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Getting Started

Introduction

STISETSWeb is a browser-based Special Education data tracking system that
provides the Special Education professional with a comprehensive system for
achieving and maintaining compliance with the Special Education process for
students. Many state-specific forms are contained in this software. Since this
software is fully integrated with the information from the local school STIOffice
program, Special Education personnel may view Student and Guardian
Demographics, Entries/Withdrawals, Attendance, Discipline, Schedules, and Grades.

The basics of getting started with STISETSWeb should follow this order:
e Employees
e  Users (Assign User Names, Passwords, and Security Groups)
o Create Folders (Assign Case Managers to Students)

e Change Case Manager (Only if a mistake was made in assigning Case
Managers)

e Caseload Assignment (Assigning OT, PT, Speech Therapist, etc.,
access to student records)

STISETSWeb features pre-loaded reports that will track due dates for IEPs, as well
as Re-Evaluation reports to determine continued eligibility. Additionally, an
STISETS Query tool is included. The Query tool allows the user to build custom
reports filtered by Student, Folder and Form information. Reporting includes both
school- and district-wide listings.

The security model is robust enough to secure access not only to different schools
and their respective menu options, but access can be locked down to the form level.
Because this program houses a district-wide database, teachers, service providers,
etc. may be given access to students in multiple schools. Therefore, when an
employee logs in to the program his/her entire caseload displays, regardless of the
employee’s relationship to the student.
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BILL ANGLIMN
Mississippi Demo Distiict

Since this document is intended to assist board office personnel as well as local
school personnel in implementation of STISETSWeb, certain sections may pertain to
specific employee duty assignments. The screen below is displayed when an
employee with administrative rights logs in to the program.
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The opening screen displays menu options based on an employee’s level of access to
the program.

An employee’s Username and Password may be secured from your System
Administrator. The screen on the previous page is displayed for staff members with
Administrative rights.

The opening screen below is a sample display for employees with Teacher rights:
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Teachers have the option to change
their passwords at any time. To
change a passward click Login /nfo
| Change Password. Enter the new
passwaord and confirm it in the fields
provided.  Employees with
Administrative rights may change
anyone's password. After
completing, click OK.

A User Properties -

* User Hame
HE

Record will be Changed

Login Info: Selecting this menu option allows the user’s password to
be changed.

- Web Page Dialog

i
]

L

Utilities Desktop

Clicking the plus sign by the Utilities Desktop from the menu tree on the left displays
all the sub-menus contained in the Utilities Desktop. Since all management options
are housed in the Utilities Desktop, only persons with Administrative or Manager
rights have access to the Utilities Desktop.

Employees

To access this menu option, expand the Utilities Desktop.

Employees Jres fma

Click this menu option from the menu tree at left to add staff members
to the employee file. The Search button allows locating previously
entered employees. There are two ways to enter employees. The
following steps demonstrate how to enter employees and set up
security.

Search Criteria
me First Hames

Include Gen Ed Teachers

0

oot ]

e T T —— |

0 Clicking Insert allows entry of employees who are not included in
the local school STIOffice program. For example, the user may
wish to add psychometrists. Enter the appropriate information and
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click OK. Note: This option allows entry of the employee’s
demographic information, Username, Password and Security

Group.

0 Clicking Import allows the user to import staff information from
the teacher file in the local school ST1Office program. This option
is provides a quick way to draw in staff demographic information.
After clicking Import, the user may search by School, Number,
Last Name or First Name. Enter the first few letters of the staff
member’s last name; then click Search. Highlight the desired
employee’s name and click OK. After editing information on the
screen, click OK. Note: This option does NOT allow entry of a
Username, Password or Security. This information must be entered

from the Users menu.

Code Desktop

The Code Desktop houses all codes used in the software. To access this menu option,

click the plus sign next to Code Desktop.

District/State Codes: Currently these codes are the same. Codes
should be added to State Codes first, and then to District Codes. This
allows the user to link District Codes to State Codes. The only editable
codes in this menu are Areas, Staff Student Relationship and Staff Type.

State Codes

—Categories

Description
Areas

EvalustionTypes
Excaptionsity

ExEReason

Genader

Lanpinges

LeastfestEry

Race

FecordOfAocess
SpEdStabus

Statt § Sudent Restionzhie
StafiType

eshis

—State Codes for Selected Category

Deat-Bind

Developmanial Dalsy
Emofionsl Disabliy
Hearing brgpared
LenguageSpench mpared
ubiple Cizabines

Mertal Retsrdaton

Cther Health impairment
Cwthopedic Impsirmert
Spacitic Lesming Disabity
Tranmestic: Braan Injury
‘Wigually Impaired

Deat-Blind

Dieveiopmartal Dalay
Emationsl Dizabilty
Hearing Wgpared
LanguageSpeech mpared
Mukple Dizobinies

Meartal Retardaton

bt Healh impairment
Oxthopedic Impaiment
Sparcitic Lamming Disabity
Tranamatic Brain njury
Wigwaly impaired

Locations: This editable code file is used in conjunction with Student
Services to specify where the service will be provided. All codes in the
Code Desktop are created/edited in the same manner. Locations are
used in the IEP W-2 Supplementary Aids and Services, Personnel
Supports in Regular Education form and the IEP W-5 SCD Related
Services and Special Factors form.

0 Toadd a new code click Insert. After entering a Name,
Description and Expiration Date, click OK to save.

0 To change an existing code, highlight the desired code and click
Change. After making changes, click OK to save the changes.

0 To delete an existing code, highlight the code and click Delete.
Note: Any code that has already been assigned to students cannot

be deleted.

Service Types: Administrators may select this option to view the
various service types available in STISETSWeb. Service Types are

used in the IEP W-2 form.
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e Service Frequency Types: Administrators may select this option to
view the various service frequency types available in STISETSWeb.
These codes are used in the IEP W-2 form.

e Service Type Cross Ref: Administrators may select this option to
cross reference Service Categories with Service Types.

e Goal Bank Set Up: Administrators may select this option to set up
Goal Bank information. This information is used in the IEP W-3a and

Goal Bank Setup o803

rGoal Bank Type Information ————————————— ~Goal Type Information

[Cvem | et i

et e — - & A

| orenge

== == oo

|_Cwme |furzer.  amti wmta 5 Compare Wil Cortrant murvs of e © beme of feskry st end ches i 5
ey — Campae P mbek erronges medn il geocesies of P e wbs it Fote o dfes ol degie s WE -
3 CF AT L Chwale mtpie sohiers 4 e v rolien PROOUCTION
Al Dot how ariwers e crasbed ard how ihey reisle T nearig i e htorcel s ol contests 0 CPITEESMARSTHETICS. HISTORTY
K12 CF ART W whh Ty were Orewed
M e Cotmmre row eeac mage: w3 s ot ! CRTCHMARSTHITICN WEETORY
Iy OSSR BAE W O e I FTCHMARSTHETICS
(racstst  Orecilsl Lisssamant . PROTLCTICH, M,
';‘- 7 LASTICAL BALLET FOOUCTION, BTRGRA TN

3 PROCUCTION, METWA, MTEORA TN
Mt Comesente S e
ey o - o PITCHMAESTIETCS, HISTORY
e bl - [ [— P » of s, mart £ e RO T W
ety 5 wch aret, e, ten i Fa e o L L JCTICN, M
o - s POBAR & wih O Ml G Cxp e g PRCCLCTION
13CFD  DasaE ] Fagen ] e o v garisaberad siemrar by wd s pies by oie ecic i et proes PRCOLCTION, SISO
12 [ ]
S O s D e puaree e —
o ‘:"“"’“ M L argareIaee seterts o preckie: B evetale e ePecieenest of ¢ won ol et 0l
- L. LIRSy sulmcty cominln afed it Creade womd of Bt o Cofpare e Crocess 1S Saly probime sobirey o M MEDW. CRTOEMARTTMETICS

123<F L FT St ans MR CPnasac . O TEORLA PR
boe .. i IR, MIBpRARON

Bty Fharverion Curmeubim Basse

0 Toadd a new Goal Bank Type code, click Insert on the left of the
screen. After entering a Code and Description, click OK to save.

0 To change an existing code, highlight the desired code and click
Change. After making changes, click OK to save the modified
information.

0 To delete an existing code, highlight the code and click Delete.
Note: The user cannot delete codes that have already been assigned
to students.

0 Toadd Goal Type Information codes, highlight the Goal Bank
Type in the left column and then click Insert from the right
column. After entering Grade Level, Description and Strand, click
OK to save.

