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CODE STACK

SEIS was created in 2003 and serves over 100 SELPAs and over 1,500 districts/LEAs in California.

CODE STACK is a department within SJCOE, which provides web-based software and mobile development
services and solutions.

CODE STACK hold an Annual CSC User Conference for Special Education, Human Resources and STEM.

c/ | CODE STACK EEDJOIN @ SEIS P BEVONDSST
S, ACADEMY
7N\
ra »‘\ \
SAN JOAQUIN COUNTY OFFICE OF EDUCATION ‘ﬁPROMIS (\J. {J

James A. Mousalimas, County Superintendent of Schools
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Web-based Data Entry System

When working with any web-based data entry system, it is important that users utilize the features within the system to navigate.

If the back button is used or multiple SEIS tabs are open, that will cause caching through the internet browser and will lead to data loss.

If multiple SEIS tabs are open, if one tab goes inactive for 1hr and 15mins, the user account will automatically be logged out.

Do NOT use the back button File 'm

|{=§?Asns-spema\ Education Inf... ‘@SE\S-Spe:ial Education Infor... | 2 SEIS - Special Education Infor... | |

Do NOT browse SEIS in multiple tabs

&) SEIS - Special Education Inf... % | +

Do NOT log in as the SAME user in different browser | 8 San Joaquin County Office of |

4 | & san Joaquin County Office of ... (US) | htt
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Internet Security Tips

SEIS is password protected.

If you download any files from SEIS, be sure to store them in a password protected folder
or delete the files as soon as possible.

Be cautious when storing data on USB drives, as those are easily lost or misplaced.

Work with your IT department to create a policy on emailing or storing student data.

1.866.468.2891
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The SEIS Mission

1. To tell the story of the student through the IEP process.
2. Have accurate and up-to-date IEP data for quality data management.

3. Collect and submit data to CALPADS.

By following the SEIS recommended best practices you will have:

e An accurate “electronic paper trail” for every student’s meeting held in SEIS.

¢ The Future IEP and Student Record will have accurate data that can be used for district, SELPA and state
reporting.

e Transactional data created based on the outcome of the meeting, for CALPADS reporting.

1.866.468.2891
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CALPADS Reporting

1.866.468.2891
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CALPADS Reporting

Special Education data is reported to CALPADS.
Data is captured transactionally so that CALPADS can see the “story” of the student.

The IEP data submitted is validated against the information submitted from the district’s Student Information System (SIS).

Fall: Census Date (first Wednesday in October):
e This will include all transactions between 7/1 — Census Day
* Student and Services Files

End of Year (June 30):
 This will include all transactions between 7/1 — 6/30
 Student, Services and Post Secondary files

Wiy
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What is a Transaction and how is it created?

A transaction is created when:
* When an IEP is affirmed (Initial, Plan Review (Annual) or Eligibility Evaluation (Triennial)
* When a student is Exited (exit reasons: 70, 73, 78, 84)
* When a student's status is changed to DNQ/Not Providing Services (Plan Type 700/800/900)
* When a students is Pending an Initial Evaluation (Meeting Type 30 / Plan Type 300)
* When an Amendment is affirmed and IEP Plan fields are updated

It is imperative that Case Managers review and validate that the IEP information is correct before affirming.
The IEP should be affirmed as soon as the meeting is completed.

Submit student change requests as soon as Eligibility is determined, or a student is exiting.

1.866.468.2891
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IEP Plan Fields

If any of the following IEP Plan fields are updated via an Amendment, an Amendment transaction will be created.

* Primary Residence Code * Postsecondary Goals updated Annually Indicator
* Special Education Program Setting Code * Postsecondary Goals Age-Appropriate Transition
* Preschool Program Setting Service Location Code Assessment Indicator

« Preschool Program Ten Weekly Hours or Greater Indicator ~ * Transition Services in IEP Indicator

* General Education Participation Percentage Range Code * Supportive Services Indicator

* |EP Includes Postsecondary Goals Indicator * Student IEP Participation Indicator

* Disability 1 * Transition Services Goals in IEP Indicator

* Disability 2 * Agency Representative IEP Participation Code

* Services * Special Transportation Indicator

 District of Special Education Accountability

1.866.468.2891
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Manage Profile

To view or update your profile, click on your name at the top right of the page.
Verify that your Email address, Phone number and Cell Phone number are correct as this is used for the Message Center and E-Signature feature.

Verify that your User Type and District or School Access is correct, to ensure that you have access to the students, schools or districts needed.

Enable Logout Sound: At 1 hour of inactivity, an alert will display letting you know that your account will be logged out of there is no

activity within the next 15 minutes.

Enable Email Notification: When an email is sent to you through the Messaging system in SEIS or for the Forgot Password feature,

notification email will be sent to the email address in your SEIS profile.

User Profile

1.866.468.2891
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Provider Level Users

Provider level users only have access to the students they are assigned to.
Provider level users are assigned a home district but can be shared with any district in the SELPA.

Manage their part of the IEP and update Progress on their Goals in a timely manner so the Case Manager can Affirm within
the recommended timeline.

Case Managers
* Communicate with the IEP Team so they are aware of timelines for the IEP.
* Are responsible for Affirm/Attest IEPs, Amendments and Progress Reports.

Submit an Add Student Form or Student Change form for the following:
* To have a student added or removed from your Caseload
* Change a student’s Eligibility status
* To have a student Exited
* To notify the district of address change
* To create IEP transactions

1.866.468.2891
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Caseloads

There are multiple ways to view the students on your caseload.
* Student IEPs
* Caseload
* Eligible Students
* Pending Students

Students ~ Searches

Student IEPs

Caseload

Eligible Students

Pending Students

1.866.468.2891
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Need to Add a Student?

To request that a student be added to your caseload, from the Students section of the upper navigation bar, click on
the Add Student Form link.

If the student transferred from a non-SEIS district or from out of state, the student transferred field must be selected.
This will serve as a reminder to enter the student’s active IEP into SEIS, before the next meeting is held.

1.866.468.2891
http://beta.seis.org




Where does the Add Request Go?

In the Requests Submitted to District/SELPA section of the homepage, click on Add Requests to review your requests
and see the status.

The add request is sent to the District and SELPA. Both user levels can process the add request.

The student’s SEIS record may reside in another district, so the admin staff may have to request a transfer.

Requests Submitted to District/SELPA hacks
5 3 5 5 e
s Ay o Declined by: Cristy Chisders
(%] Fenaing
6 1 0 5 .
@ Pending
of Comploted by: Mora Selpa

compluted 1127
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Pending Initial Eval

Once Parent Consent is received:

. 0 26 Date of Initial Referral, Ages 3-22 © 27 Person Initiating Referral, Ages 3-22
e The Meeting Type must be updated to 30 1 comrzons 20 Toacher
Pending Initial Eval
© 28 Date District Received Parent Consent, Ages 3-22 © 29 Date of Initial IEP Meeting, Ages 3-22

B 090872019 -}

e The students Plan Type must be updated to
300 Pending Initial Eval 01420 special Education Meating Type 01421 Special Education Meeting Date

(] 10 - Part B Initial Evaluation (Ages 3-22)
01
e SSID must be requested [ 20- Annusi Mesting

30- Pending Initial Evaluation

Part C Initial Evaluation (Ages 0-2)

[0 40 - Triennial Evaluation

¢ This will create the Pending/300 reportab|e 0 14.22 student special Education Meeting or Amendment Identifier © 12.23 Meeting Delay
transaction 0000000000000000000000000000 Select One.
© 14.24 Education Plan Type © 14.25 Education Plan Amendment Date

300 - Pending Initial Exaluation .
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How do | Change a Student’s Eligibility Status?

