inbox:

Action Date Sender Subject
You have no messages.

The appearance of your main menu will be determined by your level of access, with
“Administration” users having more options for reporting and software management.

A) Setup - Setup has two primary functions:
1) Changing your profile information, including passwords.
2) Creating lists of members on your teams.
Additional information on page 3.

B) Reports - At this time, the Reports option is limited to Special Education, but
will be considered in the future for GenEd forms.

C) Calendar - Although typically used by SpedForms users, GenEd users can look
forward to increased Calendar functionality in the future.

D) Students - Create, share, and work with student information. Choose this option
to begin the problem solving process with individual students.
Additional information begins on page 4.

E) Groups - This option allows GenEd users to form student groups, assign
standard treatment protocols, and document plan reviews and evaluations.
Additional information begins on page 15.



d | Mero | BB cuit |
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Your setup

B 1. Profile D 2. Goals
D 3. Edit drop down lists D 4. Team Member List
D 5. Credentials D 6. Commonly used Materials and Procedures

Your permissions: Super administrator

Setup

The Setup menu contains 6 options. Most GenEd users will only use options #1 (Profile)
and #4 (Team Member List).

1. Profile
- & save | [4 Back [EE] meru |8 out |
S| SpPEd Forms .. =
/) Show more on changing my profile
Profile
Login Information Location
First: Melissa Last: Chinn Title:
User Name: mchinn District: 0777: Brisbane Schools
Password: = School: Brisbane Elementary School
2] & T Polioy
Elea e Location/Agency:
Confirm:

Password last changed : 7/1/2011 9:09:00 AM.

Bettings Contact Information

Print Font Size:* 12px |+ Phone:
"Save” Warning: ® Show "Save" Warnings Mobile:
DesigniMode: ] On by default Fax:
[ Hide provider name on services entry screen. Email:
Link:
Address 1:
Address 2:
City: State: Zip:

* Appraoximate size only. Results vary depending upon browser/printer.

A) To change your Username, Password, Contact Information, etc., make changes in
desired fields and select “Save” in the Menu Bar.

Basic Navigation

| Use options within the upper-right corner navigational
bar whenever possible. The navigational options
displayed will vary depending on which window you are
viewing. Options will include:

& save || Rtr | Formtenu| |[B) AT | Abc - spellcheck

| < Form - return to the GenEd forms menu that appears
e T] after user has selected an individual student record.
RtI - return to Rtl/Problem Solving forms menu for an
individual student.
4) Team Member List Select Another Student - return to student list/search.
Quit - quit program; will require you to login to resume.

Select Ancther Student | Form Mera [ EE1 Meno [ (B ouit

Working with Abby Example
| Go ro... v




> d seve | [4 sscc [ES] merw [B oun | [ e |
~ | SpEd Forms Co to... 4
) F]| Show mMgne Oon Manacing MEarm Mgmbers
Team Member List
Lizzie Barden Femawe
Fest Name Last Nars o
....... (= Agre cyocadio
Py r— Addrass 2 City State e
Mata Hari Femawe |
Fest Name Lasl Mo T
Fhcne Eai Agencyiiacation
Addrass 1 Addross 2 oy State =
Bonnle Parker
Bonnie Parker Foamowe O
First Name Last Name Tithe
Fhone Emal Agenoyliocation
Addmas 1 Addross 2 - S1ate i

Team members will typically consist of those actively participating on your problem
solving team, but may also include other staff members that play a supporting role to the
team. By creating a team member list now, you will eliminate the need to repeatedly type
in names of those conducting observations, interviews, interventions, etc.

Although the initial window appears to allow only five members, after the fifth member is
added, additional fields will be available. Remove members at any time by simply
checking “Remove” box.

Click on “Save” in the navigational bar to save changes.

@ SpEd Forms
MAIN MENU [ Goto... =]
} Setup Students
Enter information used 3 } Create, share and work with
throughout the program student information
Reports Groups
View reports Create and manage
3 } student groups

Calendar
View, add and share
important events

Messages Inbox:
Action Date Sender Subject
You have no messages.

1) To access forms and begin the problem solving process, click
on “Students”.



SpEd Forms

=

i @ Show more on working with your student list

Go to...

SpEd Forms | GenEd Forms

| Inactive [_| Managed by me

( Add new student ) Find fRequest Student )

No Students Assigned

Shading key
You are the IEF manager for these students.

These students have been shared with you.