0 Goal Type Information codes may be changed by clicking the
Change button.

0 Goal Type Information codes may be deleted by clicking the
Delete button.

0 Click the Benchmarks button to add Benchmark information to
the selected Goal Type. The Insert, Change and Delete buttons
operate the same on this screen as on previous screens.

2011 STISETSWeb MS STI_0527111618 Getting Started o 5



Security Desktop

All user security rights are based on user groups, NOT individuals.

e Groups: To access this menu option from the menu tree click the plus
sign beside Security Desktop; then click Groups. This menu option
has a two-fold purpose.

3 Group Builder (Administrators) -- Web Page Dialog, ®

—Group Builder (Administrators)
iy Users Current Member s
User Hame First Name P9 User Hame Last Harme Firsi Marme
Acministraton L BA ANGUN BILL
KB KAREN H CHRIS HUSTING
CB CHARLES
cB f  CASEY
BB BRANDCM
AB ANDY
S JAMLE
BoB BOB
G Al
BC BARBARA
c€C CHRYSTAL =< Rasmave
LB LINDC:&,
™ TIFFANY
Bl BETH
RD RY &N
HE HOLLY
TF Tearry
o SOHNNY
SH SANDY
a JEANIE
M KESTERSCM  JANNKCE b
o

0 To create a new group, click Insert. After entering a name and
description, click OK. For example, a group called Counselors
may be created and then given access only to the referral form; or a
group called Psychometrists could be given access only to the
eligibility form. Users may be added to this group by highlighting
the group name in the left box and clicking Members. At the next
screen highlight any desired name(s), click Add and then click
OK. Multiple names may be selected by holding down the Ctrl key
while clicking on each name.

0 Another purpose of the Groups menu is to add users to existing
groups. To do this, highlight the name of the group in the left box;
then click Members. Users may be added or removed by
highlighting the desired name and clicking the appropriate option,
either Add or Remove. Then click OK to save the changes.

e  Four security groups come pre-installed with the software. It is
recommended that these groups not be changed. Additional groups may
be created to accommodate other security needs.

o Administrators: Have full access to the software in all schools in
the district.
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0 General Ed Teacher: Use of this group is optional. To activate
this group, select Utilities Desktop | System Files. Checking
Create Gen Ed Caseload automatically creates caseload
assignments for Gen Ed teachers right after the Scheduled Student
Update runs. This means that any General Ed teacher who teachers
a Special Ed student will have view-only rights to the student’s
Special Ed record.

0 Managers — Have full access to all menu items for their
individual school. The only menu option this group does not have
access to is the Edit Permissions menu. In other words, Managers
have full control over student records in their school, but only their
school (by default).

0 Teachers — Have full access only to students on their caseload
(by default).

e Users: To access this menu option from the menu tree, click the plus
sign to the left of Security Desktop; then click Users. Previously
created users may be displayed on the screen. This option allows users
to be created from the Employee File. If security groups have been
assigned, the group(s) will display in the right box as the user name is
highlighted in the left box. To display all current users, click in the Last
Name field, press the space bar once and then press the Enter key. (This
three-step process will display any data type, such as students, staff
members, codes, etc.).

l Users

—Search Criteria

Lant Hame

L) Addrvinisty ators

Search

] General B, Teachers

] Managers

| Teachers

111110 150
11112 150
SS5S5857T 150
F111114 150

Save

0 Insert: Selecting this option allows creation of a new user. After
clicking Insert, click the blue plus sign to locate a staff member
from the Employee file. After highlighting the desired employee’s
name, click OK. Then enter the User Name, Password, and
Confirm Password. Click OK, check the appropriate Group(s) in
the box at right and then click Save.

0 Change: Selecting this option allows a password to be changed.
0 Delete: Selecting this option allows deletion of a user.

o Effective Permissions: To access this menu option from the menu
tree, click the plus sign next to Security Desktop. The purpose of this
menu option is to view permissions of a specific user. No changes are
allowed on this screen.

0 Object Types: Click the down arrow to select an Object Type
(School, Form Type or Menu Item).

0 Groups: Click the down arrow to select the desired Group.

2011 STISETSWeb MS
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0 Load: Click Load after the desired Group is selected to display
that group’s Effective Permissions.

e Edit Permissions: To access this menu option, from the menu tree
click the plus sign next to Security Desktop. Only employees with
Administrative rights may access this menu option. This option allows
editing of rights/permissions for previously created Groups.

Edit Permissions After selecting an O9ject Tvope and Groug, click Load.

Object Types Groups
School - | | Managers hd | Load Save |

e Object Types: The three Object Types refer to different types of
access options.

0 School: Displays all schools in your district, with the option to
add or remove school(s) access for the selected Group.

Edit Permissions

MISSOURS DEMO K-12 SCHOCL . -
MSSOURI DEMO SHOOL To give or deny access to specific schools

AISSOLI SETS WD HOH SCHOOL click in the checkbox; then click Save.

0 Form Type: Displays all forms with the option to add or remove
access to any or all forms. Selecting the checkboxes at the top of
each column controls the access options vertically. For example,
clicking in the Full Control checkbox at the top of the first column
grants full control over ALL forms. You may remove full access to
a specific form by removing any of the individual checkboxes in
the Full Control column. For example, if a group needs access
only to the Referral Form, place a checkmark by that form in the
Full Control column.

Edit Permissions To give or deny access to specific forms click

inthe checkbox(s), then click Save.

Descrpton of Areas io be Assessed and Known Tests to be Used
DEA Transfer Studert Documentabon Form

P - Distn Collection Page

EP - Excusal of Mandsory E° Tesm Members Agreemert Form

EF - Form A - Bing and Vigually Impared

EF - Form B - Edended School Year

HEEEEEEL]
EEEEEEL]
HEEEEEEL]

0EEEEEL]
€5 EEE L

NEEORREEEL

NEEEEEE

EF - Form C - Transon Services Pan

[

0 Menu Item: Displays all the menu items that are listed in the
menu tree on the left side of the screen, with the option to add or
remove access to any menu option for the selected group.
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Edit Permissions To give ar deny access to specific Menu ltems click in F
T Gaoups the checkbox(s) by the desired iterm; then click Save.
ﬁ‘] [Courseiors =] [ toss | seve
. r r— l_
(Cazelond Assignment r r r
Change Case Manager r r -
Chid Count Desidop r r -
Code Dezitop r r r —
Create Student Folder r r =
Colete o Studert r r r
Discipiine D r r
Custrict Codes D r r
Documents D r r
Ece Permeszions D r r
Ettectve Permessons r r u
|Em: C | O

Process Desktop

e To access this menu option, click the plus sign next to the Utilities
Desktop; then select Process Desktop. This menu provides a view of all
processes contained in the software. No changes are allowed. As a
particular process is highlighted in the left box, the right box displays
all the forms contained in that process.

Process Desktop

—Frocesses

Forms in Selected Process
EP EP |7

1]
EPfannual Reviewr EPMAnIua Review 0
Fikeal Elgibsity rilisi Eigitifty 0
kel 169 itisd 1P [
MEEDT MEEDT 1]
Cut of State Cut of State 0
Feevaluation Reayvaliation 0

Create Student Folder

e To access this menu option, click the plus sign next to the Utilities
Desktop; then select Create Student Folder. A folder should be
created to track all students who enter any phase of the Special
Education process. The student folder houses dates to be monitored for
compliance. These fields will auto-populate from forms that are
completed in the program. Perform the following steps to create a
student folder:

0 After selecting Create Student Folder from the menu tree on the
left, the screen below will be displayed. The person logged into the
program is by default automatically listed as the Case Manager. To
change this default to the appropriate Case Manager click in the
Assign Case Manager field to display the blue plus sign. Click on
the plus sign to look up the desired staff member. Enter the last
name of the staff member and click Search. Highlight the staff
member’s name and click OK.
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Click 1n this box to display a blue plus

sign. Then click on the plus sign. @

D Sraif Loakup - Web Page Diale
o ———— [Bstatiosur_WebPapeDlaon K

o — Staff Lookup
Search Criteria Search Criteria

Scnoot Inclue Gen L Teathers
School
ETETTTE v
Last llame Finst llame 1 Mign Case Manager
BLL ANGLN

o Enter the last name of the student in the Last Name field. Then
click Search.

HERS 8
PHL ARFLFP 423373472 024081885 10 M w 02402/ 997 ACTIVE
MADISON AVENLE 633243390 021151986 9 F w 081 4/2000 ACTIVE
SHIMN AVOYDE 418150117 12A0A 882 12 F B 00211987 ACTIVE
GEORGLA AMNMAMND | 420319133 031111986 9 F w 00000 997 ACTIVE

0 After highlighting the name of the desired student, click Import.

O The student folder will be displayed. Now when the case manager
of this student logs into the program, he/she will have full access to
this student’s record.

