)= STUDENT INFORMATION SYSTEMS
LLicl SAN DIEGO CITY SCHOOLS

Updating Service Provider Detalls

Version 2.0 e Updated February 23, 2008

Provider information must be entered to create accurate caseload reports. This job aid covers
completing open tasks and updating service provider details.

After adding students to your caseload and designating yourself as Case Manger (where applicable) on
your Encore Homepage, add yourself as the provider of services. (Updating service provider
information differs from adding students to a caseload. For information on setting up a caseload, see
the Setting up Your Caseload and Assigning Yourself as Case Manager job aid).

This Job Aid contains three sections:

e Section One: Completing ‘Open’ tasks when the IEP event is locked

e Section Two: Updating service provider details, adding yourself as the new provider for

services and printing a report

e Section Three: Correcting tasks (IEP components and details)
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Section One - Completing Open Tasks

Provider information should be entered upon locking an event by completing blue tasks. If this has
not been done use the ‘open’ link under Tasks to complete entering original provider details.
Then use the IEP link to navigate to the component details section to complete current provider
details. (See section two)

The biggest concern reported by providers is that sometimes students do not show up on reports
after entering updated information.

Most of these issues can be corrected by following this section of the job aid.

Many errors can be prevented by creating and locking events in the correct order according to the
Event Map Handbook. It is very important to follow the Event Map Handbook and complete all
“tasks’ when locking events in Encore.

Follow the steps below to complete ‘open’ tasks.

e Log on to Encore and open the student’s Events page.
o Verify tasks are complete on the current, most recently locked event.
o Complete the following steps if there are ‘open’ tasks.

Profile Filter:
Transfers All Events ~
[El special Ed
=
[ 1EP
Dus scheduled  Actual Event Farms Tasks Status
[0 assessment
[ 1/z3/2011 Triennial Assessment Plan Pages 1-3 Draft B
[0 Outside Agency Sssessment
O Status Elsn
[ 11/23/2009 Annual 1EP Meeting Motice, IEP pla-ib, Sign. P, Behavior Draft B
[0 Disability Review Supplemental., SF p1-3 accommodation, Team Action,
O Tasks CAPA Survey, Annual Goals, Progress Report,

Transition Plan pl-2, BSP, FAA, BIP, SEISP,

Transportation
&y as22/2009 11/24/2008 Annual 1ER Meeting Motice, IEP pla-1b, Sign. P, Behavior
=00 Review Supplermental., SF pl-3 accormnrmodation, Team Action
Consent - CAPA Survey, Annual Goals, Progress Report,
Annual IEP Transition Plan pl1-2, BSP, FaA, BIP, SEISP, Lbpen
=P Transportation
IEP Signaturs Page, IEP Team Action
=% 11i1ziz0n Blos TEn o o o L L =y

Intervention

1. Click on the “open’ link, to complete tasks in the current, most recently, locked event.

(Note: if you don’t see the 'open' link, tasks are complete. Please proceed to Section Two.)
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Profile
Transfers
ual Event Task
BN special Ed )
003 annual IEP Review IEP Cormponent - The 'Provider Type #1'is a required field.
O Events Consent - Annual IEP IEF Component - The 'Provider Type #1'is a required field,
[ Forms IEP Component - The 'Provider Type #1'is a required field,
[0 Details IEP Component - The 'Provider Type #1'is a reguired field,
IEP Component - The 'Provider Type #1'is a reqguired field.,
o IEP Component - The 'Provider Type #1'is a reqguired field.,
[ schedule IEP Component - The 'Provider Type #1'is a required field.
[ ContactLog IEP Component - The 'Provider Type #1'is a required field,
[ Modifications IEP Cormponent - The 'Provider Type #1'is a required field.
O] wiew Tests IEF Component - The 'Provider Type #1'is a required field.
IEP Component Detail - The 'Provider' is a required field.
[ Code IEF Component Detail - The 'Provider' is a required field,
[ Motes IEP Component Detail - The 'Provider' is a required field,
O IEF IEP Component Detail - The 'Provider' is a required field,
O] assessment IEP Component Detail - The 'Provider' is a required field,
IEP Component Detail - The 'Provider' is a required field,
[ outside Agency IEP Component Detail - The 'Provider’ is a required field.
[ status IEP Component Detail - The 'Provider' is a required field.
[0 Disability IEP Component Detail - The 'Provider’ is a required field.