After the Initial Evaluation is held, the student's status should be changed immediately.

To request that a student’s Eligibility Status be updated, from the Students section of the upper navigation bar,
click on the Student Change Form link.

Select Reason — Change Eligibility Status of Pending student

Fill out form below

Select Request

Change Ebgibility status of Pendng student

Determined Eligible, will receive services

Eligible - No IEP, IFSP, or ISP - Parentally placed In private school

Eligible - No [EP, IFSP, or ISP - Other Reasons
Determined Ineligible, DNG
Assessment not completed

1.866.468.2891
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Initial Evals - Scenarios

What if the parent provided consent but has now revoked consent. What do we do?
* The Parent Consent Date should be removed from the Student Record.

* Submit a Student Change form alerting the district of the parent revoke.

The student moved in the middle of the assessment. What do we do?
*  The student should remain in a pending status (meeting type 30/plan type 300).

* The student’s record can be transferred to the new district.

The assessment was held and the student qualifies, what do | do?
* The student’s Plan Type would be updated (100/200/150) and eligibility would be updated to Eligible.

The assessment was held and the student did not qualify/will not be on an IEP, what do | do?
¢ The students Plan type would be updated to 700, 800 or 900 and Eligibility would be changed to DNQ/Not providing Services.

* IMPORTANT: Do not request to make the student Eligible in order to affirm. The Initial Eval would NOT be affirmed. When the status is
changed to DNQ, a copy of the Initial will be saved to the IEP History page of the Student Record and would remain on the Future IEP.

1.866.468.2891
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Where do Eligibility Requests Go?

From the Requests Submitted to District/SELPA notices, click on Eligible or DNQ to review your requests and see the status.

Requests Submitted to District/SELPA

5 3 S

6 1 0

1.866.468.2891
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What if a Student is Exiting
or has Transferred?

If a student has Exited or has transferred to another district, submit a Student Change form.
When an Exit or Transfer request is selected, it is required to go through the CALPADS error check.

All errors must be corrected before the student can be exited or transferred.

Fill out form below Fill out form below

Select Request Seloct Request
it Date prcDis

Exit Reasen it Newson
Comenents Comments

1.866.468.2891
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Exits

If a student is eligible and receiving services and the parent revokes consent for services, is that an Exit or a DNQ?
* If the student is Eligible and the parent revokes consent and withdraws their child from Special Education, this is an Exit.
* Astudent change form would be submitted, requested to Exit the student with an Exit Code 78 — Parent Withdraw.
* Do not change the student’s Plan Type to 800 and request to DNQ the record.

If a student is eligible and receiving services and the parent declines the IEP and ISP to place their child in a private school, is this
an Exit or DNQ?

* If the student is Eligible and the parent declines the IEP and ISP to place their child in a private school, this is an Exit.

* Astudent change form would be submitted, requested to Exit the student with an Exit Code 78 — Parent Withdraw.

* Do not change the students Plan Type to 700 and request to DNQ the record.

What do | do if a student is a no show?
* If the student is a no show, the attempts made to contact the parent/student must be documented.

* Ifit has been determined that the student is not returning to school/district, submit a Student Change form selecting
the appropriate reason of Exit or Transferred, depending on the outcome of the investigation.

1.866.468.2891
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Where do Exit/Transfer Requests Go?

From the Requests Submitted to District/SELPA notices, click on Exit Requests to review your request and see the status.

Requests Submitted to District/SELPA

5 3 5

6 1 0

1.866.468.2891
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Need a Student Removed?

To request that a student be removed to your caseload, from the Students section of the upper
navigation bar, click on the Student Change Form link.

Select the Students name, then select “Student should not be on my caseload.”

Use this form to submit a request to the District/SELPA office regarding: Hannah Abbott

Fill out form below

Select Request Student should not be on my caseload

Comments

submit Request et

1.866.468.2891
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Where does the Removed Request Go?

From the Requests Submitted to District/SELPA notices, click on Record Changes to review
your request and see the status.

Requests Submitted to District/SELPA

5 3 5

6 1 0
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Where do | document if a Student’s
Address Changes?

If a student's home address changes, it is important that a Student Change form is submitted.
Most districts utilize the SEIS nightly integration feature, which updates the students address.
If the address is updated in SEIS but not the SIS, then it can be overwritten that night.

Also, any mailings from the district should go to the new address.

Fill out form below

Select Request Change of Address

Comments

Submit Request LI

1.866.468.2891
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Where do Address Change Requests Go?

From the Requests Submitted to District/SELPA notices, click on Address Changes to review your requests and see the status.

Requests Submitted to District/SELPA

5 3 S

6 1 0

1.866.468.2891
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IEP / CALPADS Changes

With the Amendment validations in place, a provider will not be able to add an Amendment unless an |IEP transaction exists.

This notice can also be used if an IEP was affirmed with the incorrect Meeting date/Meeting Type, parent revoked consent
for Assessment or for any other IEP/CALPADS related questions.

Fill out form below

Select Request Manage IEP/CALPADS data

Comments
1 am unable to add an Amendment to the |EP dated 07/28/2020, An |EP transaction needs to be created for this student

Submit Request Cancel

1.866.468.2891
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Where do IEP/CALPADS Changes Go?

From the Requests Submitted to District/SELPA notices, click on |EP/CALPADS Requests to review your requests and see the status.

Requests Submitted to District/SELPA

5 a 5

1.866.468.2891
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Students Added / Removed

Students Added/Removed

5 4

Students Added Students Removed

1.866.468.2891
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Students Added

The Students Added notice displays the students that have been added to your caseload.
Once reviewed, these notices can be removed.

The notices should stay at 0, so you can easily identify when a student has been added.

Unchack
an Studentin LastName  Feest M me Birthday Case Manuper Eligibility Added By Added On

B reoss Abbat Annia 1iavaoss Cristy Chinders ves Cristychiders owanzaz
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Students Removed

The Students Removed notice displays the students that have been removed to your caseload.
Once reviewed, these notices can be removed.

The notices should stay at 0, so you can easily identify when a student has been removed.

Check/
uncheck
all Last Name First Nams Birthday Remaved By Remaved On

O = iovetyiosks lady DORIN2 Mariajunez onerzate

1.866.468.2891
http://beta.seis.org

Students

The Students section displays the number of Eligible and Pending students.
Itis important to keep an eye on Pending students, as only students that have not had their initial IEP should be listed as Pending.

Do any Pending students have an Initial Eval Date and Plan Type selected?

Students

1.866.468.2891
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Pending Students

Only students that are Pending Initial Evaluation (Plan Type 300) should be in a Pending status.
Students in a Pending status will not be reported to CALPADS (except for Plan Type 300 students).

IEPs are unable to be affirmed if the student is in a Pending status.

Criteria

Student Eigailiy Sacus

— ﬂ Student Exied
Dintn of iniad Fian Typ it - had
Bute of innial Paret Dt of irsmial Plan for Sptd -

Beturral Raterrea By Comaemt Evabusiion sl
sntane 10 Parert 1nnose 120w 00 s vy
e K Optional Criteria

additional Seareh Filter
LE 10 Parert eereet) 12wy wa

0 Twathar Tt Vet 300 Pemstng intist
Tratustion

1.866.468.2891
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Follow Up

Unaffirmed IEPs
A student will pull into this notice if the IEP date on the Future IEP is after the IEP date on the Current IEP.

Unaffirmed Amendments

} ) ) ) Follow Up
A student will pull into this notice once an Amendment has been added.

@ 5
Unsigned IEPs
During the IEP affirm process, if the user selects No for Signed in Agreement, the student will pull into the notice.