Caseload Assignment

e To access this menu option, click the plus sign by Utilities Desktop and
then select Caseload Assignment. The purpose of the Caseload
Assignment section is to create the relationship(s) different staff
members have to a particular student. The student listed at the top of
the screen is the student you will be working with. A staff member may
be associated with a student in multiple ways. For example, a Special
Education teacher may also provide a related service for a child. All
assignments are accomplished here except assignment of a Case
Manager. This assignment is done in the folder.

Caseload Assignment

Psychometrist
ChO® | | DravieRs |GESTER |Reisted Service Provider
Dot | Duck Deffy Speech Therapist

o0 Click Insert to add a staff member to the selected student’s record.

10 e Getting Started  STI_0527111618 2011 STISETSWeb MS



D imployee | Student Assignment -- Web Page Dialog

Employee | Student Assignment

S Ml . sRelaticivihip
Ot -

R ore will be Added

0 Click the ellipsis button to locate the desired staff member.

Select a Staff Member

Search Criteria
Sl
[T - e G ol Lo achers
0
Last Mame RLESR

o0 Enter the last name of the staff member and select Search.
Highlight the name of the desired staff member and click OK.

Click the down arrow to select the
appropriate Relationship, then

A Employee / Student Assignment -- Web Page Dialog click Ok, Repeat steps 1-31t0
—Employee | Student Assignment f;gti%?gﬂ;j nsal employee
+Staff Member Relationship Rs.
BRANDON BUSH i:] Special Ed Teacher { Service Provider
s
Recard will be Added

Psychometrist

0 Change: Selecting this option allows the user to change a staff
member’s relationship to the selected student.

0 Delete: Selecting this option allows the user to delete a staff
member from the selected student’s Caseload Assignment.

System Files

The System Files menu houses several options that enhance the operation of the
software. To access this menu click the plus sign to the left of Utilities Desktop; then
select System Files.

2011 STISETSWeb MS STI_0527111618 Getting Started o 11




System Files

Sche

[ SIS Inteqration

Delete Snap Shot...

Daily Student Update

Schedule Student Update: Checking this option allows
STISETSWeb student demographic data to be updated on a regular
basis from the STIDistrict database.

Scheduled Time: The user should enter the time as HH:MM [a.m. or
p.m.]. For example: If 2:30 A.M. is entered, this would indicate that
every morning at 2:30 a.m.., the system will refresh the Special
Education student information with the latest changes that occur in
STIOffice (in correspondence with STIDistrict). The time entered here
should always be AFTER the nightly STIOffice upload.

InformationNOW WebServices URL

Synchronize Now: Click this button to manually update the
InformationNOW demographic data in STISETS.

Miscellaneous Setting

Show Student SSN: This allows for students’ Social Security
Numbers to be hidden (unchecked) or displayed (checked) within the
STISETS.

Inactivity Timeout: Inactivity Logout time may be set here, for up to
15 minutes. If no activity takes place in the software after the specified
number of minutes, the software automatically logs the user out.

Child Count Date: Enter the appropriate Child Count date in the
Child Count Date field. Select the Save Tab feature to save the date in
the program.

Take Snap Shot: Selecting this icon creates a Snapshot of the Child
Count Data.

Delete Snap Shot: Click to delete a snap shot. The user will then be
able to select the Child Count Snapshot to be deleted.

System Files

Security
Configuration [Cl ]

Password Expiration Days
0

Remembered Passwords

0

Lockout Minutes Lockout Threshold
15 5

Save Security Seftings
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Security Policy Settings
e If desired, an administrator may set restrictions on passwords.

o0 Password Expiration Days: This allows for a password to
expire in a given number of days. For increased system security,
users may wish to set the system to require password modification
every 30 to 90 days.

0 Remembered Passwords: This is a setting that allows several
previously used passwords to be remembered. Users cannot use the
same password once their password expires.

0 Lockout Minutes: This indicates the number of minutes for
which a user may attempt to sign on. If a user tries unsuccessfully
to log in for this amount of time, the system will lock that user’s
account. The user will then need to go to the administrator to have
his/her account unlocked.

0 Lockout Threshold: This is the number of times a user may
attempt to log in with an incorrect password. If a user tries
unsuccessfully to log in for this number of times, the system will
lock the user’s account. The user will then need to go to the
administrator to have his/her account unlocked.

Delete a Student

Occasionally it becomes necessary to delete a student. For example, a Special
Education Folder may have been created by mistake for a student. Deleting a student
from the STISETSWeb database does not delete the student from the STIDistrict
database; the only record deleted is the student’s Special Education Folder record.

Note: You may not delete any student who has completed Special Education forms.
To access this menu, click the plus sign next to Utilities Desktop; then select Delete

a Student.
Delete a Student i Jres [ e
—Select a Student to Delete
School Status Studbent Hurmiber
| [sete v
Last Hame Fir st Hame

e  Students may be searched by School, Status, Student Number, Last
Name, or First Name.

e  After the desired criteria have been entered, click Search.

e Highlight the name of the student to be deleted and click the Delete
button on the lower right.

o  After deletion, the program takes you back to the User Desktop.

e Remember, you have deleted the Folder record only, not the entire
student record.
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Mass Assign

This utility is used to change relationships from one staff member to another.
Typically it is used at the start of school or end of year when students are moving
from schools or grades. This process is not looking at Active or Inactive Special Ed
students; it looks at all Special Ed students. Two steps are used to complete this
process. The user must first decide which students are to be moved from their current
teachers. Secondly, the user should decide which teacher will receive these students.
To mass-move a caseload or relationship, the following steps are necessary:

Mass Caseload Assignment

~Find Students
P — ] Exceptionality — I

<=2l Sehoois--- w —

O] wee *Pelationship

| Seerch

~Assign To
«Staft [Relations hap
L Phaie poiect w

Ilfﬁﬂﬁud
e In Find Students, you may search: School, Grade, LRE and/or
Exceptionality for the students to be moved.

e An advanced search option is available on the right side of the screen
called Having. This is an ideal tool for instances when a teacher’s entire
caseload is to be moved to another teacher. In the Having search, you
may search for the staff member currently servicing the student and
what relationship that staff member has to the student.

e  Once you have fulfilled the search criteria, click the Search button.

e Notice there is one more search option called Assign To. Use this
feature to define the staff member to whom the selected students are to
be assigned. The relationship must be defined as well. DO NOT click
Assign at this point.

e  Select the student(s) from the search box at the bottom of the screen.
When the box(es) beside the appropriate student(s) have been checked,
click Assign.

e Continue this process until all students have been moved to the
appropriate staff member.

Archive Students

This feature is provided to allow users to file away students who are no longer
receiving services in a district. Since school districts are required to retain student
files for several years after the students leave, the archive feature eliminates the need
to perform daily routines on these student records. The Archival process is typically
an End of Year procedure. The basic action performed during this process is the
selection of students followed by the mass-exiting of the selected students.
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Note: To select multiple students, hold down the Shift key on the keyboard and click
each one. Also note that Archiving automatically changes the Exit Reason.
Archiving does NOT change the status of the student folder.

e  First search the students as done previously.

e  Check the non-STIOffice checkbox to select students who are not in
STIOffice Program.

e Click Search to continue.

e Continue to the Archive Students box. Select the Exit Reason. The Exit
Date displays the current date.

e  Check the box next to each applicable student’s name.

e  After all students have been selected, click OK.

~Archive Students
Note: Gifted students (primary exceptionality of 6T) will not be exited.
Exit Reason Archive Whie Exiting Exit Date
v O 0 dd vy
OR
Archive Reason Archive Date
1o longer receves Special Ed services 12/12/2010
Selected Students' Case Manager will be set to "System Administrator.”
L]

Un-Archive Students

This utility is used to bring students back from Archived status. It is recommended
that this procedure only be used as the Special Education director has outlined within
your district.

e  First locate the students to Un-Archive.
0 Select the appropriate school and grade.

o Enter several letters of the student’s last name and/or first name to
search.

e Click in the checkbox to un-archive a student or click in the checkbox
to the right of Un-Archive to select all students. To select multiple
checkboxes, hold down the Shift key on the keyboard as you check
each box.

e  After all boxes have been selected, click the Un-Archive button to the
right of the search results field.

Find Students

School Grade Case Manager Last Name First Name

—All Schools— v ]
Selected Students’ Special Education Status will be set to "Inactive.”
L
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Critical Student Information

This tool should only be used by a System Administrator. Since this tool allows the
user to change STISETSWeb information to match the same information in
STIOffice, the person making the changes must verify the information in STIOffice
before making any changes in STISETSWeb. WARNING:

e Before changing student information, please make sure you are
authorized to do so.

e  Make sure the data is correct in STIOffice.
e Any changes made may get changed back on nightly update.

e If you are unsure of the consequences and/or the use of this form,
please contact STI Support.