2) The program automatically defaults to “SpEd Forms”. Click the gold “GenEd

Forms” tab to continue.

Sg GenEd Forms el o]

| Go to... ?]
SpEd Forms | GenEd Forms

(" Find students ) { Add new student )

Status |Student ID MName Birthdate |Grade
@ 4646464846464 |Sponge Bob ¥ & 4/5/2005 |04 [5° wark an this Record |
@ FTITTTFTTITTITidTd Janice James o4 [5" wark on this Record |
@ 0005000505050 Minnie Mouse S5/3/2002 |04 [5" work on this Record I
(D] 1313131313131 Lisa Student " 3M1/2008 04 [ werk on this Recordl

3) Click “Work on this Record” in the far right column to select an individual

student.

4) If you are unable to find the student within the provided list, click on “Find

Students”.

GenEd Forms

El Manu Ila- Ot I

| Goto... S ]
SpEd Forms | GenEd Forms
District: | ---Select District——— } :]
Building: | ---5elect School--- | :!
Grade: | ---Select Grade--- | :] Search

Note: A search will be broadened with less information. For example, if you've selected
District, School, and Grade, but are unable to find a student, try searching by only District
and School. This will provide you the names of all the students within the school,
regardless of grade.

After selecting your student by clicking on the “Work on this Record” option, you will be
directed to the first GenEd Forms menu.



| Gote... >

Select Another Student |E=] Meru |l out |
GenEd Forms Working with Janice James

SpEd Forms | GenEd Forms | MA Forms | History | Calendar

[4" Student Setup I

@ Attendance |

| @ Enrollment

Response to Intervention
" Mot licensed. For demonstration only.

504 Plan ‘

@ Classroom Adaptations & Modifications @ g Acl:nowledgement R
Agreement

@ Classes /Sections @ ESL

@ Report @ Transcript

Some of the options provided may contain relevant and useful information, however, the
vast majority of work will be done under “Response to Intervention”.

5) Click on “Reponse to Intervention”.

Select Another Student I Fornn Menu IF;;?I Menu I li- it |

GenEd Forms Workng i fan Ghinn

Goto.. -

Response to Intervention (Rtl)

¥ -—-5Select area of concern--- l
===Edjt=-~
Behavior
Math
Reading
Writing
-—-Clear---

6) Select the area of concern for your student. If your student exhibits more than one area
of concern, you will return here to begin generating separate problem solving documents
for each additional area.

Select Another Student I Form Menu I Ez] Menu I‘a- Quit I
GenEd Forms Working with lan Chinn

-

Go to... T]

Area of concern: Reading
[ Choose another area of concern |

@ 1. Teacher request for assistance

@ 2. Notice of team meeting (Optional)

@ 3. Problem identification screening summary

|:[r|terver|tions chosen :/ Add intervention \:

7) Select “Teacher request for assistance”. Complete as thoroughly as possible,
including date of request, date and result of teacher/parent communications, and



previously attempted interventions. Click “Save” when complete, then chose “Rtl”.

Fosponse to Intervention = B = = T Formmen | [} pemr |
T A&
Steciant: Atk Ensrrpie _Go tou.. -‘-]
our gxedusive rights expie at 34207 AM
{ Finalize

STUENT INFORVATION

Studen: Akby Exazple 13- 1232343

454565 e ! ! T
Setwel: ©.E. Jacoboon Elosentary Grage: 08 .
FARENTGUARDLAN INFORMATION

ParentAGuardian Name: Relaticoship o child:

| ——-Select Relationship——— -ﬁq
Home Telephore: Dytime Phome: Email=
Adidress: City- Stane: i
ParentiGuardisn Name: Relatiorship o child

| ——-Select Relationship--- '-"]
Heane Telephooe: Dmytime Fhone: Email-
Adidress City Sime Eip

TEACHER INFORMATION I
Mame St Beest lime 1o mest L AmM "3-]
. . -

I comtacned parents on ¥ ¥ T by | ———5elect Contact method-—- w-]
Resuh: T supposs inserventson £ axber

Reason fos Regaest For Assistance

Student strecgths:

IlerverTions anlempied

Your exclusive rights expire at 1:12:52 PM.

[ Finalize )
T

Tips

Exclusive rights prevents others from saving the same
page and overwriting your work. They expire in one
hour or when you navigate away from the page. Saving
your work will extend the exclusive rights time frame
an additional hour from the you saved.

Finalize - By selecting “Finalize”, you will save an
uneditable version of the form to the student’s history.