.Z
e’

18
Unsigned Amendments

During the Amendment affirm process, if the user selects No for signature, the student will pull into the notice. ﬂ o
Electronic Signatures = . -

If an E-Signature package was created and sent, the notice will display the status of the E-Signature package.

Transactions occur when IEPs and Amendments are affirmed.

It is important that IEPs and Amendments are affirmed as soon as the meetings are completed.

1.866.468.2891
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Follow Up

Users can manage the E-Signature process from the Follow Up section of the homepage.

The status will automatically update as signatures are obtained and once the package is ready for the next steps.

Click the Go to E-Signature icon to be directed to where the E-Signature was created.

T 54008 TG R S 4% LG B T LY OO

hecss

g mas
sz Tidmessnr [re———

e e A Acnsat o o
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Follow Up

To view the details of the E-Signature package, |

click the View E-Signature Details icon. i

Virw POF Sant fer £-Signatury
Add Sigrer

\ TitsaMelstisnship ts.
gner Full Nams: o

Imas Call Phons O o
From here you can: TP ————
* Add new signers
* Edit the Email and Phone number of existing recipients D T i ———
. o e reaw osocbor phanps —
* Resend the E-Signature package to individual signer’s

Remove signers from the E-Signature package S s
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CALPADS Alerts

The CALPADS Alerts displays the following notices:

Program Setting / Preschool Program Setting

« If the student’s Program Setting will change within the IEP year, it should be CALPADS Alerts
documented on the IEP, in the Program Setting Projection field.

* The purpose of the notice is for the Case Manager to create an Amendment to . o
document the Program Setting change, to be submitted to CALPADS. Presch
O 1
¢ The student will display on the notice 30 days before the projected Start Date )
and will be removed 14 days after the projected Start Date. 40

Private School

* This notice displays any student where their School of Attendance is Private and
their Plan Type is not 200 (ISP).

1.866.468.2891
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Meeting Alerts

Meeting Alerts Infant Meeting Alerts

Next Annual Plan Infant Initial Evaluations
Q) /| @
& Month Review
Next Eligibility /
Evaluation e / -
Part C to Part B Transition

Initial Evaluations
9 / ol Students Turning Three O O
831 Due, / o
Interim Placements /
30 Day Reviews 9 / oD e

® @

1.866.468.2891
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Meeting Alerts

The Alerts are generated from the data entered onto the Student Record or IEP forms.

* Next Annual Plan Review & Next Eligibility Evaluation pulls from the Next Annual Plan Review and Next Eligibility
Evaluation date fields on the Info/Eligibility form

* Initial Evaluations is a 60-day projection from the Parent Consent Date

* Initial Placement / 30 Day Reviews is a 30-day projection based on the Date Student Enrolled in District field on the
Dates page of the Student Record.

e Student Turning 3 pulls in students that will turn 3 within 30 days

* Infant Initial Evals pulls from the Infant Parent Consent Date field

* 6 Month Review pulls from the Next IFSP Date field on the Infant Data Sheet

1.866.468.2891
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Calendar

-n- Calendar &=
< August 2021 »
5 L} T w T ¥ 5
1 2 3 5 6 7
8 9 10 1 12 13 14
15 %7 18 1920 N

2 23 24 25 il 27 28

29 30 @

08312021
initial Drabe for Abbol, Annie

Progress Reports due
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Calendar

To add an Event, double click on the date or click the Add Event icon.
Enter the Event Name, select the date and enter any comments, if needed.

To view or delete an Event, click in the event row.

ent Details

Event Name Event Name

Date Date

s oastom

Start Time End Time Start Time End Time

Comment Commant

1.866.468.2891
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Calendar

Easily print your calendar for the current month or multiple months!

Click the Options icon, enter a date range and click Generate Report.

G Calendar + alendar Rer
1
< November 2020 ¥ EniSE 3
Start Bate End Date ]
? - T w T ¥ 3 ™ -
1 2 3 4 B ]
8 9 ] i 12 13 14
Bow v e @ @ o
2 ] e 25 2% 2 2
5 30 [
i

1.866.468.2891
http://beta.seis.org

21



Calendar

When a Meeting Notice is created, a calendar item will automatically be added.

The event will be added to the calendar of all providers for that student.

£ Calendar + | Event Details
< August 2021 » Event Name
5 “ T w T ¥ 5 Initial Date for Abbot, Annie
1 2 s 4 5 6 7
Date Time
8 9 W M 12 13 14
8 o320 1:00

1 16 17 18 19 20 2

2 B ¥ B B N B Schoal/Location Room

25 a0 @ 1 4 Middle Schoal 20
oe3M View IEP View Student Cancel
Infte Duate for ADDOL Annie [
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The Student Record
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System Structure

Student Record IEP
B IEP Forms are selected by the SELPA

+  Demographic data - CALPADS fields are highlighted in Red
*  CALPADS Student and Services * Present Levels
* Parent Guardian Information ! Shared Information «  Goals
¢ School, District Information Student Record ‘ Future IEP « Information/Eligibility
¢ Important Dates \ * Services
* Historical data * Statewide Assessments
¢ Student Record Notes and Attachments « Transition
¢ All Custom fields *  Etc.

1.866.468.2891
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Student IEPs

The Student IEPs page is where you can access the Student Record, IEPs, Progress Reports and Amendments.

¢ Student Record, click the Student icon.

¢ Future IEP, click the Edit icon, in the IEPs column

¢ Current IEP, click the Current IEP icon, in the IEPs column

* Historical IEPs, click the View History icon, in the IEPs column

* Progress Reports, click the Write Progress icon in the P/R column

* Print/view historical Progress Reports, click the View Progress icon, in the P/R column

sEISID Name / Dist D Dos Case Manager - District Of Service schoal 1EPs PR DROP
AGs ®swuns Lovegood, Luna D4/08/2004 Cristy Childers Ariels Gratto District Cristys Fun School shs 75
Ad ®suss Mackly, jar 1171572008 Cristy Childers Ariels Gratto District Sea Star Secondary & &
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CALPADS Student

The CALPADS Student page stores all CALPADS fields.

When an IEP is affirmed, it must go through a CALPADS error
check, which is done through this page.

To view CALPADS errors, click the Error Check button "o R e i i

01414 Student Gender

1.866.468.2891
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CALPADS Services

The CALPADS Services page displays all services for the student. The services link from the Services page on the Future IEP.

Do Not Report — Does not pull the service into the CALPADS report.

SPECIAL EDUCATION AND RELATED SERVICES
#1 415 Language and speech +2
Dates Duration/Frequency Provider
05/06/2021 - 05052022 25 min x 1 sessions = 25 min Weekly 120 SELPA
[ Do Not Report O Do Not Print Blank Grids to Print 0 v

Amend Service | Continue to new IEF | Discontinue Service

1.866.468.2891
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Notes and Attachments

The Notes and Attachments page is where you can enter Ed Alerts for a student, Upload attachments

unrelated to the IEP and additional Notes.

Ed Alers

B B

@ B

Amachments

Student

Mame: Annbe Abbot
DOB: 11/23/2005

Age: 15 year(s) 3 months
Grade level: Tenth grade
SEIS ID: 1604539

551D ID:

District 1D: 12345
School: Bayside High

. Case Manager: Cristy Childers
m Meeting Date (Future IEP): 08/23/2021
Current/Affirmed IEP: 05/19/2021
- Affirmed On: 06/22/2021

=3 90000
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Goal

Banks
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Personal Goal Bank

As a Provider level user, you can create a personal Goal Bank.

Goals from your personal goal bank can be transferred to a student's IEP.

Managing your personal goal bank:
* Add Focus Areas to organize your goals
* To add a Goal, click the Add Goal button
* Enter a goal manually or use the Template link to ensure all areas of the goal is addressed.