Critical Student Information o =
WRNG:
1. When changing Studen infor mation please make sure you a e suther (zed to do so.
2. Makie sune the data is coarect i STILOMce,
3, Aty changes made may get chared back on Mgty Update,
A4, W s ar 0 umvmain e of e comsequences and or ihe use of ihis Form, pleass comiact 5T1 Suppori,
Student
MARCUS ANSENT
Caiii el Stiidbein Wisvibes “Hew Stislerit Wniinlier
1133310 199303
e Soheol Hee Gehal
ARIEOHA K1 2 DEMO SCHOOL ARIZONS o1 2 [EMO SCHOOL w
Caven First Hame Bavws Firnt Hanne
AR MARCUS
Cuirnont Lant lanwe Hovws Last Hame
ASSENT ABSENT
Culrent Social Soctmity e o Social Secun ity Iimbon
111333333 114.33.3330
Cur v Pl lumber How Phons Humbe
440854 f44.0604
Curven Rate of Bt Hevw Dt of Bt
1172001 1200100 &b 11042000
Curnent Gatwiles N tenicter
] Mun &
[ Now Fibnseity
1 CODE LNANVAILABLE (1) &

ok |

Change Case Manager

To access this menu, click the plus sign to the left of Student Desktop. This option
allows the user to change a student’s Case Manager. Only users with Administrative
or Manager rights will have this option.

e To change a Case Manager, begin by selecting a student.

e Select Student Desktop | Change Case Manager. After selecting
this menu option, the user may search by School, Last Name or First
Name. Enter the desired criteria and click Search.

e Once the desired employee name is highlighted, click Select.

min Jres | e I

Change Case Manager

After highlighting the
esired employee, click

Select the new Case Manager d
Sehool Last Hame First lama ﬁsemﬂ'
el Schoois--- ¥ a

Adiminir alor
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Report Desktop

Overtue Arrunl Reviews
Specil Programs
St CLabean

Shaert Labsis
Stutert Lirting
Turning Age

A variety of reports are pre-loaded in the program. Adobe Acrobat Reader (a free
download) is required for report generation. Only users with Manager or
Administrative rights will have access to this menu. The difference in this menu and
the one with the same name under Student Desktop is this Reports menu allows
listing of all students in an entire school or district, whereas the Reports menu under
Student Desktop only allows reporting for students on a particular teacher’s
caseload.

Reports

To access this menu option click the plus sign by Reports Desktop from the menu
tree at left; then select Reports.

 Options

Came Managen
BLL AN
WAREN BRARS
CHRYSTAL CULPEFFPER
BLL CHOW
MARE MHOON

PR DEWICH K-12 SCHOOL

IFF1 DEMC: MIDDLE SCHOCL

PR SETS WER HIGH SCHOOL

Bagin Dte
My

Enel Dt
L

Mo ke Ve e 2007

\

Clicking here allows further
filtering for reports.

Dbt Formeat

o Highlight the desired report on the left side of the screen.
e If appropriate, select filter Options.
e  Click the down arrow to select the Output Format.

0 PDF brings up Acrobat Reader.

0 RTF brings up Microsoft Word.

0 XLS brings up Excel Spreadsheet.

e  Click Print to preview the report before printing.

Sets Query

This is the area designed to allow Administrators and Managers to build reports
based on school-wide or district-wide listings. There is also a SETS Query

(Caseload) that allows teachers to build the same custom reports for students on their

caseloads. While the query is being built, a display of the report organization will
appear at the bottom of the STISETS Query screen. This allows users to see how the
report will be laid out. All reports generated from Sets Query are live reports,
meaning you may click on any student’s name on the print preview screen and that
student’s folder will display. The following information will guide users through
creating a report. Our example report will list all students whose 1EP specifies that
they will take the Biology Assessment. The report will also include Last Name, First
Name, Grade, Gender, Age and Race.
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STI_0527111618

Getting Started o 17



Sehoot

SETS Query

——-All Schools-— -

Cheml (& tm Coat [Fun | [ Counts zReRert Name:

[ votals onty? [+] Active only? [Lond ] [Save]

School: The user may select from the drop-down list the particular
school for which one is attempting to build a report. The user may also
select the All Schools option to build a report.

Report Title: A report title may be entered in the appropriate text
field. Our example title will be Mississippi Demo District Students
Taking the Biology Assessment.

Xml, Htm, Txt: Choose the format in which the report will be
generated by clicking the desired bullet box next to the Xml (used for
trouble-shooting); Htm (Web page format); or Txt (text format)
headings. Our example will be in Htm format.

Totals Only: Selecting this checkbox will yield a report generating
totals only.

Active Only: Selecting this checkbox will yield a report including
active students only.

Counts: Selecting this checkbox will display counts at the bottom of
the screen based on the criteria selected.

Report Name: Use this text box to name the file and load or save it.
Run: Click this button when you are ready to run the report.

Load: Selecting this option allows the user to load a previously saved
report.

Save: Selecting this option saves the report

New: Selecting this option clears all fields, preparing the screen for a
new report.

There are three headings which contain a myriad of text fields and drop-down boxes
the user may apply to the report.

Student Fields: Enter data in the desired text fields to include
information pertaining to the Student Fields in the report. Select the
check box to include the information in the report. Our example query
will include Last Name, First name, Grade, Gender, Age, and Race.

Folder Fields: Enter data in the desired text fields to include
information pertaining to the Special Ed. Fields in the report. Select the
checkbox to include the information in the report. Our sample report
will include Case Manager Last Name and LRE Name.
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o Form Fields: Enter data in the desired text fields to include
information pertaining to the Form Fields in the report. Select the
check box to include the information in the report.

o Form: Click the down arrow to select a specific form. For our
example, select IEP W- 4 Assessment Participation.

o Field: Click the Ellipsis button to display the dialog box for
selecting form criteria. For our example, select:

Report Tie

W IMSSISSIPA DEMO DETRICT STUDENTS TAKING THE BIOLOGY ASSESSMENT

n Mm
@“m. Buiogy Asseszment Load E

Ot ot O ot
[ vetats onty? [ active onty?

Special £ ducation Dussde Regular Ciazs »60% 01 Day fage: 6:21)

0 1 O £9 W.d Assassmart Parbcpston: MSO017e |~

| [Fied Bioiogy s
EIF_! Ec.ung.m-u- Qs

- - b
Mum 1y CASEMGT Liame: Ea —
Ellipsis buttan

Dml — LR Code 0

O — -
Dm E,UEM 75
Elohr Form: -
__ Stnte Fiesdt

1

Motice a layout preview of
students meeting the selected
criteria displayed here.

Clags <21% of

2 FormAttr

Web Page Dialog

Form: ms0017e
Field BiologyYes
Heading BiologyYes
Select Properties For Field
Norg
[
Not Equal To
Less Than
Less Than or Equal To
Greater Than
Greater Than or Equal To
Empty
Mot Empty
Corilains
Is Contamed Within
Like

Sort by this Geld
@No Sort

O Ascending
O Descending

1. Click this down arrow to
select Biology Yes.

Filter Value

2. Select Equal To.
3. For Filter Yalue enter"1".
4 Click OK

Cancel

Run: Click this icon to run the report. The resulting report is shown

below. Selecting Group Break allows grouping by grade, teacher,
school, etc.
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Repont Thie ot &) e ot
M MSSISSPA DEMO DETRICT STUDENTS TAMING THE BIOLOGY ASSESSMENT DT“M? Emw @

=) IF

Sm ADMM FOm £9 Wt Azseczment Parcpatione MSO01Te w|~
[Fiett Boiogy ves
rm-e Dmm-e D - e
o v
Eun-uu Bmu—; B3 -
= = Fﬂ[:l 2
Dm Eutn—n Pkt E
- 8| s
D Form -
£ e

PRI PTIP™ (277 (e (v ey A (TP T I
DoG PLUTOD 13 M M WHITE ANGLIN ‘Special Education Dutsde Regular Class >60% 0f Day Ages 621) 1

@
-

ANGUN
AWNMAMIND GEORGW 15 WHITE ANGLIN  Special Education Dutude Reguer Class 560% 0f Day lAges 6211 1
MIND  MEVER 8 F 15 WHITE  ANGUN

POREY 9 M 4 WHITE ANGLIN =l Ei . acbe P Oass <X of DaylAges 6211 1

DOG PLUTO [ M 11 WHITE AMGLIN Special Education Outside Regular Class =60% Of Day (Ages 6-21) 1
AANMAMND GEORGIA 8 F 15 WHITE ANGLIN Special Education Outside Regular Class =60% Of Day (Ages 5-21) 1
PIC PORKY 9 M 14 WHITE ANGLIN Special Education Outside Regular Class <21% of Day (Ages 6-21) 1
BUNKER  EDITH MM 16 BLACK ANGLIN Special Education Outside Regular Class 21%-60% Of Day (Ages 6-21) 1
GENEVA  BOY 12 M 17 WHITE MHOON Special Education Outside Regular Class <21% of Day (Ages 6-21) 1
Total: 9

Sets Query (Caseload)

Unlike the previous Sets Query, this query is designed to build user-defined reports
based ONLY on an employee’s caseload. An employee who has been assigned a
security role of Teacher will use this report option after login.