Problem Identification

8) Select “Problem Identification Summary”.

| ¢

Response to Intervention
Problem Identification Summary

[sbe] [l seve | |

| Form ey | PRINT I

RtI

Student: lan Chinn Go to... . :]
Your exclusive rights expire at 2:06:10 PM.
| CUMULATIVE FOLDER REVIEW |
Health Information Previous Schools/Services
| —--Select Health Concern- | % | | ---Select School/service | & | ! ! ! / E
| ---Select Health Concern- | & | | ---Select School/service: | 5] ! ! ! /
| ——-Select Health Concern- | ¢] | ———Select School/service: | ¢] ! ! ! I
[ —--Select Health Concern- [#] | —--Select School/service: | & ! ! /! /
[_———Select Health Concern- | & | ---5elect School/service | 3 | ! ! ! /
Attendance Grades
# Days absent I Elementary Secondary
last year: math reading writing | GPA:
#;lgglst :l?wscr:lt —_— above =] ] =] Credits earned:
meets =] = =]
below O [=] =]
Other concerns:

A
| INTERVIEW SUMMARY |
Date Interviewee Interview type MNotes

! ! B Salect | ---Select Interview type-- | % || --Select-- | ]
! ! Select | ——-Select Interview type-- | & ] --5Select—- | ¢]
! ! Select | ——-Select Interview type-- | 5 ] --Select—- | ¢]
CLASSROOM OBSERVATION
Date By Type MNotes
il il Select [ -——5Select Observation Wpe% —--Select—- ;i
il il Select [ -——5Select Observation type@l —--Select—- ;]
il il Select [ -—-Select Observation Wpe% -—Select-- ;]
N N = Select [ -—-5Select Observation Wpe@l ——Select—— ;]
il il Belact [ -—=5Select Observation wpe@{ ——Select—- a

I TESTING RECORDS

[ --Select—— a

+ | completed web portal student test data summary
(Be certain that all available GOM, MAP, MCA & BST data are reported. Locate and add any missing data).

PROBLEM IDENTIFICATION SUMMARY - C1

Team met to review these data on:
Discrepancy Statement:

/ !

Prioritized area of concern: Reading

fist at least 2 sources of convergent data that support this discrepancy:

LA

LA

| ——Select—- k& ] Baseline data plotted on graph.
Disposition: | -—-Select Level-—- | 5]
Team Members Names:
1 Select
2 Select
3 Salect
4 Select

*%our team member list can be edited in "Your Setup™ [ Print team member list. ]

Team member responsible for follow-up: Select



Several drop down menus are available on the Problem Identification Summary,
allowing greater ease in recording Health Information, Previous School/Services, and
Interview and Observation types.

In fields that require dates, popup calendars can be used to find and select dates.

Clicking on the blue Select link will enable a popup window of your team member list.
Simply select the appropriate team member and the field will be automatically populated

with their name.

A drop down menu under Interview Notes, Observation Notes, and Testing Records
allows you to document how or where you intend to store this information.

* The Discrepancy Statement and Converging Evidence fields are required.

9) Select “Save” when completed, then “Rtl” from the navigational bar.

Uploading

1) In the navigational bar, select “Form Menu”.  [Formttens |E veru [l out |
2) Select “History” from the forms menu. | History |

3) Select the “Upload File” link.

Select file:
File size limit 500Kb

4) Select “Browse” to find the document on your computer. Cplead)
5) When you have found the correct document, select “Upload”.

6) In the next screen, file names and notes are optional. Click “Save”.

| Select Arother Student I Meru “k- Quit |

S SpEd FormS (o Working with Abby Exam%e]

Show more on working with student history

SpEd Forms | GenEd Forms | MA Forms ‘ History ‘ Calendar

| » ¥ student Sharing IE‘ Student Setup I
Upload file
Date Filed | File Type Filed By

8/15/2011 | Abby Example.doc | Malissa Chinn

7) You may return here to “View” the saved document or to “Delete” it.

) “

Note: “Finalized” documents will also be found in the student’s “History”.




10) Select “Begin Problem Solving”. The window will automatically expand to reveal
links to the problem solving forms.

| Select Another Student I Form MenuIF;zl Menu “h- it I
GenEd FOI'mS Working with Andrew Example
[ Go to... ‘v
Area of concern: Reading
[ Choose another area of concern |
@ 1. Teacher request for assistance
@ 2. Notice of team meeting (Optional)
@ 3. Problem identification screening summary
|Intewentions chosen ( Begin problem solving )
Interventions chosen I" Begin problem solving \l
Start Eval/Review Next meeting
# |Intervention date date date
1 |(Mot selected.)
Analysis | Plan | Script | Measure | Review | Evaluation | Summary Delete

Problem Analysis

11) Select “Analysis”.