Manage My Goal Bank Add New Goal

Categary Select One
= Clhick the Manage Focus Area bubton, to add / edit a Focus Arwa.
= Click the Add Goal buston, to 3dd 3 new Goal.
 To move 3 Goal to ancther Focus Area. check the box next to the

Use Template

Goals

1.866.468.2891

http://beta.seis.org

Goal Template

Edit Goal

Wher
ie. By reporung duce’

Ghven What - Confitisns:
Dirscrtsen tha “prera’ shat wil need i3 be in place for the chjectie or cbjecti/benchmark to be completed. (. “when gven an sppropracs bt

Daes Wha - Dbsaruable Beharvior:
Diescribes what the stusient mill 4 b3 cormplete She ohjecthes or obpecsverbenchmark. fu. “wall ceatase 3 detady or facts from & paiage’

[FPR r——
Eirncrtsen wha pariormance acurscy of th Beauics raaded for the e snd chject/banchmark 1o e considersd masered (e, “wieh D% sccurscy”

s What - Criteria:
Diestrines mow Many TmEs the behaor must be Shoered for the SEHbe o b emve/enchmark 1 be panudered somelered. [ Tin 4 ou of s

oo WA 0 et Msoird - Parformante Dota:
[ ik ratiared by eachs-Chanted ecords’)

1.866.468.2891
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Goal Library

SEIS offers a Goal Library. Each Goal Bank is created and managed by the Goal Bank author.
SEIS cannot edit the goals within the Goal Banks without the consent of the Goal author.
When a goal is added to your Goal Bank, a copy of the goal is sent to the SELPA.

If the SELPA approves the goal, it will be added to the Teacher Generated Goals Goal Bank.
This Goal Bank consists of all goals created and approved within your SELPA.

Search Goal Banks Taushir Gaarsin:

A szanewide calleczion of teacher created goals,

Teach

A witle eliecTian of Foals ereated by seachers wirhin your SELEA

Libeary of your personally created goats.

1.866.468.2891
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Personal Goal Bank

Once Goals have been added, they can be printed or your entire goal bank can be downloaded into Excel.

Goals

e, wich safl s ek samples, o oral wsesuneen ue__out of __ sy with ___W

B & O slimel fname] wil e el compeshvend buev ey, inchafing uawien, drasmas, s f— v
o

1.866.468.2891
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The IEP

1.866.468.2891
http://beta.seis.org

Future IEP

Click the Edit icon to edit a form

Click the Printer icon to print a form
¢ Printin Spanish (if available)
¢ Print a Draft watermark
¢ To print multiple forms, check the box next to each form and click
the Print Selected button Future IEP Forms

Future IEP Forms

Click the Generate E-Signature package button to send an E-Signature

package to applicable signers. ;
Preview Print Edit Form
. . . = Service Plan (Private Schoal
Click the Preview icon to view a form Q e 7 e !
Q - ra IEP At a Glance
o qQ a & Infarmation/ERgibility

Click the Attachments tab to add document

Click the Comments tab to enter a comment about the IEP

1.866.468.2891
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Print Queue

Click the Printer icon.

Select how the form should print.

Future IEP Forms

= ===
a 8 s wea—
q & 7 e g, - -

When the print job is completed, a notification will display on the Print Queue icon

Click the icon to view/print all print jobs within the last 72 hours.

1.866.468.2891
http://beta.seis.org

E-Signature - Pre-Meeting Forms
An e-signature package can be created to obtain a signature for a a8 7 sl -

pre-meeting form. a8 7 Imftationistice of Meeting 8 ©

The forms that can be included in the pre-meeting e-signature Future IEP Forms
package are identified by a checkmark next to the form title.
SR .o |

Only one pre-meeting form can be selected as the consent on the
signer’s webpage is specific to the form that is being sent in the e-
signature. Select E-Slgriatur |

mesting?

Click the Generate E-Signature button. forqecrapymicr e

g Nosice/inwitation o kvesment Plan.

Click the Pre-Meeting Form button.

1.866.468.2891
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E-Sighature - Pre-Meeting Forms

If the student has multiple Meeting Notices or Assessment Plans
on the Future IEP, a drop down will display on the signer’s
module.

¢ The most recent Meeting Notice or Assessment Plan will
be pre-selected.

Click in the drop down if a different Meeting Notice or
Assessment Plan should be sent in the e-signature package.

The IEP and Student Record will remain editable while the e-
signature is in process.

Once all signatures are obtained, the signed PDF can be attached
to the IEP.

Generate E-Signature Package

Signer Full Name: Title/Relationship to Student: Email:
Enter a Password for Signer(s) to access document O

Select an Entry Date for: Invitation/Notice of Meeting & ©

D021 - 1:00pm

1.866.468.2891
http://beta.seis.org

Should | be on the Future IEP?

The Future IEP should ONLY be used when holding the following types of meetings:

* Initial
* Plan Review (Formerly Annual)

« Eligibility Evaluation (Formerly Triennial)

0 An Eligibility Evaluation (Triennial) is NOT an Amendment.
O An Eligibility Evaluation meeting is only to determine eligibility and disability.
= |f ANY IEP Plan fields are updated, Plan Review must be selected as well.

* Plan Type changes (IEP to ISP or ISP to IEP)

« Initial CALPADS Affirm (students who transferred in from a non-SEIS district)

All other types of meetings MUST be held as an Amendment.
e Thisincludes Interim Placements. Interim Placements are NOT completed on the Future IEP.

1.866.468.2891
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Initial Evals

If the Initial Eval was not completed during the first meeting, what do | do?

* If the Initial Eval was not completed and Eligibility was not determined or accepted/declined, the student would remain in a
Pending status and the IEP would remain “open.”

e The IEP would NOT be affirmed as a Plan Type has not been determined. Affirming is ONLY for students that are Eligible and
receiving services.

e Part 2 of the meeting would be held on the Future IEP. The IEP date should remain the ORIGINAL IEP date. The second meeting
date would be documented on the Notes page.

What happens if the student is DNQ'd then later the parent accepts the Offer? Is that updated on the Future IEP or an Amendment?

The acceptance would be updated through the Future IEP:
* Parental Consent date remains the original date the parent consented for evaluation
* The IEP Date is updated to the date the Offer was accepted
* The Initial Entry Start Date is the date the Offer was accepted
* The Meeting Type remains Initial
* Meeting Delay Code of 10 — Parent Refused to Consent would be selected
* The student’s Plan Type is updated
e The IEP/ISP/IFSP is affirmed

1.866.468.2891
http://beta.seis.org

IEP / ISP Transition

If a student is transitioning from an IEP to an ISP or vice versa, the offer must be completed through the Future IEP.

If we will offer ISP services, do two separate meetings need to be held and affirmed?
* One meeting should be held. The meeting can include the offer of FAPE as well as the ISP offer. The outcome of the meeting is what is affirmed.
* If the Offer of FAPE was declined, that should not be affirmed as the student is not on an IEP and an IEP transaction should not be created.

* The decline of the IEP or ISP is documented within the meeting forms.

What if the IEP was accepted, then later the parent wants to accept the ISP?
*  From the Future IEP, update the Meeting Date to when the ISP was accepted.
0 Astudent’s Plan Type cannot be updated through an Amendment.
* Change the student’s Plan Type to 200 and Affirm.

What if the Offer of FAPE and ISP is declined?
* If the student was on an IEP or ISP, submit a Student Change form to request that the student be Exited a 78 — Parent Withdraw.

1.866.468.2891
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Future IEP

Fields that should not be updated before the meeting takes place:

¢ |EP Meeting Date and Meeting Type

* Updating the Meeting Date prior to the meeting can cause system errors, such as not being able to add
an Amendment if one is needed prior to the upcoming meeting.