Since the functionality of Sets Query (Caseload.) is the same as Sets Query, the user
may refer to the SETS Query section of this guide.

Saving and Loading Queried Reports

e  After a report has been created using SETS Query, the report may be
saved and loaded for use again. The following steps demonstrate how
to save and load the report.

e  After running the report and closing the print preview screen, select
Save.
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e  Select whether this report will be Public (meaning other employees
may access this report) or Private (meaning only the person who
created this report has access).

Web Pape Dialop

Enter a Query Name and Descriofion
[optional}; then click Ok

Baalogy Assessment

Descrpiion

List of Mississippl Demo District wrudsnts caking

e  The report has been saved for future use. To load this saved query,
click Load. After loading, this report is ready for previewing/printing.

Repoet THe: O Cnam Ova [Fan ] [ Counts 7200 Nens
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User Desktop

In the STISETSWeb User Desktop users will see their caseloads populating the
Student Number, Last Name, First Name, Relationship, LRE, Special Education
Status, Exceptionality, School, DOB, Age, Gender, Race and Grade fields. When an
employee with teacher rights logs in to the program, the opening screen displays the
User Desktop. A user’s caseload consists of students who are associated by way of
case management, Special Education service and/or related service.

When the user opens the program, the student demographic section of the screen will
not be populated with data until a student is selected. After a student is selected, not
only is that student’s information displayed at the top of the screen, but all Special
Education processes that have been assigned to the student will be displayed. The
screen has been prepared for working with the student’s forms, like a canvas ready
for painting.

Demographic Section
AARON, MICHAEL E. for Selected Student [~T=1--]

~ Selected Student.
= N - P
ALRON MICHAEL E miinm MESESPR IEND K12 STHOOL N IN ACTWE -
Date of Age o e
2
Paie
w

TP (M0 #.1 S0M00L

o WSS P DEMO MOCLE SOro
At 20 MESEEIT D60 MO =9
Acve [ WIS (0 WO
ST (0 MO

MBS DEMO K13
Ater MR
st (] M (0 M

Acten MESSE S (M0 W 1] 5
Acee ST (N ML 5

Soscen B mton Cntmie Regau Cuns <21% of Cuy Uiges 631}

v [Processes | [ Foier |

Processes
Fuolder

e To select a student, double-click on the student‘s name.

¢ Record of Access: This is a convenient feature that was added to
track persons who access a student’s record. When anyone other than
the Case Manager accesses a student’s record, it is automatically
logged here. Clicking Insert allows the user to log other persons
accessing the record.
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2 Record of Access - ABDULA ABLONGOTTA -- Web Page Dialog,

Record of Access - ABDULA ABLONGOTTA

Local Educahon Agency Repressniatives®

BLL Local Educstion Agency Representatives®

Dete Signwture

Processes: Clicking here allows the user to access any Processes
assigned to the selected student.

Folder: Clicking here allows quick access to the selected student’s

folder.

Student Desktop

Because the Student Desktop houses student records, Special Education teachers
maintain those records here. This area of the software is essentially the teacher’s
work place. Since all processes and the forms necessary for completion in each

process are housed in this area, teachers can track Special Education students as they
move from referral to eligibility to IEP development.

Student Folder

Housing the most current date information on students, this feature is accessed by
clicking the plus sign to the left of Student Desktop; then selecting Student Folder.
The student folder houses dates to be monitored for compliance. These fields will

auto-populate from forms that are completed in the program.

Student Folder

- Student Folder

The Folder has 3 tabs.

Excoptionalitios
Provay Langasge

td Pl om it Drate Torrgess sy Sotvieen ey degtriorial Mestos
i SRR L LTI

bsAT Brdesid e et Baghas
AR Ly MRy

Date of Uittty e Dysmustion Date "F Begm Dar
e - [LrT—

Wty thoanal Wl e e rion Do Lmveerd stion Eheavertany Tos cadan y Tesches W s stive P eod Bl ation $o | 0 Meetiong
[ER— [ [rTT—

L e L e ) P Pkt Pt Dl Eogas
AR L

Basic tab

Status: Click the down arrow to select a status of Active, Contracted,
Delete, Inactive, In-State, Not Eligible, Referred, Out-of State or

Referred.

0 Active refers to all students currently receiving Special Education

services.

0 Active/Referred refers to all students who are currently receiving
Special Education Services but are being referred for another

reason.

o Contracted refers to students who services are contracted.
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o Delete refers to students whose status is Delete.

o Direct refers to all students whose services are provided directly in
the Special Education classroom.

o Inactive refers to all students who have left the school/LEA.

0 In-Direct refers to students whose services are provided in the
general education classroom.

0 Not Assigned refers to students who have not been assigned a
status category.

o0 Not Eligible refers to all students who have been determined not
eligible for Special Education services.

0 Referred refers to students who have been referred but not yet
determined eligible for Special Education services.

Teacher of Record: The name of the teacher who will be responsible
for maintaining this student’s Special Education record will be
displayed in this field.

Exceptionalities: Click this link to enter the student’s
exceptionality(s)

LRE: Click the down arrow to select the student’s Least Restrictive
Environment.

Primary Language: Click the down arrow to select the student’s
Primary Language.

Date Enrolled in District for Special Ed Services: Enter the
most current date the student began receiving Special Ed services in
your district. (Note: This date is NOT the student’s attendance
enrollment date.)

Initial Placement Date: Enter the student’s Initial Placement Date.

Temporary Services: Enter the date on which the student was
placed on Temporary Services if applicable.

Developmental History: Enter the Developmental History date.
School SAT: Enter the School SAT date.

DSAT: Enter the DSAT date.

Referral Date: Enter the student’s Date of Referral.

Parent Rights: Enter the most current date Parent Rights were
explained/issued.

Request for Due Process: Enter the Request for Due Process Date
if applicable.

Date of Eligibility: Enter the date eligibility was determined.

Re-Evaluation Date: After the Date of Eligibility is entered, the
software automatically calculates the Re-Evaluation Date, three years
minus one day.

IEP Begin Date: Enter the IEP Begin Date.

IEP Annual Review Date: Enter the IEP Annual Review Date.
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e Instructional Intervention Documentation: Enter the appropriate
date.

o Elementary/Secondary Teacher Narrative: Enter the appropriate
date.

e Parent Invitation to LSC Meeting: Enter the appropriate meeting
date.

e Notice of Initial Evaluation: Enter the appropriate date.
e Psychological Report Date: Enter the appropriate date.

e Psychological Report Date Expires: After the Psychological
Report Date is entered, the software automatically calculates this date
as three years minus one day.

e Date: Enter the date on which the student enrolled in Special
Education.

This training guide does not list an explanation of appropriate information that
should be entered in each field. These procedural questions should be directed to
your Special Education Director.

Basic Continued tab

The following screen displays information from the Basic Continued tab in the

- Student Folder
.
masic e s
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e Other Programs: Click to checkmark appropriate program.
Homeless

ESY=Extended School Year

ESL=English as a second language

Migrant

ESS=Extended School Services)

O O O O O

e Resourced:

o0 Resourced: Click to checkmark whether the student is Resourced.
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o Self-Contained: Click to checkmark whether the student is Self-
Contained.

0 Student Representative: Enter the name of the Student
Representative.

0 Student Representative Relation: Enter the relationship of the
student representative.

0 Enter the remainder of date field information as appropriate.
e User Defined Evaluation:

0 Type of Evaluation — Click the down arrow to select the Type of
Evaluation.

0 Date — Enter the appropriate date of the evaluation.

o0 Days to Expire — Enter the number of days the evaluation will
expire.

Medicaid tab

Select appropriate information on the Medicaid tab.

Student Folder Wedicaid Tah

Student Folder

Process Manager

This feature allows the user to view and manage all processes assigned to a student.
A process is defined as a group of forms that should be completed in a specified
period of time. There are five buttons located on the left side of this screen. Working
on all forms follows the same procedure. To access the Process Manager, click the
plus sign beside Student Desktop, then click Process Manager. Generation of the
IEP form will be used as an example.