2. The 'TASKS’ screen appears.

In order to complete these, you will need the following information:
e The name of the school (from IEP Page 1.)
e Services and environments (from IEP Page 1.)
e Service provider names (from the Signature page).

Each service on IEP Page 1 has may have several tasks associated with it. Tasks are
associated with each environment in which the service is provided.

Complete tasks in order. When all tasks are complete, proceed to (Section Two) on the
following page.

The next pages contain screen shots and descriptions of tasks to complete.
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There are two types of tasks to complete:

3. IEP Component: The IEP Component describes the service, provider type and the
environment in which the service is provided.

IEP Components must be completed in order for the provider name to show on reports.

Make sure the correct Environment ‘Env. Code’ is filled in, matching IEP page 1.

Go To student ID: Special Ed / IEP / Components / Edit
g 10 Grade: 5th Special Ed Status: Special Education

=

Transfers

IEP Type: Annual Review Irmplementation Due; 12/11/2008
=N special Ed Actual Date Developed: 11/24/2005
[] Events
[ 1EP
[ | Components *Service: |Specia|ized Academic Instruction N
[0 codes *Provider Type #1: | vl
[ Assessment Provider Type #2: | vl
[ outside Agency Provider Type #3: | Vl
B Sifus Anticipated End; IEI4 2372009 =3
[1 Disability
O Tasks Env. Code: |Saparate classroom/public school site vl
essionlln
Intervention
5 LAST UPDATED ©On: 12/8/2008 At: 1:06 PM By: Systemn.FTI
|NOTES
LEP
Mew Mote:
| All Motes
Copvyright 2003-2006. Spectrum K12 School Solutions, Inc. All Rights Reserved. - ver, Encore 6.5.7.2 < Top ]
[ 1 E ] H 1
Select correct “‘Provider Type’, provider type should match service.
+ :
USRS IEP Type: Annual Review Implermnmentation Due: 11/23/2008
B special Ed Actual Date Developed: 11/07/2008
[ Events
[ 1Ep
ol *servics: | Specialized Academic Instruction v
[ Codes *Provider Type #1: | 2
[] Assessment Provider Type #2: = - arate
; . Education Specialist-Moderate/Severe
L Outside Agency Provider Type #3: [yanpublic Agency
[ status NonPublic School )
Anticipated End: |Other DIS Service Provider
[ Disability Special Education Service Provider
. |Adapted Physical Education Teacher
[1 Tasks S (A Nurspe Y E
SessionlD: [Audiologist
Intervention California Children Services
County Mental Health s s s s
504 General Education Teacher TED ©On: 117772008 At: 12:31 PM By: System.FTI
NOTES Deaf/Hard of Hearing Teacher
LEP | Horne-based Teacher
MNew Note: IEF Tearmn
Oeccupational Therapist
Orientation and Mobility Specialist
Other Service Provider
| Physical Therapist |
Psychologist —
@ Done Speech/Language Pathologist é ‘ﬂ Local intranet:

p— — = | Student Health Care Specialist o - ) )
1 Stant ’ Haome - Training - Micr... & | Teacher of Visually Impaired <) s g 3
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4. |EP Component Detail The IEP Component Detail information comes from IEP page 1 and

describes service dates, the service school, specific provider, service time and duration.
'Sessions' is always '1'.

Select student's “Svs School” and original ‘Provider’ when the IEP was implemented.

