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When running reports there are several issues that providers need to check to ensure that the report is 
accurate and reflects the correct students. 

Follow the steps below to correct the data in reports. 

• Run the desired report.  For the purposes of this job aid, the IEP Caseload by Provider report will 
be illustrated.  However, the process is similar for all reports. 
Other reports providers may wish to run include 

Student  Alpha Report by Service 
Principal’s Management  Special Ed Roster 

• Complete Steps 1-5.  Step 1 is shown below.  Steps 2-5 are on the following pages. 
 

 
1. To retrieve a report, select the REPORTS link from the Main Navigation bar.   
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The Report Categories page appears.   

2. To run the “IEP Caseload by Provider,” select the IEP link.   
 
 
 
A list of reports displays. 

3. Select the IEP Caseload by Provider link. 
 
 
 
The Report Criteria screen appears. 

Select the appropriate criteria on the Report Criteria page.  (You can leave the Service Code blank to 
run the report for the whole school or select a Service Code to run the report for a specific service.)  
Next, select the PREVIEW link from the Report Criteria title bar 
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The report preview will be displayed. 
 

Elements of Reports  
 
Depending on the report and the Adobe Acrobat version, various elements will be available: 

 
 

4. To print the report, select the Print button ( ) from the tool bar. 
 

 

Element Name Description/Function 

 
Show/Hide 
Group Tree 

Displays the Group Tree on the left of each report result record. 

 
Export Allows the report to be exported in one of several formats, such as 

Crystal Reports™ RPT, Adobe Acrobat™ PDF, MS Word, Excel, or Rich Text 
Format. 

 
First Moves to the first result of a multiple result report. 

 
Previous Moves to the previous result of a multiple result report. 

 
Next Moves to the next result of a multiple result report. 

 
Last Moves to the last result page of a multiple result report. 

 
Go To (result) Moves to a specified result of a multiple result report. 

 
Find Searches current result for specific text. 

 
Zoom drop-down 
list 

Increases or decreases the magnification of the report view. 
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The “Print the Report” page appears.  Select either All or a certain range of pages and then select the 
Print button.  
 
The Report will be reconfigured.  Use the Print button on the Adobe Acrobat™ toolbar to print the 
report so that the report format will be correct. 
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Completing tasks after locking IEPs takes care of many of the component details.  There are some 
situations that require additional steps to be taken. 
 

• If students are showing who have left the district, due diligence must be performed.  Then the 
exit form needs to be completed and submitted. 

• If students’ names are not on the report, check the component details to make corrections. 
• Complete Steps 1-6. Steps 1 and 2 are shown below.  Steps 3-5 are on the following pages. 

 

 
1. From within the student’s record select IEP. 

 
 
 
 

All IEP’s display on the screen. The most recent IEP is usually at the top of the list.  
 

 
 
 
 
 
 
 
 
 
2. Click the Components link. (Remember links are underlined.) 
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IEP Components are displayed.  (If the service is not displayed it may not have been included on page 1 
of the IEP. To check, choose the Special Ed Events and open the most recently completed IEP.  If the 
service is on page one of the IEP but not listed as a component, contact Encore Support to get it 
added.) 

 

 
3. Click the Details link for the desired service.  
 
 
 
 
Summary details are displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
4. Select the Complete link adjacent the empty Provider field or the current provider’s name. 
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All details regarding the service are displayed. Red asterisk fields are required.  
 

 
• If students currently have a different provider who is unknown, the Actual End date should be 

completed and the SAVE link selected.  This action will remove the student from the provider’s 
caseload report. 

 
• To add a new provider, select Clone (beside the Scheduled Start date).  A new Component 

Detail will be displayed.  Enter the date the new provider became responsible for providing 
the service in both the Scheduled and Actual Start date fields. 

 
 
 
 
 
 
 
 
 
 
 
 

 
5. Choose the student’s servicing school and select the provider’s name. 

 
Clone Reason is Original Implementation when the provider is the first to provide services for the 
selected IEP.  When changing providers, the Clone Reason is Provider Change. 

 
 
6. Select SAVE. 

. 
When the report is run again, it should reflect the changes. 