Problem Anal ys is =
Student: Andrew Example [ Goto... j

t Response to Intervention |_E Saue | | RtI IFDrmMenuI PRINT |

Your exclusive rights expire at 8:44:27 PM.

Student name: Andrew Example Date: 1l I E

| INSTRUCTION |
[a Add hvpothesis;\

[ CURRICULUM |
[ Add hypothesis_\

[ ENVIRONMENT |
( add hypothesis 3

| LEARNER |
s Add hypothesis_'\

Instructions:

STEP 1:

List all hypothesis regarding cause or function of prioritized problem.

STEP 2:

List all relevant data to support or refute each hypothesis.

STEP 3:

Indicate selected hypothesis (check). Selected hypothesis must have convergent data to
support included quantitative data.

12) As indicated in the Instructions, list all hypothesis regarding cause or function of
prioritized problem. After determining in which domain(s) the problem is occurring,
select “Add hypothesis”.



13) Here you may either type the hypothesis in the provided text box, or, select a
hypothesis from the drop down menu.

Response to Intervention

Problem Analysis
Student: Andrew Example

X

Sawved to server B:03:22 PM. Your exclusive rights expire at 8:58:22 PM

[ save | [ rir [Formtena] PRINT |
[ Go to... a

Student name: Andrew Example

Date: 1 ¥ =

| INSTRUCTION |
Hypothesis # | 1 ] Selected hypothesis
| ——=Type below or select from this list——— 5
Review Interview
Ohbserve Test
( Aadd hypothesis
Student name: Abby Example Date: |8 & [2011 |E
INSTRUCTION

Hypothesis # 1

) Selected hypothesis

-—-Type below or select from this list---

---Type below or select from this list---
-=--Edit---

[Choose only one]

Opportunities to respend.

Opportunities for positive practice.

Opportunities for generalization.

Instructional pacing.

Frequency of feedback/reinforcement.

Particular reinforcement and correction strategies.
Classroom management.

Format of instruction (teacher led, cooperative, computer).

Instructional delivery (whole/small group).
Opportunities for breaks.

Specificity or amount of modeling.

Level of consistency in instruction.

Particular approach or combination of approaches.
Total allocated time  engaged time.

Adaptations or accommeodations.

Perceived relevance of the curriculum.

Mature of instructional demands.

14) Add information to the Review/Interview/Observation/Test boxes that supports

and/or refutes this hypothesis.

Other hypotheses considered in that domain can be added by selecting “Add
Hypothesis as many times as necessary.

To remove a hypothesis, select “Remove hypothesis”.

15) Complete hypotheses in other domains as needed.

16) After determining the most validated and alterable hypothesis, check the box for

“Selected hypothesis”.

17) Add date.

18) Select “Save” when completed, the “Rtl” to return to the problem solving forms menu.

11



19) Select “Plan”.

Intervention Plan

Response to Intervention H = | BT | Fermmena| |E PRt |
Intarvention Plan =
Ehucent Andow Examplo Go to... *
Wour axciysive nghts expira at 2:21:11 PM.
Student name:  Andrew Example Dane: ¥ " E

Intervention #: 1
Cioal:

mding

Arca of Concern:

INTERVENTION

Intervention name:

f’_-SeIect_"!

Bricf description: |

Diescription of |
needed materials:

Interveniion
implementor: Firet Laat
When:
Where:
How often: x| -Select- B‘
| MEASUREMENT |
Data collection | ——-Select Measure——- I-.-i
svsLem: - |
Data collector:
Helet

First Last
What will be
reconded:
Frequency of data
collection: x | -Select- B‘
When will data be
collected:

DECISTON MAKING RULE

O Consecutive Data Point Rule O Level of Performance O Slope/ Trend Analysis

Intervention Start Date: 1

20) Add “Goal”.

E Review Date: ."

e

Place:

i E Time:

21) Intervention name can be typed in the text box, or added using the “Select” button,
which will open a list of commonly used interventions. If using the “Select” option,
simply click on the Select link corresponding the intervention of choice. The Intervention
Names, Description, and Needed Materials boxes will be automatically populated.