Profile
Transfers
|2l Special Ed
[1 Events
Bl 1ep
B components
o
[ Clone
[ codes
Assessment
OQutside Agency
Status

Ooooo

Disability
[1 Tasks
Intervention

504

LEP

IEP INFORMATION

IEP Type: Annual Review
Actual Date Developed: 11/24/2008

Implermentation Due: 12/11/2008

&

MPOMEMNT

Specialized Academic
Instruction

Anticipated End: 04/23/2009

Service!

Env. Code: SSi:gnarate classraom/public school

IEP COMPOMENT DETAIL

*Scheduled Start: [12/11,2008

Actual Start: ID4.-’23./2008
Actual End: I

FaClone

SAVE CAMCEL

Delay Reason: |

*Sve, Schoal: | NAME--CODE

Sessions: |1

Per: | Week W

*Provider: |

¥ SHOW PROVIDERS FILTERED BY SERVICIN

SCHOOL

Indirect Sessions: |

Per: hd

*Clone Reason: | Original Implementation

Direct Duration: IZU—
Direct Time unit:
Indirect Duration: I—
Indirect Time Unit:

|£

If the name does not show in Provider click on Show Provider Filtered By Service or Show All
Providers. If the name is still not on the list call Encore Support.
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Section Two — Updating Provider Service Detalils

When you begin providing services for a student who was previously receiving services from another
provider, you must assign yourself as the new provider. (At the beginning of a new school year, you
may have to add yourself as the provider for your entire caseload when at a new site.) This process is
similar to adding yourself as a provider when completing tasks after locking the IEP. However, you
must ‘clone’ the service before adding your provider information to the student record. Cloning a
service creates a historical record of the previous provider.

Follow the steps below to update Service Provider IEP Component Details and add yourself as the
new provider for services.

Profile Filter:
Transfers &l Events v
|2l Special Ed
ADD EVENT G 2
|
Cue Scheduled  Actual Event Forms Tasks Status
= et
E 9/7/2009 Annual IEP Meeting Motice, IEP pla-1b, Sign. P, Behavior Draﬂ@
[0 Outside Agency Review Supplemental., SF pl-3 accornmodation, Team Action,
O stat CAPA Survey, Annual Goals, Progress Repart,
AtuE Transition Plan pl-2, BSP, FAA, BIP, SEISP,
[ Disability Transportation
[ Task Eil 6/13/2009 Triennial Assessment Plan Pages 1-3 Draft B
asks Assessment Plan
+ .y enti Annual IEF Meeting Motice, IEP pla-1b, Sign. P, Behavior
Intervention 9/15/2008 9/8/2008 | i i b, si havi Locked
Review Supplemental., SF p1-3 accommmodation, Team Action,
504 Consent - Annual CAPA Survey, Annual Goals, Progress Report,
IEP Transition Plan p1-2, BSP, FAA, BIP, SEISP,
Transportation
LEP IEP Signature Page, IEP Tear Action

1. Click on the “IEP’ link to open the IEP screen.
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Profile

Transfers 1EP
Bl special Ed 14 4 Recards 1 - 30f 3 F Kl
Actual Date Latest Date to
[0 Events Tupe « LeE Erogram Developed Implement Cemplet
| Annual Specialized Academic /292008 11/19/2008 Completf Components
Review Instruction
[ Assessment Annual 21042005 34342005 Complete Components Codes e Delete
[ outside Agency Ref\’rlew
Initial TER 2/3/2004 21372004 Complete Components Codes Clone Delete
[1 status 14 4 Records 1 - 3of 3 » ¥
[1 Disability
[ Tasks
Intervention
504
LEP

Copyright 2003-2006, Spectrum K12 School Solutions, Inc, All Rights Reserved

.- wer. Encore 6.8.7.9

2. ldentify the current, most recent event by the Actual Date Developed and click on
Components.