Processes for Selected Student

§

T
Qg
B

e Insert allows the user to attach a new process to a student.

o Delete allows the user to delete a process from a student’s file if no
forms have been completed in that process.

e Deactivate allows the user to delete a process. You may deactivate a
process with open or completed forms, but BE CAUTIOUS in using
this option. THIS PROCESS IS IRREVERSIBLE! Once a record is
deactivated, it writes that a process has been deactivated to the Record
of Access. Only users with Manager rights have access to deactivate a
process.
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Processes for Selected Student

Complete allows the user to finalize a process AFTER all required
forms have been completed. After a process has been completed, the
description of the Complete button changes to Re-Open.

Re-open allows a user to return to forms or processes that have been
previously completed.

The Forms button will display all forms that are associated with the
highlighted process. When this button is selected, the forms will appear
on the left side of the screen.

Generating an IEP

Selecting a Student: From the User Desktop, select a student by
double-clicking on the student’s name.

Assigning a Process: Select Insert from the Process Manager
menu.

0 The next screen provides a drop-down list displaying all processes.
0 Click the drop down arrow and select IEP.
0 Then click OK.

Locating the Forms in the IEP Process: After highlighting the
IEP Process, click the Forms button at the lower left to display all
forms contained in this process.

Working on Forms in the IEP Process: All forms required in the
IEP Process will be displayed on the screen. A colored square icon
displays to the left of each form. On the opening screen all forms have
a white icon beside them until the form is opened. As forms are
modified, the icons will change color. Resting the mouse on any icon
displays a descriptive Tool/Tip. Icons are color-coded as follows:

0 Green: Designates that s form is Open. The form is in draft
(Open) status; changes are allowed.

0 Red: Designates a Completed form. No changes are allowed
except by creating an Amendment (Addendum).

0 White: Designates Not required for process completion.

0 Blue: Designates Open (Amendment). This is a previously
completed form with an Amendment.

File Menu: Located in the upper left corner of forms, this menu is
displayed after a process is opened. The following are options from the
File menu:
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(0]

File Edit
Save Changes - F10
Reseed Data
Cancel Changes
Complete Form

Print to PDF
Print Process

Save Changes — F10: Allows the user to save information on a
form. You may also press F10 to save information on a form. If
you try to exit a screen before saving information the following
warning message will be displayed:

Microsoft Internet Explorer ﬁ

Are youl SUFe you wank to navigate sway from this page?

You have not saved all of your changes.
Pressing O will lose changes,

Press OF to conbinue, or Cancel to stay on the current page,

I oK J I Cancel |

If you have NOT saved the information, you should select Cancel before exiting the
screen. Clicking OK allows exiting the screen without saving the information.

(0]

Reseed Data: Allows the user to update data on a form. After a
saved form is re-opened, any additional information entered in the
STIOffice program will automatically transfer to this form from
the Special Education Folder.

Cancel Changes: Allows the user to cancel changes made to a
form.

Complete Form: Allows the user to mark a form as Complete.
No changes will be allowed after this option is selected except by
Amendment. Required fields (those with red diamond icons) must
be completed before this option is selected. Errors will prompt the
user to enter required information before completing the form.

Print to PDF: Allows the user to open a form in a .PDF format
for printing.

Print Process: Opens a screen allowing the user to print all or
part of the forms in a process.

e Edit Menu: The following list of options are available from the Edit
menu:
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Eciit
Check Speling - F7
Showy Form Indicators
Jevy Audt Trail

Exit Form

Acd Form

~Remove rorm
Maove Form

Create Amendment
Annctate Process

Check Spelling: Select this option for spell-checking, or press
F7.

Show Form Indicators: Allows visually impaired users to see
the status of each form in a process.

View Audit Trail: This feature allows access to the edited
versions of a form by date.

Exit Form: Allows the user to exit a form.

Add Form: As forms are needed throughout a process, they may
be added by selecting this option. A list of the forms in the process
will be displayed.

Remove Form: Allows the user to delete the highlighted form if
it is not a required form on the process.

Move Form: Allows the user to move a Completed form from an
incorrect process to the correct process. This option should not be
used to copy last year’s IEP to the current year. This is for use in a
situation where a form has been completed for the wrong process.

Note: To move a form from one process to another, the form must be in both
processes. The user must open the incorrect form and select Edit | Move. A screen
will display all of the processes this form may be moved to. Simply click on the
correct process and the form should be moved.

Create Amendment: An amendment may be created to adjust
data on a completed form.

Annotate Process: Allows the user to record commentary on
the forms in a process.

IEP W-1 Summary of Performance in the Current Education
Program: Click on the text, IEP W-1 Summary of Performance in the
Current Educational Program in the light blue area on the left of the
screen. Notice that the icon changes color from white to green.

(0]

Scroll down the screen to enter appropriate information on this
form.

As information is entered on this form, select the File menu and
then click Save Changes (or press the F10 key) to save the
information.

After all required information has been completed on this form,
select File and then click Complete Form. Notice the color of
the icon to the left of the form changes to red, meaning this form is
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locked and changes may only be made by creating an Amendment
(Addendum).

Gmrs display before the form can be
saved. Clicking on the error message
takes the user to the error field and
highlights that field in red.

|EP [@4/2006 - 9/4/2006)
IEP W1 Summary of Parformance in the Current Educational Program

Fie  Ecit

Errce 1 (drart) miect ot least ————— e, -
Errer 2 (draft) Al lenst cne of the PLEP{x) must be selecled.
RESZE isassippi Demo Dt ISSTSSTPH] DO MIDDLE SCHOOL
q EFVW-1 Summary of Pertormance in ihe|
e e et [EP W-1 INDIVIDUALIZED FDUCATION PROGRAM  School Year- 08300 0 ( 7=)  Includes BSY Session:
[EF W Jb Measursbie Anrusi Gosl - Nory (Plawe check f KXY sarvices ave mchoded )
EFW.A Azsestment Particpation IDENTIFYING INFORMATION
P WS SCD_Refated Services and Spej
dast's Hama Schoal: Diistriet: School Yaar

EFW-T Indivicual Traraition Plan

BEAUCHW  MISISIPRL DEMO MIDDLE SCHOOL Missacpps D Eistrch oog-2007

W w8 Sigraturs Page
Wotice of Charge i Pacement Cus o 0. -, s =
ry Fhushas! MILS 1D Husnhae Crada Race Gander
Meetirg dfendess = £l
[Diate of Bisth (mcorthy' day pear): Fhass Husher Diate of Cuvent Elighility Castification Eligihility Category:
[Mothes's Nume Fathar's Hume Addrass:

SUMMARY OF PERFORMANCE IN THE CURRENT EDUCATIONAL PROGRAM

Levels of perfirmance should reflect how the snudent’s disahility affecis imobement sl progress in the general curviculum, For prescheol ehildven, refleet haw the child's
|itis-ahility affects participation in apprupiate activities.)

AREA SUMMARY OF FRESENT LEVEL(S) OF PERFORMANCE

|
I
|
f
|
|
|
]

e |EP W-2 Supplementary Aids and Services, Personnel
Supports in Regular Education: To access the next form in the
IEP/Annual Review Process, click on the text in the light blue area of
the screen. The link in blue text Click Here for Services allows entry of
Supplementary Aids and Services. Entry of service information will be
as follows:

MNawvigation from form-to-farm is
accomplished in this manner. Simply
move down the list of forms and complete
each form as desired.

1EP [BA7006 - 9/0.2006)
IEP W2 Supplemantary Aids and Z Pennel Supports in Hagular Education and Special Education
| e
| RESIZE
L L —— #e| Munsnpp Demo Dutont MISSISSIFF] DEMO MIDDLE SCHOOL
IEP WD Suppiementary duse s Servc)
Lo i Student's Name MARCY BEADCOU
egrrEy e endng Gl
ﬁ Araquerey of svaad
P p— IEF W.2 SUPPLEMENTARY AIDS AND SERVICES, PERSONNEL SUPPORTS IN RECULAR EDUCATION
e et Complete after shemifymg ANNUAL GOALS or FENCHMANFSSHORT - TEEM INSTRUCTIONAL ORRCTIVIS (STIOw) Chech the Tertg Accommodetons cobunm o the
e wosmmodstion ¥ mecwary for patcpation @ rtate o detnct wade weerments Fafar 10 Section 5 o the Mg ftatevale Averoment Syvtem Gadeloms for Tustung Stadents with
157 W e Meanuratile Arviasd Gosl Drwabaletans fon rpecafic tast accommodations
TP T Memias mtie Arwrasd Croml - Mo
IEP Wl Asvesiment Particpation Click Here for Services
P Vs SO0 _Finbed Servces and Spes s
P WL Exteraied School Year Seraces
P LT el im regular edwratinn services, and e tivities
W s Sgreture Page
otce of Change n Pacement Due to Of
ety Anerdeet
Bookmarks allow quick navigation tao Click this link to display the Services
the different sections of this form. screen. The following steps will
= Far example, to mave from the end guide you through the process of
tlate section to the Jocation section, adding Services to a child's IEP
click on the text laheled location.
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o Click on the link Click Here for Services.