22) “Intervention Implementor” and “Data Collector” name can either be typed or
chosen from the Team Member list by choosing the “Select” option.

23) “Data Collection System” can be chosen from the drop down menu, or typed in the

12



corresponding field.

24) Complete ALL remaining fields in the Intervention, Measurement, and Decision
Making Rule sections.

25) Select “Save” from the navigational bar, then “RtI” to return to problem solving forms.

Script

Select “Script.” Intervention scripts or checklists may be entered in the text box
provided. Note: Creating a script “bank” for users is in the planning stages.

Select “Save” from the navigational bar when completed, then “Rtl” to return to
problem solving forms.

Measure

GenEd forms allows users to enter and graph student data to monitor progress
toward their goals.

Plan Implementation

26) To begin documentation of implementation integrity, select “Review”.

Response to Intervention [& sawe | [ rir [ Formrend | PRINT |
Plan implementation review ; =
Student: Abby Example Go to... =]

our exclusive rights expire at 10:34:24 PM

Student name: aAbby Example Date: il W =

Intervention #: 1
[ ——select-— [5] completed, dated intervention script observation form from initial observation.

INTERVENTION PROTOCOL REVIEW

] Team agrees that the written intervention script fully matched the implemented intervention.

[ Team agrees that the written intervention seript did not fully match the implemented intervention from the initial
observation.

Describe all revisions made to the intervention script:

| ——select-- |5 ]| completed, dated intervention script observation form after revisions were made documenting intervention
inteprity.

PLAN LOGISTICS INTEGRITY

] Team agrees that the intervention occurred for the number and duration of sessions as designed on the plan development
form.

] Team agrees that the intervention did not occur for the number and duration of sessions as designed on the plan
development form.
Describe differences between planned and actual intervention session number and length:

27) Add date and complete both the “Intervention Protocol Review” and “Plan Logistic
Integrity” sections.

13



28) Select “Save” when completed and “RtI” to return to problem solving forms.
Plan Evaluation

29) Select “Evaluation”.

Response 1o Imervertion E m Sem | [ et | rormmern]| [ mowr

Plan Evaluation
Sttt Moty ExaTion L Go to... E
“Wiour smcdusive righis expins at 10:26:55 AR
Studenl nome: Abby Exazpla Irservention #: |

Alid-Intervention Cheeks Resalting in Mo Change of Flan

o Dtz .
Tl Podnia el
K [}
¥ | EEE]
K [ A}

Plan Evalustion

Diaie: ¥ W B Anach greph of shadent progress daia.

This intervemtion began on ¥ i E and contizaed throagh ¥ M E.

Tengl # of sessioems meosvad Tonkl & data poists bang considerad

1. Asa result of this mierventon implementatioe:
D Goal was met
[ Trend line shows that the stodest is on track o meet or exceed year end geal

D Trend line sboes that the stadent is oot on oack %0 meet or excesd year end goal

i

For geademe aomdern of which sudent 13 ool oo tragck: (otbers sk 1o e 3)

D Tredd s by Thal e eradent ig B0 on Fack 10 mee] of sxcoal the vear o gakl, bul = makicg al s ong veare grossth in oo yeis's
tima

P

'~ Trend line showes that the staders is mot on rack 20 meet or excesd the year end goal, and is making less than one year's growth inone
wears pme

3. In the ceam's opimion, was the plan responsihle Toe any chasge?
Hyv: Hx B

M sure

4. The next sicps for the tzam wall be to
D Deiscomtinize interventzon - goal met
[ staimain or genemalize cumrem plan
=] Select a cew problem (Mew Problem 1D & Aralysis Farm)

D Select a new hypothesis for the seme problem (Revise RIOT HCEL Mairix to reflect new problern acalysis work)

D Heagmn carrenl hypothisis, B mod v the anervention plas (Mew Sroadent Isieroinlson Plas Foem)

5. Isarefermal for 2 special education evaluztion being considened ot this tme?

D es D'Ho

Mext Mesting Deane 1 i
(ET o i3 misgded, islizematon sheald be pleced in the sudent’s eamulanve second, |

30) Complete thoroughly, select “Save”, then select “Rtl” to return to problem solving
forms.

Note: Additional Mid-Intervention check fields will become available after the current
information has been “Saved”.