Profile

IEP INFORMATION

SCHOOLS

T fe -
[ [Tremsiens IEP Type: Annual Review Implementation Due: 10/29/2008
Bl special Ed Actual Date Developed: 10/14/2008
[ Events
B 1ep
14 4 Records 1 -4 of 4 F ¥I
o . -
Service a Env Code nntlg:q;ted SessionlD %‘L Complete Details Delete Clone
[ Codes =1 ==
Language and Speech Separate classroom/public 10/14/z2008 1 Complete Details X Clone
[ Assessment Related Services schoal site
o i Specialized Academic General ed classroom/public 10/14/2009 2 Complete D Clone
BUEEE REEmeE Instruction school site
[ status Specialized Academic Separate classroom/public 10/14/2008 1 Clone
L Instruction school site
[ Disability . . .
Student Learning Center Separate classroom/public 1/30/2009 1 lete Details X Clone
[ Tasks school site
4 4 Records 1 -4of4 » ¥l

Intervention
504

LEP

Copyright 2003-2006, Spectrum K12 School Selutions, Inc, All Rights Reserved. - ver, Encore 6.8.7.9

3. Click on Details of your service.

(Note: Service lines should match IEP page 1. Depending on the services and environments
selected, an identical service may appear more than once. Each service will have a different
environment.)
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Profile

Transfers

IEP INFORMATION

IEP Type: Annual Review Implementation Due: 11/19/2008
&l special Ed Actual Date Developed: 10/29/2008
|IEP COMPONENT
[ Events
., Specialized Academic . Separate classroom/public school
B 1Ep Service: Instruction Env. Code: site

El Companents Anticipated End: 10/29/2009

o] OMNENT DETAIL

[ clone 14 4 Records 1 -1 of 1 » I
Lat Start a Act Start ActEnd  Session per Dir Duration At - Complete Delete
[ codes ==t
11/19/2008 10/29/2008 1 week 25 H Traind0, Train Cormplete b4
o
FESEEECNE 1 R R
[0 outside Agency
[ status
[ Disability
[ Tasks

Intervention
504

LEP

4. Click on Provider name.

The IEP Component Detail for the previous provider appears.

(Make a note of Sessions ‘Per’ and ‘Direct Time Unit’ in order to add this information in the
next step.)

IEP IMFCORMATICH

Transfers

IEP Type: Annual Review Implementation Due: 11/19/2008
=l sSpecial Ed Actual Date Developed: 10/29/2008
|IEP COMPONENT
[ Events
B 1ep Cervice: SPevialized Academic Env. Code: SEparate classroom/public schoal

Instruction site

El Components Anticipated End: 10/29/2009

0 [oeta]

OMEMNT DETAIL SAVE C

o]
L Clone *Scheduled Start: I11;’19;’2003
[ Codes
Actual Start: |
[ Assessment
[0 outside Agency Actual End: I
[0 status Delay Reason: | L
[ Disability *Sve, School: | School No. 3870--00314 v
[ Tasks

Sessions: |1 Per: | Week
*Provider: SHOW PROVIDERS FILTERED BY SERVICING SCHOOL
Indirect Sessions: | Per: v
*Clone Reasan: | Original Implementation 4
Direct Duration: |25
Direct Time unit:
Indirect Duration: I
Indirect Time Unit:

Intervention

504

LEP

LAST UPDATED On: 117372008 At 1:42 PR By 108520

5. Click on Clone

(IMPORTANT: clicking the “‘Clone’ link creates a historical record of providers.)
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Bl Special Ed IEP INFORMATION
[1 Events IEP Type: Annual Review Implementation Due: 11/19/2008
B 1EP Actual Date Developed: 10/29/2008
|IEP COMPONENT
E Components
. Specialized Academic . Separate clggaegorn/public schoal
o] Service: Instruction Env. Code: site
O Clone Anticipated End: 10/29/2009
[ codes T DETAIL SAVE CTAMNCEL

[] Assessment

[1 outside Agency

[ status

[1 Disahility

[ Tasks

Intervention

504

LEP

Field descrintions are listed in the table below.

