Getting Ready to Lock:

Before you click on Check Compliance make sure you have:

» Checked your parent acknowledgement section at the bottom of your meeting
notice (the locked meeting notice).

Checked to make sure there are no pink diamonds (required forms) remaining and
you have all green check marks.

Added the correct consent event. (Refer to your event map)

Made sure there are no red asterisks on your forms screen.

Filled out the forms as thoroughly as possible. (The more information given in
the forms, the less information the system will ask for in the form of red messages
when locking.)

Added at least one goal.

Added the appropriate events to your event group. (Refer to your event map)
REFERRED TO YOUR EVENT MAP.
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Once you have done all of these things, you are ready to proceed with the locking

process.
To get help with Red Messages, refer to the job aid on “How to deal with Red

Messages”.

The first step is to check compliance:
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Once compliance has been checked and has passed, it is now time to click on the blue
lock button on the left hand side of your screen:
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When you have clicked on the blue lock button, the following screen will appear. It is
now time to click Lock on the right hand side of the screen:
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This particular event will require a start date so be sure and enter the start date and click

lock again.

The following screen will show the future events and their timelines that the system
generates because this event has been locked.

©@NCORE.

HOME SEARCH ENCORE BREPORTS ADMINISTRATION HELP LOGOUT

Go To Student ID:

Transfers

(S8 Programs
] Special Ed
[ Events
=
[0 Details
Tasks
Schedule
Contact Log

Modifications

Programs £ Special Ed / Events / Forms / Future Record Runtime

ID: 053099076 Grade: Kindergarten Status: Special Education

Student: BURTON-LISSY, CHANCE

|
O
m|
m|

T DUE DATE DETAL

The systern has created the following event groups. The Calculated due date for these event groups is shown in the grdtretom,
date is editable, you can override the due date by entering a walid due date in the Calculated Due Date column.

Calculated Due Date

11/27/2004

The systern has updated the following event groups due dates, The Calculated due date for these event groups is shown in the grid
below. If the date is editable, you can aoverride the due date by entering a valid due date in the Calculated Due Date column.

Events

Triennial Review Meeting

Caleulated Due Date

I11/1?/2DD4

Previous DusDate

10/8/2004

Events

Meeting Notice Sent

Click on save. Your event group is now locked.