Intervention Groups

MAIN MENU [ Gote.. =
Setup Students
Enter information used Create, share and work with
throughout the program student information
Reports Groups
View reports Create and manage
student groups
smreprrE | Calendar
HAGT4T4H | View, add and share
HAHH | important events
o e o
HHHH
Messages Inbox:
Action Date Sender Subject
You have no messages.

1) Select “Groups”.

2) Select “Intervention groups”.

@ SpEd Forms S =
Intervention groups
S Ed For s [4 Back |E2 merw [ M8 out |
P m — =
[ Add intervention group )
(Area of Meeting Start Review
concern Intervention date date date
Reading Collaborative Strategic 8/8/2011 8/9/2011
Reading

3) To view and/or edit information for an existing group, select “View”. This might
include updating or editing the standard treatment protocol and adding or deleting

students from the

group.

4) To set up a new intervention group, select “Add Intervention group”.

M

SpEd Forms

E saue | [ Back |E Meno [ M ouit |
B

[ Goto...

Intervention group setup

Area of Concern:

(De

——-Select Area-—- |
—--Select Area---

= -=-Edit---

Behawvior

Math
Readin

=]

Writing

===Cle,

ar---

ry
¥




E save | (4 Back |EE] meru | ouit |
SS SpEd Forms o 0

Intervention group setup

[ Standard treatment protocol | Edit student list ]

Area of Concern: | Reading B‘
Intervention: Select
( Delete group |

5) At this screen you have two choices. You may type in the name of the intervention
OR you may select the intervention from the intervention bank. When choosing
interventions from the bank, the intervention description and description of needed
materials fields will be automatically populated.

6) Select “SAVE”".

7) Select “Standard Treatment Protocol”.

‘t intarvantion graup o [ s | (4 eem | (5 v ||

STANDARD TREATMENT PROTOCOL Gio o, .. W‘q

Team meeting date: Arca of Concern:

¥ ] Reading

| PROBLEM IDENTIFICATION |
List the data reviewed by the team for selection of students:

List the eriteria determined for inclusion in the group intervention:

| BRIEF PROBLEM ANALYSIS |
Describe the common instructional need identified among this group of studenis:

PLAN DEVELOPMENT I

GOALSETTING

| INTERVENTION |

Intervention name: STS2T Leaps
Bricf description: This 1:1 intervention program is designed to build avtomaticity with
phonological awareness, letter names and sounda, sight words, decodable

Description of Great Leaps binders
needed materials: Copy of graph for each section

Intervention

implementor: L Solect
First Las=l
When:
Where:
How often: x I —Select- B
| MEASUREMENT |

Diata collection |
SYSLem:

Data colleetor:
Halect

What will be
recorded:

8) Complete ALL fields, then “SAVE”.
9) Select “Back” from the navigational bar to return to Intervention Group Setup.

10) Select “Edit Student List” to add students or remove them from the group.

16



Intervention group 4 Back I
Edit student list —— T

Intervention group: Great Leaps

_'.'.J

Search for students: Students enrolled:
Search <<=<Remove selected
District: | 0139: Rush City School District ! :] No students enrolled.
Schooel: | C.E. Jacobson Elementary | 3]
Grade: | ---Select Grade Level--- } :]
First
name:
Last
name:

11) You may search for students by First or Last Name, Grade, School, or District. Your
search options may be limited by your level of access. The less criteria used in your
search, the broader your search will be, thereby increasing your chances of finding a
specific student. Once you've established your search criteria, select “Search”.

Intervention group
Edit student list !. m——— ﬂ
Intervention group: Great Leaps
Students found: Students enrolled:
("search again ) [ Add selected>> ) <<Remove selected
1232343454565 Example Abby ™ Mo students enrolled.

2343454565676 Example Andrew E

12) Search results will appear on the left. Select the students to be added to the group
by checking the boxes immediately to the right of their names. Click on “Add
selected.” Repeat as necessary until all participating students have been added to
the “Student’s enrolled” box.

Intervention group
Edit student list [Goto.. ?
Intervention group: Great Leaps
Students found: Students enrolled:
("Search again ) (" Add selected>> ) <=Remove selected
— WARNING: Removing a student from an intervention group also
1232343454565 Example Abby = deletes the asscciated intervention from the student record.
2343454565676 Example Andrew () = 1232343454565 Example Abby
[ 2343454565676 Example Andrew

13) Select “Back” then “SAVE”

14) To complete a plan implementation review and plan evaluation for individual
students, return to the main menu [E2%ere | Find the student by beginning with step #1
on page 4 of this document.

17



18



19