*Scheduled Start:

‘Scheduled Start’ and “Actual Start’ dates must be

dctual End: [ identical.
Delay Reasan: | v|
*gve. School|| namE--coDE ~|
Sessions: |1 Per: I vI
*Prowder' I SHOW ALL PROVIDERS
Indirect Sessions: | Per: b
*Clane Reason:|| Original Implementation N VI
Direct Duration: [z \ Change to: ‘Provider Change’
Direct Time unit:

Indirect Duration:
Indirect Time Unit:

6. Complete the fields (boxes) outlined in bold.

below)

Field Descriptions

(For additional information, refer to the table

1. Scheduled Start Enter the date you begin providing services for the student. i.e. when
the student started on your caseload.

2. Actual Start . .
Dates must be identical.
(The “Actual start’ date creates the end date for the previous
provider.)

3. Svc School Select name of servicing school

4. Sessions: ‘1’ (keep sessions at ‘1”)

5. Per: Select Week, Month or Year (should match page 1.)

6. Provider Select name of provider from list (If the name does not show in
Provider, click on Show Provider Filtered By Service or Show All
Providers. If the name is still not on the list call Encore Support.

7. Clone Reason Select Provider Change

8. Direct Time Unit Select Hour or Minutes (must match IEP page 1)

9. Indirect Sessions Blank

10. Indirect Duration Blank

7. After completing the fields (boxes) outlined in bold click on Save.
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The ‘IEP Component Detail’ screen appears. In the example below, a new component appears and the
previous assigned provider has an “Actual (service) End’ date.

@ "ORF/! SRod R A

@ 8 ARCH ?REPDRTS |_| ADMIN GHELP TLIJGEIUT User; Moore, Shane DISTRICT: San Diego Unifi al Dis

Go To =9 pecial Ed / IEP / Components / Details
I— E Student: Yedder, Eddie ID: 11171379 Grade: 2nd Special Ed Status; Special Education

Profile

Transfers

IEF Type: Annual Review Implementation Due: 11/19/2008
Actual Date Developed: 10/29/2008

ISl Special Ed

|IEP COMPONENT
[] Events
. Specialized Academic Eriv. Codes flegarate classroom/public school

B 1Ep seyice! Instruction
Anticipated End: 10/29/2009

E Components

|| IEP COMPOMENT DETAIL

[ clone 14 4 Records 1 -2 af 2 b b1
[ Codes Lat Start o Act Start Act End Session  per Dir Duration Dir Time Unit Provider Complete Delets
O 1i1f1g/2008 11/18/200: 1 eel 25 Hours Trainld, Train Complete >
R 11/19/2008  10/e9/z008) 11/17/z008 | 1 Week 25 Hours Traind0, Train  Complete X |
[0 outside Agency 14 4 Recards1-2of2 b M
[ status
[ Disability
[J Tasks

Intervention
504

LEP

Repeat steps 1 - 7 to add yourself as provider of service for each student on your caseload.

After adding yourself as provider to the students on your caseload, print an ‘IEP Caseload Provider
Report’. Compare the list of students to your ‘Caseload’ report from your homepage. Both lists should
contain the same student names.

Follow the steps below to print an IEP Case Load by Provider report.

8. From the Encore links in the Encore toolbar, click on Reports.

9. Click on ‘IEP’, then |IEP Case Load by Provider.
10. Enter the name of the school and your name from the provider list.
11. Click on Preview.
If you serve students at more than one school, create a report for each school.
12. Print the report.

For detailed information on creating report - |IEP Case Load by Provider see:
http://www.sandi.net/encore/readandlearn/jobaids/Encore ReportJobAidlEPCaseload.pdf
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Section Three - Correcting Tasks - Components and Details

The biggest concern reported by providers is that sometimes students do not show up on reports after
entering updated information.