* Services
* Do NOT Continue or Discontinue services until the changes are agreed upon.

1.866.468.2891
http://beta.seis.org

Compliance Checks

Transition Page 1 -
Compliance Validations have been added to the IEP forms, to alert

users if there are compliance issues that need to be addressed. ey

Duetcribn havs (s Sident parmisipased in the pracess

The Compliance Validations will not prevent you from saving the
page or affirming the IEP, but they should be reviewed.

1.866.468.2891
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Managing Services

If a service is continuing to the next IEP year, the service should be continued by clicking the Continue to New IEP button.
The continue feature removes the “old” version of the service and replaces it with the new version of the service.

All fields are editable, except for the Service Code.

CALPADS only wants to receive one version of a service per student, so remove the previous version will not affect reporting.

SPECIAL EDUCATION AND RELATED SERVICES m
#1415 Language and speech +3
Dates Duration/Frequency Provider
ORITIIONE - DTS 20 min x & sessions = 130 min Monthly 100 District of Service
[ o Net Repart [ D Mot Drint Blank Grids toPrint

wm S e m

1.866.468.2891
http://beta.seis.org

Managing Services

If a service is being discontinued, click the Discontinue Service button.
Enter an End Date, which is the date the student stopped receiving the service.
The discontinued service will be marked Do Not Report.

Discontinued services should be deleted before the IEP is affirmed.

SPECIAL EI_JUCQTION AND RELATED SERVICES m
#1415 Language and speech F:2

Ousaticartroquany Pravider

[ENERNMEES S m m

]

Blank Grids to Primt. o

#1 815 Language and speech I —t—— +2?
Dates DurationFraquency Provider

AOLIR0 - BTIFORD 30 i = 1 Sarwsiony = 30 rmin Weekly 100 Disaricy of Sarvice

7 Do Not Repant o Net Prist Blank Grids to Print 0

1.866.468.2891
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Ed Setting - Program Setting Projection

If a student’s Program Setting will change within the IEP year, a projection must be entered so that an
Amendment can be created when the student’s Program Setting officially changes.

This is especially important for student’s that turn 5 within the IEP year.

etting (TK/KEN or greater, ages 5-22)

ion of this [EP)

(Note: Percentage of time is required for thase that will be 5 and in Transitional Kindergartan/Kindergarten ar greater within the du

% of time student Is outskde the regular class & extracurricular & nen academic activities

% of time student i in the regular class & extracurricular & non academic activities

1 iEP team Is prepared to project odditional Progrom Setting

Start Date Program Setting (TK/Kgn or greater, ages 5-22, within the duration of this 1£p):

% of time student is outside the regular class & extracurricular & non academic activities

% of time student ks in the regular class & extracurricular & non academic activities

1.866.468.2891
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Managing Goals

Use the Goal Title field to help manage your goals.

The Goal Title field does not print on the IEP forms.
* When a goal is being projected for the next year, enter Projected into the Goal Title field.
* Once the goal is approved at the meeting, edit the title entering Current.
* After the Annual Review has been completed, edit the title entering Reviewed or Delete after Affirm.

This way you can easily see the status of the goals and which goals can be deleted after the IEP has been affirmed.

Goal Projected Goal 21722
Gaal
By [eate], gheen [suppoets], [name] will campare propertie
Goal Description Area of Need [ trials as measured by student wark samglesteacher rey
Projected Goal 21122 Math
Updated By/in

Cristy Childers 02725/2021
Measurable Annual Geal #

' (e [Comee] o]

1.866.468.2891
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Recycle Bin

Any item that is deleted by clicking the Delete icon will be sent to the Recycle Bin and can be restored for 7 days.

="' 8 | acristychilders

Click on the Recycle Bin icon at the top right of the page.

Recycle Bin

iterrs will be permanently deleted 7 days from the Deleted On date.

Click the Restore icon.

Show w0 « | entries

Type of Docment

o Goal

This will restore the item back to the Future IEP.

After 7 days or once the next meeting has been affirmed, the deleted items will be permanently deleted.

1.866.468.2891
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Transferring Goals

Goals can be transferred from your personal Goal Bank or the Goal Bank library.

To transfer a goal:
e Click the Choose Goal button
* Select a Goal Bank
* Select a Goal and Objective(s)
* Use the Copy feature to move the goal to the students IEP

Baseline Search Goals

1.866.468.2891
http://beta.seis.org

1LAADS Tl ared wete iose i b s Rl bt o By idatel, " A perp— - st Pl s i st |
Souks her
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Transferring Goals

Goals can be transferred from an IEP back to your personal Goal Bank!
Once the goal has been added, click the Add to My Goals button.

This will transfer the goal to your personal Goal Bank.

[ Active Goal Area of Need Save to My Goals
Goal

IEP date), Annie wall s speech intelligibility by 2 (targeted s
By (annual IEP date), Annie will improve speech intelligibility by producing (targeted sou SR

Communication

Updated By/On
Aaron Perer 02N 22021

Edit Goal Print Goal = Ade

m Lancel

1.866.468.2891
http://beta.seis.org

Affirming the IEP

Once the IEP has been held, it should be affirmed as soon as possible.
Affirming does not mean that the IEP was signed in agreement.

Affirming locks in place what happened at the meeting and should be reported to CALPADS.

Only the Case Manager will see the Affirm button for Eligible students.

To start the affirm process, click the Affirm button.

Forms Return to List = ‘ € >

Information/Eligibility v

1.866.468.2891
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Affirming the IEP

Step 1: Verify Meeting Information

To ensure that the IEP/ISP/IFSP is affirmed with the correct information, Step 1 of 3: Verify Meeting Information
each field must be checked, acknowledging that the Meeting Date, Meeting Informatian.
Meeting Type and Plan Type is correct.

It is also important to confirm that the Next and Last meeting dates are
correct so that homepage Meeting Alerts are populated at the time the
next meetings are due.

If Eligibility Evaluation ONLY is selected as the Meeting Type, a
validation will run to verify if any of the IEP plan fields were updated. -
If so, the user will not be able to complete the affirm until Plan Review H mmaret

is also selected as the Meeting Type.

Once the IEP has been affirmed, the Meeting Date and Meeting Type
cannot be updated.

1.866.468.2891
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Affirming the IEP

Step 2:
A CALPADS Error check will run. All errors must be corrected before the IEP can be affirmed.

Fix all errors, then click the Return to Step 3 of 4: Correction of CALPADS Errors button.

CALPADS (Student)

CALPADS [Student)

01401 Recsed Type

0 Dt Stodent Enrefied in DitricLLEA

014,08 School of AMresdance n

1.866.468.2891
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Affirming the IEP

Step 3:
Check the box next to each form that was used in this meeting.
Only the selected forms will display in bold on the student's Current IEP and can be included in an Electronic Signature.

All forms will be included in the affirm, the bold forms will indicate which forms were included in the meeting

Checks
Uncheck
Al Step 4 of 4: Selection of Farms Used for This Mesting

IEP At 2 Glance

Information/Eligibaity
Assessment Plan wiout PWHN wr Medi-Cal
Services - Offer of FAPE

PWH of Proposed Actlon Grad from HS
Educational Setting - Offer of FAPE

. PWN of Proposed Action Completion of Course Study
Satewide Assessments

O Present Levels Preview PDF m

1.866.468.2891
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What To Do?

After the IEP is affirmed, if the incorrect Meeting Date or Meeting Type was selected:

* If an Amendment has not been added
0 The Future IEP should be updated with the correct Meeting Date and/or Meeting Type and affirmed.