0 The next screen will be displayed. There are three tabs for Student
Services: Related Services, Modifications/Accommodations, and
Supports for Personnel. Each of these tabs follows the same
procedure.

Begin End Date  Frequency Closed Attached to AttachMetach
Date Goal

Spesch-Language

10/10/2005 | 100972006 | Daly ] =
Pathology Services

o0 Scroll down the screen to enter appropriate information on this
form.

o Asinformation is entered on this form, select the File menu and
then click Save Changes (or press the F10 key) to save.

o After all required information has been completed on this form,
select File and then click Complete Form. Notice the color of
the icon to the left of the form changes to red, meaning this form is
locked and changes may only be made by creating an Amendment
(Addendum).

IEP W-3a Measurable Annual Goal: Scroll down the screen below
to complete appropriate information.

IEP/Annual Review [973/2006 . 973/7006)

IEP W-3a Measurable Annusl Gosl

and)|
Student's Nane : FEAAR E AR

o MEASURABLE ANNUAL GOAL(S):

| DMigsiopeppa Damo Dustnect | MISSISIFPL DEMO K-12 SCHOOL
TEP W.la SFECIAL EDUCATION SERVICE GOAL

0 nctions. (P, M, N)
BENCHMARKS SHORT-TERM INSTRUCTIONAL OBJECTIVE(S) TA* Meibadis)
e only required far srullanis whe are Significantly Cogaltively Dsahled (§CD) (Par st 2nd 3 4t Bk 6dh

i Sl BSE By, B SN S

A, BBy, MBSy, O M MR
Mty MM, MMy, BEM i M MDA

el o) Fwamonr wystm by Tour-digh

Rapart of Progrens

To enter Measurahle Annual
Goals or Benchmarks/Shart-
Term Objectives:

1. Click inthe blue field until

2. Click on the plus sign.
3. Selectthe Goal Bank and

4. Highlight the appropriate
goaliobjective and click
Ok

5. If an appropriate
goal/objective cannot he
located in the bank, the
GoallOhjective may also
be manually entered.

a hblue plus sign displays.

Grade; then click Search.

=
|
=
|
Mo e
|
=
F |

1 | ISk MMy, DDAy M7 MM i MM

e BN EEE
SR RE i

EXPLANATION OF CODING SYSTEM
EEPORT OF PROGRESS PROGRESS TOWARD ANNUAL GOAL

m“'m TES OF P i

LOCATION OF SERVICES:
el Ebacation Ruicurcs Room

METHOD ) OF MEA S UREMENT REASON FOR NOT MEETING GOAL

1. Weitten Ohssrvilion L mticipabs masting gaal 1. M Tiams nssded

2 Writben Purfrmancs 1. Hot apptiesbls dertg thos pyuding poaiod 2 Excenive dsencesl turdien

3. Ol Purfarmancs 2 W pragrens made % o wat anieipats masfing goal (nats reson) 3. Avigraments mat samplei

A, Critarion Refurvnced Tast 3. Lirtls progra mads 4, Masd 1o peview! swriss [EF

4 Progren mads, Chjsctive not yot mat ¥ Goal mat (indieats dats) 3 Othr (Spaeifyy)

o

5. Tume Sumgle
6. Dwwortyaticn Parfbrmance 5, Chjactive Mat

7 Dthar (Specify)]

* Chach 1 goal b @ ivanslilon scehdiy, (Subent age 1620}
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e |EP W-5 SCD Related Services and Special Factors: Time will
not permit all IEP forms to be covered in this training session. We are
selecting a cross-section of forms, to demonstrate the functionality of
STISETSWeb Follow the same procedure to work on this form as in
the previous forms. All forms are completed by scrolling down the list
of forms in the light blue area of the screen.

TEPTARnual Review (/372006 - 5/3/2006)
IEP W5 SCD Related Services and Special Faciors

Notice of Commbtes Meeting ; ;i MISSISSIPFI DEAO K12 SCHOOL
Diasissippi Demo Diswict DEMO K-12 3CHOOL
Consent for el Specel Eucalion anvd
15 V1 Summary of Periormence nthe| Student's Name  MICHAEL E AAROH
1659 W2 Supplemerdary Auis and Service
:ﬂmmz_u Significant Cogmitive Disability (SCD) Detenmination:
15 14 Axmessment Parcipslion To be classfed a2 & student havng & “ngraficent cogratve disabiday”, ALL of the crtena below st be true
169 WS S0 _Relabedd Servces and Spes
15916 Extanded School Yew Servicesl |5, [, The student demoastrates sgnaficant copuuirve deficgs and poor adapave dhall levels (as determuned by that student’s comprehensive assessment) that
NPT Inchadiudl Tranation My prevent parcipation = the standsrd scadenwc curnculum or sclsevement of the scadesst content standsrds ewen wath sccommodsnons end
[ 159 0 Signetre Pege. iicaberss
okice oA Rssporae 1o An Actily e e
Senaa Decisin 3 ¢ d & P g ¢ " .
Hgh o W:" W rves T e mrﬂ::{;m requres extensive direct mstruction m both scademse and Amctional dlalls m mdtple settngs to sccomplh the sppbication wnd wansfer of
Parend inviation Response Form
Paront's Meguest for Remevel from Sped 11y, [y, The student’s mabdey to complete the standard scedemuc curnculien i nesther the result of excessive or extended sboences nor i pranandy the result
Fienusal for el Specel Education and | - n 2 seacife wial o .
= - Dusto ol of wisual, audtory, or physical dsabdties, emotional -behaworal disabdities, specific leaming dsabdities or social cultaral or econemsc dfferences
Holice of Change in Placement Dus 1o e

s Y . Cick: Here fos Services
Mesting Atiendees /
/ GRADUATION OPTIONS

¥ Explanation of gradustian optons heve been revswed The gradustion option detsrmaned spprogiste for the chadd s
Click this link to displ ay with the parent and, as spgropnsts, the child I Fegule High Sehoal Diploms I Occupstvansl Dyploms I Centificate of Life Sialls
the Services screen. *CONSIDFRATIONS OF SPECIAL FACTORS METHOD OF INFORMING PARENTS GUARDIANS OF PROGRESS
Th.E fall owing steps wiill (Diocusment the JEF Comstee has considered the special factors for the chid by placing s Methed(s) used to ensure thet progress is sufficient to enshle the stadent 1o reach the sl
gwde yau thruugh the checlmark by all factors considersd) gl Uy e ond o ths svtoosl ywer
process of adding " Lumaed Bnglet. Froficies: " Baale lustructicn B prsgress motes ¥ ropan carts ZJ——
Services to a child's IEP. M nritirs Tuckmelopy I dvwior I cther mesms (specify)

! Lengiage/Commurication Needs Frequency of Notification:

I IFSF for Studerds Transfwrang for Pt C o Pat B I Every 6 wesks = Every 9 weeks Floter specityy]

*Imedicase the specafics of the connderation of rpecial facton m the sammwary of Performance on W-1 [f the services e secessary m any of the weas, the [EF comatee must sddess the rrodent s needs utismng the
macwisary [EF componest:

o0 Click on the link Click Here for Services.

0 The next screen will be displayed. There are three tabs for Student
Services: Related Services, Modifications/Accommodations and
Supports for Personnel. Completing information on each of these
three tabs follows the same procedure.

Supports
for
personnel
(1

Begin End Date Frequency Closed Attached to Attach/Detach

' Date Goal
[ronoes [tocazone oy | | m

Delete
Complete

o0 Highlight the appropriate tab. For our example, we will highlight
Related Services.
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o Click Insert.

A Service Properties -- Web Page Dialog

—Service Properties

Service Type
Spaach-Language Pathology Serices w

Plan Baegin Date Plan Enl Date
106 0R2005 10092006

Service Frequency Type Frequency
Waskly W 3

Service Detailn
Crticneal Sarvice Detals man be snfarsd in this anea VWAWAWAAIRANRASAMNWY

Loation Amount of Tinee (Minutes
Speach Lab - 20
Service Provider

CHRYSTAL cULFERFER ||

Fecond will be Changed

0 After entering appropriate information, click OK to save. Notice
there are red and/or blue diamond icons by certain fields. Red
means the field is required and has NOT been satisfied. Blue
means the field requirement HAS been satisfied.

o Insert: Click this button to insert a new service.