Q: “My students do not appear on reports.”
A: Most of these issues can be corrected by following (Section One) of this job aid (Completing Open
Tasks)

Many errors can be prevented by creating and locking events in the correct order according to the
Event Map Handbook. It is very important to follow the Event Map Handbook and complete all
“‘tasks’ when locking events in Encore.

A: Section Three looks at fixing tasks in following ways.
e Fixing Service IEP Components
e Fixing IEP Component Details
e Fixing ‘No Records to Display’
e Removing ‘Extra’ Service Lines in the IEP Component

Follow the steps below to update tasks (IEP components and details)
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FIXING SERVICE IEP COMPONENTS

IEP IMNFORMATION
T fe . .
B [Tremsiens IEP Type: Annual Review Implementation Due: 11/23/2008
&l special Ed Actual Date Developed: 11/07/2008
[ Events
=l 1ER
14 4 Records 1 -4 of 4 » #1
o 5 -
P Service . Env Code Antlé::jdated SessionlD %\;’;{- Complete Details Delete Clone
[1 cCodes = ===
Health Mursing Services 1 Complete  Details X Clone
[] Assessment Language and Speech 1 Complete Details X Clone
O Gutside Agency Related .Serwc:es .
Occupational Therapy 1 Complete Details X Clone
[] Status Cuplicated
O] Disabilit Specialized Academic General ed classroom/public  11/7/2009 1 Incomplete Details X Clone
Izaniity 2 Instruction school site
L] Tasks 14 4 Recards 1 -4 of 4 b ¥l
Intervention
504
LEP
Copyright 2003-2006, Spectrum K12 School Solutions, Inc, All Rights Reserved, - ver, Encore 6.5.7.9 < Top

1. Verify whether the service is ‘Complete’ or ‘Incomplete’.

2. Click on the service that is ‘Incomplete’.
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Go To Student ID: Special Ed / IEF / Compaonents / Edit

Student:

Profile

IEF INFORMA

T i
[l Transfers IEF Type

|2l special Ed actual Date Developed

+ Annual Review
1 1142472008

Grade: 5th Special Ed Status: Special Education

Implementation Due: 12/11/2008

[] Events
[ 1Er ONEMT
| *service: |Specia|ized Academic Instruction v
[ codes *Provider Type #1: | vl
[1 Assessment Provider Type #2: | vl
[ outside Agency Frovider Type #3: | Vl
Stat .
o) e nticipated End: |04/23/2009 =
[ Disability
[0 Tasks Env. Code: |Sapar’ate classroom/public school site vl
SessionlD: 2
Intervention
504 LAST UPDATED ©n: 12/8/2008 At: 1:06 PM By: System.FTI
|NOTES
LEP
Mew Mote:

All Motes

Copyright 2003-2006. Spectrum K12 School Solutions, Inc. All Rights

Reserved, - ver, Encore 6.5.7.9

3. Make sure the correct Environment

‘Env. Code’ is filled in; it should match IEP page 1

Implementation Due: 11/23/2008

Annual Review
11/07/2008

Specialized Academic Instruction

Transfers IEF Type:
X f Actual Date Developed:
|2l Special Ed
[1 Events
B 1EP
* H N
o servcs|
[ codes *Provider Type #1: |
[ Assessment
L] outside Agency Provider Type #3:
Stats .
o) S Anticipated End:
[ Disability
[ Tasks Env. Code:
SessionID:
Interven
504
|NOTES
LEP
Mew MNote:
@Done

Education Specialist-Maoderate/Severe
MonPublic Agency

MonPublic Schoal

Other DIS Service Provider

Special Education Service Provider
Adapted Physical Education Teacher
Murse

audiologist

California Children Services

County Mental Health

General Education Teacher
Deaf/Hard of Hearing Teacher
Horme-based Teacher

IEP Team

Oeccupational Therapist

Orientation and Mobility Specialist
Other Service Provider
Physical Therapist
Psychologist
Speech/Language Pathologist
Student Health Care Specialist
Teacher of Wisually Impaired