0 Submit a Student Change form, selecting Manage IEP/CALPADS data to inform the district of the
additional affirm. The district will need to remove the incorrect IEP so that it is not reported to CALPADS.

¢ If an Amendment has been added or another IEP has been held

0 The IEP would not be able to be updated with the correct information as the IEP would not be able to be
affirmed after an Amendment or another meeting has been held.

1.866.468.2891
http://beta.seis.org
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Transfers from a non-SEIS District

If a student transferred from out of state or from a non-SEIS district, the Case Manager must complete an Initial CALPADS
Affirm, to document the student’s active/current IEP in SEIS.

This will allow the Case Manager to complete the Interim Placement as an Amendment to the student’s active/current IEP.
This process also creates the IEP reportable transaction, required for the district to submit to CALPADS.

The Initial CAPADS affirm only requires that the CALPADS data, based on the students active/current IEP, is affirmed. The
entire IEP does not need to be entered.

However, if the Progress needs to be entered for the student’s current goals, the Goals should be entered as well. This will
allow the provider to enter and affirm progress in SEIS.

1.866.468.2891
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Initial CALPADS Affirm

On the Student Record, CALPADS Student page:
e Review each field and make the appro;ﬁriate selection, based on the hard copy IEP.
e Click the Error Check button to verify that no errors exist.

Navigate to the CALPADS Services page.
e Add/update the student’s services, based on the hard copy IEP.
e Click the CALPADS Error Check button to verify that no errors exist.

Navigate to the student’s Future IEP.
e Click the Edit icon for the Information/Eligibility form.
e Update the Next/Last IEP and Eval date fields.
0 This will set the homepage notice for when the next Annual or Triennial is due.
Click the Affirm button.
In the Affirm Remarks textbox, enter: Student transferred from a non-SEIS district. Affirming CALPADS data only.
Do not select any forms as a meeting was not held in SEIS.

Attach the hard copy IEP to the affirmed/Current IEP.

Now that the IEP has been documented in SEIS, an Amendment can be added for the Interim Placement/30-day review.

1.866.468.2891
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Current IEP

The Current IEP should be an exact replication of the hard copy the Current Affirmed Forms

parent received.
Affirmed Information

Affirm Remarks:

Meeting T ahuation
All IEP forms that were selected during the affirm will display in bold. nmn:»:.: Atachmants No
Signature: @ ves O Na Amendments: to
If signature is obtained after the meeting is affirmed, it can be updated [  crvesmepottie oeaacion |

on the Current IEP.

An E-Signature package can be created after the IEP has been affirmed. Q L= Bl iannind
a Fo
a a

1.866.468.2891
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Affiemed Data: 077277205

E-Signature

Once the meeting has been held and affirmed, an e-signature Current Affirmed Forms
package can be created and sent for signature.

Affirmed Information

Meeting Date: 01
From the student’s Current IEP, select the forms that were Meeting Type: Ani
included in the meeting. T e

Signature: (ves @ No

Click the Generate E-Signature button. Affiemed Forms mm

Privw Prist form

Q = WP AL 3 Glance.
= Q & informaton gy
2 q & Servioes - Offer of ARt

1.866.468.2891
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Adding Signhers

Enter the signer’s information and click the Add Signer icon

(up to 20 signers can be added).

Cell phone is not required, however the password to the e- Signan ol e Telasiashg o secdent It -
signature package will be sent as a text message to the Regernd st et || it @

signer’s cell phone. If the cell phone number is not entered, ity Swson b
the provider will need to share the password with the signer. asinss

Btet & Pastward foe Sogaeiis) 16 Siets Socumant O Vigreris] may (4AESCT i via he felaweng
In the Name field, keyword search for the student’s providers!
The provider’s name, provider type, email and cell phone il
number will pull directly from their SEIS profile!
poPR—
e etk ab comsont atoment
Inhutde Spariah copy ol barma 1 ot avardible = S54nEh. 4 WS S1nly m Eng
Autimaricay b pugi, o Page 9414 e

Enter a password that will be sent to the signer(s) in order to
view/sign the forms

| sehnewlestpe sl Sacumantstion sad tgner information i carret

1.866.468.2891
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Student Info Box

If an E-Signature is in process, the Go to E-Signature icon will display in School: Fun High School
the student information box. Case Manager: Cristy Childers
Meeting Date (Future IEP): 12/27/2019

Current/Affirmed IEP: 12/27/2019
This is an easy way to identify that an E-Signature is pending signature. Mﬁrmid On: 10/02/2020

Click the icon to be directed to where the E-Signature was created.

[ Go to E-Signature .
Return to Student IEPs

1.866.468.2891
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Completed Signatures

Once all signatures have been obtained, the status on the homepage notice will update to Ready.
The Case Manager can attach the signed document to the student's Current IEP.

Click the Go to E-Signature icon to be directed to where the E-Signature was created.

Once the E-Signature process is completed, by attaching the signed document to the student’s Current IEP,
the notice will automatically be removed.

[ checks

Uncheck

All Status Status Date
O |u0 Ready 10/09/2020
O @¥E ready 09/22/2020

1.866.468.2891
http://beta.seis.org

E-Signature - Current IEP

Click the View E-Signed Document, then click the Add Attachment button.

This will attach the signed PDF document to the student’s Current IEP or Amendment.

&  nraratins

= InfoematiEngaaty

8 Servioes. Ofter of FAPE

8  Peetiees

8 o

q
q
Q
Q B sstrmte ssssamars
Q
q
-1

& Bucationst Setsing - fer of FAPE

1.866.468.2891
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Expired Packages

If the package goes over the 7-day timeline and expires, a PDF will Affirmed Forms
r —

be generated to capture the signatures that were obtained.

The obtained signatures can be attached to the IEP or Amendment.

Click the View Expired Document button.

Click the Attach button to attach the signatures that were obtained

before the package expired. i the Add Attachment busto to sdd this docurment as an an

Void butto
Veid Reason:

A new package can be created, if needed, to capture the remaining 1

signatures, if needed.
MdNIa(hﬂm! Vioid

1.866.468.2891
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Historical IEPs

The Historical IEPs page displays all affirmed IEPs.
Click the View/Print icon to be directed to the IEP.

Tyes Mesting Date ™ sttertedBy Puarpossts] Bgnatus Comment Lendments Jr—
a8 Corrant oeeazon oeneuz State Form :f:...-m..“ o er ™
=) - ey DaILI030 State Farms i Ves Na ™
8 v ovmans e s o L temn v " "

1.866.468.2891
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Affirmed Information

Meeting Date: 08/24/2021
Moating Typa: Annual Mesting
Flan Type: |£9

Signature: ® Yes O No

Al

med forms m Amendments (0]
+ Add Amendment

Amendments

Affirmed Date: 08252021
Affirm Romarks:
Attachments: Yes

Amendments: No

1.866.468.2891
http://beta.seis.org

Two validations will run:
1. To verify that the IEP transaction exists.

request that the student's IEP be “adopted.”

2. To verify that the Future IEP date has not been updated.
* If a new meeting has been held, the IEP should be affirmed.

the Current |EP date.

« If the IEP transaction does not exist, submit a Student Change form to

*  If a meeting has not been held, the IEP date must be changed back to

1.866.468.2891
http://beta.seis.org
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Amendment Date

When an Amendment is added, the Amendment date is the same as the Meeting date.

If a change needs to be made to an IEP that was held that day, the Future IEP can be updated and reaffirmed.

A\ ALERT

The Amendment Date cannot be the same as the student's Current IEP Meeting
Date

A change cannot be made to the students IEPASR/IFSP on the same day of the
meeting

If an update needed to be made prior te affirming the meeting, the update
should be made on the Future and can be reaffirmed.