J

TED On: 11/7/2008 At 12:31 FM By: System.FTI

é ‘ﬂ Local intranet

4. Select the Provider Type #1 for the professional who provides that service.
(IMPORTANT: The Provider Type must match the service)

5. Click on the SAVE link.

DISTRICT WIDE APPLICATIONS
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FIXING IEP COMPONENT DETAILS

Profile
IEP IMFORMATION
T fe
B [T IEP Type: Annual Review Irmplementation Due: 11/23/2008
Bl special Ed Actual Date Developed: 11/07/2008
[1 Events
=l 1EP
14 4 Records 1 -4 of 4 » #1
o 5 -
F Service . Env Code Antlé::jdated SessionlD %\;’:‘Zﬁ{ Complete Details Delete Clone
[ codes == =
Health Mursing Services 1 e Details 4  Clone
[ assessment Language and Speech 1 Details X Clone
O Outside Agency Related .Serwc:es .
Occupational Therapy 1 e Details X Clone
[ Status Duplicated
O] Disabilit Specialized Academic General ed classroom/public  11/7/2009 1 Complete Details X Clone
1=aniiy Instruction school site
L1 Tasks 14 4 Recards 1 -4 of 4 ¢ ¢l
Intervention
504
LEP
Copyright 2003-2006. Spectrum K12 School Solutions, Inc. All Rights Reserved. - ver. Encore 6.8.7.9 2 Tap

1. Click on the service Details link for the service you are updating.

A summary of details appears.

OMEMT DETAIL

14 4 Records 1
Lat Start a Act Start Act End Session per Dir Duration Dir Time Unit Provider Complety
441642007 1 Week 30 Minutes Incomplete 2

2. If a provider name is not showing or the component is incomplete, click on Incomplete.
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The IEP COMPONENT DETAIL screen appears.

3. Enter original provider Svc. School and provider information and click on Save.
Important: Once the information about the service has been entered, it will appear in the
reports. Once these steps have been corrected go back and follow Section Two to enter
yourself as provider.
[

Transfers .
= IEP Type: Annual Review

(=l special Ed Actual Date Developed: 11/07/2008

Implementation Due: 11/23/2008

|IEP COMPONENT
[ Events

=] IEP

Specialized Academic
Instruction

11/07/2009

Service:

[l Cormponents Anticipated End:

General ed classroom/public schoal

Env. Code:
site

o [ostan]

SHOW ALL PROVIDERS

' OMENT DETAIL
cl
[ Clone *scheduled Start: [11,/23,/ 2008
[ codes
[] Assessment
[0 outside Agency Actual End:
[0 status Delay Reason: |
[ Disability *5ve, School: | MAME--CODE |
[ Tasks
Sessions: | Fer: I VI
Intervention .
*Pravider: I I
504
Indirect Sessions: | Fer: A
LEP

*Clone Raason:ll Original Irmplementation

¥

Direct Duration: l—
Direct Time unit:
Indirect Duration: l—
Indirect Time Unit:

‘ MNOTES

DISTRICT WIDE APPLICATIONS
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Fix “No RECORDS To DISPLAY’

If ‘“No Records to Display’ appears on the IEP Component or the IEP Component Detail you will need to
add the component or component detail.

Profile

IEP IMFORMATION

+ :
Jrensiess IEF Type: Annual Review
|2l Special Ed Actual Date Developed: 11/07/2008

|IEP COMPOMENT

Implementation Due;: 11/23/2008

[] Events
= IEP Service!
Anticipated End:

Specialized Academic Env. Code: General ed classroom/public school
Instruction site

11/7/2009

[E Components

2 [ostais]

[ clone

IEP COMPOMENT DETAIL

Mao Records To Display.

[ codes
Assessment
Outside Agency
Status

0OoonE

Disability
[ Tasks

Intervention

504

LEP

1. Click on ADD to create the component.

2. To complete IEP Components, go to pages 12, and 13.
To complete IEP Component Details, go to page 14.
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LLa

STUDENT INFORMATION SYSTEMS
SAN DIEGO CITY SCHOOLS

FIXING EXTRA SERVICE LINES IN ‘IEP COMPONENT DETAIL”’

Profile

Transfers 1EP

|2l Special Ed

14 4 Records 1 - 3of 3 » I

Intervention
504

LEP

1 Events Tvpe o LRE '?:)C;t:‘;‘lol:;it; Laﬁ-iiﬁeD,-:;:o Components Codes Clone Delete
o Annual Specialized Acadermic 10/29/2008 11/19/2008 Components Codes Clone Delete
Review Instruction
[ assessment Annual 2/10/2005 34342005 plete Components Codes Clone Delete
[ outside Agency Feriew
Initial IEP 24372004 271372004 Complete Components Codes Clone Delete
[ Status 14 4 Records 1 - 30f 3 b b1
[ Disability
[ Tasks

Copyright 2003-2006. Spectrum K12 School Solutions, Inc. All Rights Reserved. - ver. Encore 6.8.7.9

1. Click on the Components link to navigate to the IEP Components screen.

DISTRICT WIDE APPLICATIONS
HTTP://WWW.SANDI.NET/DWA

E@NCORE
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W STUDENT INFORMATION SYSTEMS
LLicl SAN DIEGO CITY SCHOOLS

~
Student; o ID: Grade: 1st Special Ed Status: Special Education =
IEP INFORMATION
- -
[ [rmsiens 1IEP Type: Annual Review Implementation Due: 01/13/2009
=l special Ed Actual Date Developed: 12/15/2008
[ Events
IEP COMPOMNENT
=l IEP
14 4 Records 1 - TR b+ kI
g . —
Service . Env Code s dipatied Seleey Complete Details Delete Clane
O Codes End Mode
Language and Speech Separate classroom/public 1z/15/2009 1 Complete Detalls X Clone
[0 Assessment Related Services school site
. Occupational Therapy Separate classroom/public 12/15/2009 1 Complete Details X Clone
L] Outside Agency {Duplicated school site
[1 status Occupational Therapy Separate classroom/public 12/15/2009 5 Complete Details 4 Clons
L [Duplicated school site
L Disability Occupational Therapy Separate classroom/public 12/15/2009 4 Complete Details X Clone
[J Tasks Cuplicated schoal site
Specialized Academic Separate classroom/public 12/18/2009 3 Complete Details X Clone
Specialized Academic General ed classroom/public 12/15/2009 4 Complete Details X Clone
504 Instruction schoal site
Specialized Academic Separate classroom/public 12/15/2009 2 Complete Details X Clone
LEP Instruction school site
Specialized Academic General ed classroom/public  12/15/2009 1 Complete Details X Clone
Instruction school site
Specialized Academic Separate classroom/public 12/15/2009 5 Complete Details X Clone
Instruction school site
Specialized Academic General ed classroom/public  12/15/2008 & Complete Details X Clone
Instruction school site
14 4 Records 1 - 10 of 14 » #
Copyright 2003-2006, Spectrum K12 School Solutions, Inc, All Rights Reserved, - ver, Encore 6.8.7.9 < Top al

There are more service lines than there are on IEP page 1. In the screen shot above, ‘Specialized
Academic Instruction’ has six entries which show multiple ‘General ed classroom/public school
site’ and ‘Separate classroom /public School site’, environment codes.

2. Click on the red X' under ‘Delete’ to delete the extra service lines until they match IEP page
1.

3. When the IEP Components match the services on IEP page 1, verify the IEP Component and
complete the IEP Component Details (see page 14).
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