Otherwise, the Amendment date must be after the student's current |EP.

1.866.468.2891
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Amendment Purpose

An Amendment is created for any purpose outside of an Initial, Plan Review, Amédmant Dite
Eligibility Evaluation and Plan Type changes. =

Amendment Purpose

The Amendment Purpose field has been expanded to include the e
“Additional Purposes” on the Information/Eligibility form. B

Amendment
Periodic Review
Interim Placement

. . 30-Day Review
‘Other’ can be selected for a purpose that is not listed. o
Transition
Pre-Expulsion
Other

The Amendment forms link to the Future IEP forms, so that the Future IEP
and Student Record have the most updated information.

1.866.468.2891
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Editing an Amendment

If an IEP form needs to be edited, scroll to the bottom of the form and select Yes for ‘Does this Amendment
require additional forms.

The Amendment forms link to the Future IEP forms, so that the Future IEP and Student Record have the most
updated information.

Does this d require additional forms? @ ves (O No
Form

f Service Plan (Private School)

& IEP At a Glance

# Information/Eligibility

& Services - Offer of FAPE

1.866.468.2891
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Amendments

There are specific fields that cannot be updated through an Amendment.

Meeting Type:

These fields have been made read-only to ensure they are not updated. nitial

Plan Review (formerly "Annual”)

. i X i Eligibility Evaluation (formerly "Triennial”)
If any of these fields need to be updated, it would require an IEP meeting:

e 14.20 - Meeting Type Additional Purpose of Meeting (If Needed):
+ 14.17 - Special Education Referral Date [ Transition

* 14.19 - Initial Evaluation Parental Consent Date 5 interim

e 14.24 - Education Plan Type Code (from IEP to ISP and vice versa) [ Other

e 14.45 - Parental Involvement Facilitation Code

) Pre-Expulsion

1.866.468.2891
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Managing Services

If a service is changing between IEP years, the service should be Amended.

To Amend a service:
¢ Click the Amend Service button
¢ Enter an End Date for that version of the service (not IEP end date)
¢ The Start Date of the new version of the service will populate to the day after the End Date of the previous version.

The Amended service will automatically be marked Do Not Report and the Amended tag will display on the service.

#1 450 Occupational therapy #2 450 Occupational therapy
Dates Duration/Frequency Dates
OT302020 - 0/290ET 0 sessions = 200 min Weekly O7/07/2020 - 6742072020

[ Do Mot Report ] Do Nat Print [ Do Not Report

1.866.468.2891

http://beta.seis.org

Affirming an Amendment

After all edits have been completed, the amendment should be affirmed.

Click the Affirm button to initiate the affirm process.

save “ _

Return To Amend

Forms Return to List = ‘ >

1.866.468.2891
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Forms in Use

If a user is on an IEP form (through the Future IEP or Amendment), you will receive a notice and are unable to
complete the affirm until the forms are not in use.

Since the Amendment forms link to the Future IEP forms, if data is being updated before the Amendment affirm
takes place, inaccurate data will be pulled into the Amendment transaction.

i Forms Found

Please Note: Othe.
use in arder to init
then continue

% prOVKIBTS are ACthely Working on the same Student's IER, This sy
affirm process. Please contact users listed below to release the forms
TS EArCRSS.

Checked Out
By

Farm Email Prane Seudenthame
4 AP—— fra— emalladdeeisueteong Marjoram Ackerman
oA . e — T——— fptgts  Marjoram Ackerman
. v [0

1.866.468.2891
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Affirming an Amendment

Amendment Purpose: What was selected on the Amendment form

Additional Purpose of Meeting: The additional purpose that was selected on the Information/Eligibility form

Signature: Was the Amendment signed.

Affirm Amendment

Amendment Purpose: Additional Purpese of Mesting (iIf Needed):

Not Appiicable

1.866.468.2891
http://beta.seis.org
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Affirming an Amendment

A CALPAD Services error check will run, to ensure that all services are error free.

Correction of CALPADS Errors

Congratulations!

There are no CALPADS errors. Click Continue to complete the affirm process.

Continue ISR

1.866.468.2891
http://beta.seis.org

Affirming an Amendment

Select the forms that were used for the Amendment meeting.

Click the Submit button

Checks

Uncheck

an Step 4 of 4: Selection of Forms Used for This Meeting
[m} IEF At a Glance

O Information/Eligibility

m] Sarvices - Offer of FAPE

O Educational Setting - Offer of FAPE

1.866.468.2891
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Affirmed Amendment

To view your affirmed Amendment, go to the student's Current IEP and click on the Amendments tab.

Click the Printer icon to:
* View/print the forms
* Add Attachments
* Add Comments
* Send an E-Signature package
Amendment

Amendment Date: OR262021

M. | —————

® Yes O Mo O NotApplcable
Amendment Purpose: Amendment

ViewsPring Gl Amendment Date  Dts Added Airemed By / Date Sighed  Attschments  Furpase Eomments
Affirmed Forms [«

a8 eartnae ow1aon Uarts punes f OV LIZNS ves o Correction Forgot ts update the Mest Annual IEP Dats.
m

Preview Prink  Foem

Q S Amendmens

1.866.468.2891
http://beta.seis.org

100

1.866.468.2891
http://beta.seis.org

50



Progress Reports

To access the Progress Reports page, go to Student IEPs and click on the Write Progress icon

To view previously affirmed Progress Reports, click on the Print Progress icon

SEIS 1D MName f Dist 1D ooB Case Manager District Of Service School 1EPs PR DROP

Ad 912000 Abbaott, Hannah 1200772013 Ana Diaz Kirstins District 1 Awesome schoalofrun. S S #£B  #

1.866.468.2891
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Progress Summary Page

From the Progress Summary page you can:
* Write progress on Goals
* Affirm Progress Reports
* Print historical Progress Reports
* See when the last Progress Report was affirmed

Progress Reports

“wirive Progress on Lelected Goal

Lt Aifiremed Pragress Repar: Apr 3, 2609 83511 PR

1.866.468.2891
http://beta.seis.org
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Writing Progress

To write progress on Goals, check the box next to the Goal(s) and click the
Write Progress on Selected Goals button

Write Progress on Selected Goals Affirm PR Print Affirmed PR

Last Affirmed Progress Report: Mar 11. 2021 7:50:53 PM

Check/
Uncheck Annual
All Goal # Description Goal

By [date], given [s
1 Projected Goal 21/22 (algebraically, gra
measured by stuc

1.866.468.2891
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Writing Progress

There are 3 standard Progress fields and an Annual Review field. If you district requires additional progress to be written,
click the Add Progress Report button.

Once progress has been written, select Yes in the Ready for PR field and click Return to PR Summary page.

P e famens
i Weeting Dot (Futers 1P
— eay e, Curremt/athemed iEP o

[ ] Comengert

Brumusal Basiow fGaal) Anrvaal Gl Mae Buny foc PR

1.866.468.2891

http://beta.seis.org

104




Affirming Progress

The Case Manager should wait until progress has been written for all goals before affirming.

Only goals with a Yes in the Ready for PR column will pull into the affirmed Progress Report.

Click the Affirm PR button.

Last AMfirmed Progross Report: Mar 11, 2021 7:50:53 FM

Ready Updated 8 f

Check!
Unchack  Annusl
an Goal# Deseription Goal for PR By
By [daee] g | will compare properties of P ina different way YE3  Crisey Chiders |
1 Prejected Goal 21722 raghically, , des, o [ erials as RSN 282021 4339
memared by studers work samphedteacher resonds. m ™

1.866.468.2891
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Printing Progress Reports

To print your affirmed Progress Report, click the Print Affirmed PR button.

To print previously affirmed Progress Reports, click the Print Historical PRs button.

Write Progress on Selected Goals Affirm PR Print Affirmed PR Print Selected Goals ~ Print Historical PRs

Last Affirmed Progress Report: Aug 25, 2021 8:45:17 AM

1.866.468.2891
http://beta.seis.org
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DRDP

1.866.468.2891

http://beta.seis.org

IEPs P/R DRDP
shs /s
shis s | #

To add a DRDP, click the Add DRDP button.

sfan 0w owrn

108

The DRDP icon will display for students ages 0-6.

DRDP

DRDPs only need to be completed for students ages 0-5, excluding TK.

- Dabe Complesed. Bavr Mttemed Mfread by

e

1.866.468.2891
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DRDP

Child's Infermation

The demographic fields pull from the Student Record

& Dm0 [Domtrit saeeed Yar LASTISS Brpartongs
e

When field 9 is selected, the appropriate rating record will display.

7 Bamtar: (LR 8 bpmiial sdurstien srevbmant
[ .

The Adaptations pull from the student’s IEP/IFSP.

12, Adaptations used in the assessmen .

1.866.468.2891
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Transferring DRDP Data from SEIS to DR Access Reports

In spring 2020, SEIS integrated with DR Access Reports, making it easier and faster to produce DRDP reports.
Completed/affirmed DRDP (2015) records will be automatically transferred every night into your DR Access Reports account.

On the DRDP form, the Assessors name and email address will pull from their SEIS user profile. If the email address that was
used to create your DRDP account, the email address can be updated.

Assessor Information

4. Name of primary specisl sdueation auansor

.

1 Gihar. spesilty here

L Y ———

1.866.468.2891
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Search Results

Show per page
chais
uadeaa  umm
AOE e
L]

Aol
000

@

AOE
®

AOE s
a0

@

AOE e
L]

Searches

X u Q9 R
Lot tame P Same
v pre

mnan

i Mannger

iy Db

ety

[—

. Criteria Gaeae
Shusess brited
B +sas | o [N
Optional Criteria
kot of Avensamcn
= = Aditianst Suarch Filter
ity i b m

oty P S

Saved Searches

My Custam Sesrchas

Shared Sasrches

1.866.468.2891
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Filtering Students

L Criteria
Criteria
. . . . Student Exited
Adding filters will allow you to narrow down the results to a specific group of No
students.

Filter by any field on the student record, including custom fields created by the

district or SELPA.

The search is an AND search. Meaning that only the students that match all

criteria will pull in.

Optional Criteria

Additional Search Filter

----Optional-—

GaBpe

oo [

1.866.468.2891
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Column Options

Column options allow you to see specific information about the group of students.

Column Options
Type of Report ]
Type of Report TR
Select canned reports such as: Current Service Report, ESY service Report, DRDP Report. Select Colurans for Report

Select Columns for Report

Select any field from the Student Record or custom Field.

1.866.468.2891

http://beta.seis.org
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Current Service Report

The Current Service Report is one of the most common searches. | Column Options ‘
This report will pull all services from the services grid.

There will be one row per service, displaying all service fields.

. [ T - PRS- Tosgsnnry

1.866.468.2891
http://beta.seis.org
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Tasks to Perform

From the Search results, you can:
* Print
* Download the data into Excel
* Download Mailing Labels
* Bulk print IEP forms and Progress Reports

U v ow X Y 2

e i S
Dewnload Data

Denwnload Mailing Labels ' VL]

8ulk Print IEP Forms

Sea Star Secondary
Dulk Prin

Bulk Pring IF58 Forms

ss Reparts

5 Ryl High

1.866.468.2891
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Bulk Printing

To Bulk Print IEP forms:
* Select the students to be included in the bulk print
¢ Select Bulk Print IEP forms
¢ Click Go
e Select an IEP form.
¢ Click the Submit Print Job button

Print job Info

ateet n WP by b e b Tl

1.866.468.2891
http://beta.seis.org
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Bulk Printing

Providers can also bulk print IEP forms and Progress Reports right from the Students section of the upper navigation bar.

Bulk Print IEP Forms

1.866.468.2891
http://beta.seis.org
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Mailing Labels

To print mailing labels, select Download Mailing Labels, from the task drop down.

Mailing labels pull from the Parent 1 or Parent 2 mailing fields on the
Demographics page of the Student Record.

Select how you want the mailing label to display, then click Download.

Shodent Name/Parent 1 Masing informaton
Student NameParen 2 s

nfarmaten
Parant I Name { Malng

Barent 1 Nams And Student

ort 1 Mling infs
Parent 2 Name And Student Same | Rarent 2 ailing Info

1.866.468.2891
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Additional Reports

1.866.468.2891
http://beta.seis.org
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Duplicate Services

Reports = Duplicate Services Report

e This report pulls in any student that has duplicate services.
¢ Aduplicate service is the same Service Code and Provider Agency.

.

Simply check the box of one of the duplicate services and click the Mark Services Do Not Report button.

Duplicate Services Report

ALN CiOLELF GiHl pik LM HiDolp Qg RiET w A

Chacks

Unchedk S5 Lan fm  Sedce  Serdes arked sun it f—
- o Newe  Wamr  Oude Gescription  BNR Hon Dot ate  Agency
O& WEMN Adema  WestD 415 Langutgeand g a0 oaRe lpaee

1.866.468.2891
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Supplemental Aids

Reports = Supplementary Aids

e This report pulls the student’s Supplementary Aids from the Services form on their Future IEP.
¢ Click the Generate Report button
e The report can be downloaded into Excel

Reports

1.866.468.2891

http://beta.seis.org
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Goals - Goals Report

* Providers can generate a Goals Report.

¢ The report pulls the student’s Goals and Progress from the Goals form on the Future IEP.

¢ The report can be downloaded into Excel.
Reports

=3

. = ) e —

1.866.468.2891
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TOMS

The TOMS report pulls in all Eligible students in grades 3-8 and 11 for ELA and Math or grades 5, 8, 10, 11, and 12 for Science.

The data pulls from the student’s Future |IEP — Statewide Assessments form.

The Student download includes the additional SEIS Demographic columns.

The TOMS download is the file that must be uploaded as it is in the required file format.

1.866.468.2891

http://beta.seis.org

123

ELPAC

The ELPAC report pulls all Eligible students where English Learner = Yes, Grades K-12, and must have Initial ELPAC or
Summative ELPAC selected on the IEP form.

The report data pulls from the student’s Future IEP — Statewide Assessments form.
The Student download includes the additional SEIS Demographic columns.

The ELPAC download is the file that must be uploaded as it is in the required file format.

Date Tosal Staderms Anaatest Cmndossd FLPAC Domriosd

) SN, B85S g 0

1.866.468.2891
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SEIS Help Desk

1.866.468.2891
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How to Contact the Help Desk

Emailing the SEIS Help desk though the Contact SEIS option provides the
staff with information about your User Level, SELPA, District and computer.

SEIS News

4 Cristy Childers

SEIS Chat is available for Provider level users!

Click on the Chat icon to be directed to an agent.

1.866.468.2891
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Training Materials

View our FAQs and Training Materials to find answers to your most common questions!

Manual List

1.866.468.2891
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Daily Tasks

The Homepage notices need to be monitored DAILY.

Review your Pending Students list

Affirm IEPs and Amendments as soon as possible

Submit a Student Change form as soon as Eligibility is determined

Submit a Student Change form as soon as a student exits/transfers

1.866.468.2891
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Thank You!

Please do not hesitate to contact the
SEIS Help Desk with any questions!

seisupport@sjcoe.net

1.866.468.2891
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