0 Change: To change an existing service, highlight the service and
click Change.

0 Delete: To delete a service, highlight the service and click
Delete.

o0 Complete: To complete a service, highlight the service and click
Complete. Note: No changes are allowed after a service is
completed.

0 Tasks: Click here to enter tasks for the highlighted service. This
area is a log of all the tasks performed for the selected student.
After clicking the Tasks button, the following screen will be
displayed. You will not be able to perform a task until your
Administrator or Manager gives you rights.

" Service Information

Service Type Begin Date End Date Fiequency Cloged
1101 072005 1082006 1

Date Begin Time End Time
1041 212005 10:00 &M 10:30 AM

10972005 10:00 AM
[m] 1072652005 10:00 A 10: 30 an

o Insert: Click here to enter a new task.
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(0]

Change: To change an existing task, highlight the task and click
Change.

Delete: To delete an existing task, highlight the task and click
Delete. Note: Deletion of completed tasks is not allowed.

Complete: After completing appropriate information click here to
complete the task. No changes are allowed after a task has been
completed.

After entering appropriate information, click OK to save.

Note: Before entering tasks, it is recommended that an Administrator set up the
credentialing information for the staff member from Utilities Desktop |
Employees | Serv. Type. This will insure that the staff member is credentialed to
perform the designated service.

D Service Task Propertios -- Web Page Dialog, !

Service Task Properties

| Performed this Task..
slhaie sllagin Times sEnd Tione
101 20008 1000 Al 1030 AM

Ikt
Hamgie Notes, Tampie Nobet, Sample Nobe s, Sample Nates, Sample Nates |

Sk Uinay ail alibe [
wnssiors Office W

Sunpronwinkon Progided by

Record will be dadid

(0]

Closing out the Tasks screen takes you back to IEP Section C.

e Creating an Amendment to the IEP: The purpose of an
Amendment (Addendum) is to make changes to a previously completed
IEP. Creating an Amendment creates a draft copy of the original form
for editing. The LED icon to the left of the form remains blue until the
Amendment has been completed. The original version of the form may
be viewed by selecting View Audit Trail from the Edit menu. You do
not have to create a second instance of a form to modify your existing
IEP. Follow these steps to create an Amendment:

(0]

(o}
(o}
(o}

Step 1: Open the completed form that needs editing.
Step 2: Select the Edit menu.
Step 3: Select Create Amendment.

Step 4: The form is ready for editing. Notice the icon changes
color from red to blue. As long as the icon remains blue, changes
are allowed.

Step 5: After making necessary changes, you may complete the
amended form by selecting Complete Form from the File menu.
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Sample Goal
page, form
IEP W-3a.

e Printing the IEP: There are two options for printing the IEP. Select
one of the following from the File menu:

(0]

Print to PDF: This option allows the user to print a single
selected (highlighted) form.

Print Process: Select this option to print ALL the forms in a
process or multiple SELECTED forms in a process. Multiple forms
may be selected by pressing the Ctrl key and then clicking on each
desired form to highlight it. Click OK to continue. A preview of
the form will be displayed on the screen. The process may then be
printed by clicking the printer icon at the top of the screen.

3 Print Process Setup - Microsoft Internet Explorer

—Print Process Setup

LEX

Page Bisak o

g e

T 1 L e,

Mississiopl Demo Distict
IEP W.3a SPECTAL EDUCATION SERVICE GOAL

Stedent’s Name WY BEAUCU

MISSISEPF DEMC WIDDLE SCHOOL

MEASTRABLE ANNUAL COALS):

BIph e it SRR RpERL P aTIe” B0t

BENCHMARKS SHORT-TERM INSTRUCTIONAL OBJECTIVE(S)

P M

i

Fepoiol Irowran
Wd | 4k |5

BTB00 aar sy dopiy ol i aimiomts wihos ae Siguillianily © ooty Diasimd oDy e UIEA b

Zrh [

A2z maerad TABEN B02 GO ecHE s ©oea i WL aiont ofF Bl s Pead cls Bia

[R2 s5imaa walizn 331 Gve SacEes ane moet rrbet

COMANE TS VA I S Tl SAL TR

EnnT

[Fores raaon =8 waceors

Lae aaf WA 7 03 A0, ROCTRE Tukghy 371 dhaoe S mone

e pomten o b FUB 1y 08 $5080 fac T 8L

O|O|OojO/O|o|ojo

DEGIFRING, ENBANG DA TS OF SERVECIS:
oSS - OTa0n

PREGUIRCY!

PROCEREAS TOWARD ANSUAL GOAL:

LR ATION CoF SR IR
STETERL TR

BREASCR sy POR SS0T MEETIRG Q04

EAFLANATION OF CODDNG SYSTEM

SRR OF bl LA W AN T
LWk Db
BRI BT Y

REPET OF PRakss

o ek it bk Bei g by = o

1 i pogrien maks

PR GRIA TOW AR ASPIAL GOl

B e 1|

B AR FOR SOT MEETIRG Gl
- s Tas mabed

< Favomais dimeaos mcin

———

I el P frsiss Shn s mle g iy g
4 ComsamRefwwnsd Ted [ ETIes——— 4 Finad g’ (amm BF
4 Tim Sungls 4 P mai CLeiien nel v o | el e bt s 4 Ot gl )
§ Dmstib e Farfamaass 4 s Ma
7 e pusilys
# U gl b 0 i wmlibon el (Siwieni age b 38
e am
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_———..—————— |
bt fom et I A 5 R i
Missizsipel Demo Disric MISSIESFA DEMO MIDDLE SCHOCL

Srudent’s Name: WARCY BEALCOU

Sigmificant Cogminve Dizability (SCD) Determinacon-
To be dasefiod ai & stalonl baving o "synillcest cognittve disability”, ALL of the crileria balow mist be trae

Sample of Flve 0% The suders desomerste: sgnificant cognitsve deficits and o sdaptive skill levels (e Setersined by that stdent’s comprehenive wssessmen) that
form IEP V-5 prevest pegticipatson i e sandard weaderms: cwrsalum o schievemsst of the scalemic content simdurds, even wilh weammodasom ind
Sificatss
SCO Related o
. Pve O%e The student regeires cumsive dpect instraciion i bo scademic and lincthonsl skills in mulipheseitings w0 scoompish the spplcation and iresfer
Services and of tharse skills
Special e ¥ The sidest's mebdbtyin complee the sandurd scademic cummic ui.- o nesther the sl of evcesaive o euesded sbsences o o promseily Se result
FaCtDrS wf wisual, sulitary, or physcel Sasbadities, amaoliosal -b Saaleilities, specilic louning disabilities o social, cultapal, or ecomomic differences
RELATED SERVICES
SERVICE BECINNING ENDING DATE | LOCATION | asoTorTME | FREQUENCY
Frr— (62008 = Gz o | | |
GRADUATION OPTIONS
ZF‘ ices of grsbantion cpsicms luve bean ses Thes greciataon cplton detomened appcpeie G s skl @
wetl fe pperst e, s sgocpeinte fhe cheld [ Ragbar High Schocl Duplama [ [ . OCatifesie of Lis Sill
*CONSIDERATIONS OF SPECIAL FACTORS METHOD OF INFORMING PARENTS/GUARDIANS OF PROGRESS
(Docsment e [EP Cosites has derad i | Sacices for dhe chikd by placing | Meck d ko exmure ad proggrems s safficset bo eabie o studest b v the sl
o chachisseic ba ol Sntiea cevoderad ) poste by e annd o the aeheol your
O mmstesd Egliny FProficsam D zenilie irptrmese= -, M——— Deapert car Plpesl shwess
O Asnstive Tackawdogy [ m oS- Cotbar menss (spasilid
[ L rommsmmnicstion Nivach Trequency of Nosfcaton:
PSP for Stadkerrs Trasmiticsing Sor Pt C io Pt B Ovey Swasks  FlEvey dwasks ] Othor (npacify
“Anie e of B v e & eial B o B s nan of Pufaruies o A L U soine 00 e e i Wy o Be v B 1TF - =
P

o After all required forms in the IEP Process are complete, select
Student Desktop | Process Manager. From this screen click the
Complete button. If all required forms have been completed, a date
will be displayed in the column labeled Close Date.

Documents

On the Documents screen, the user may Insert, Change, Delete or Download
documents. These documents are saved in the database on the district server. Access
this menu by clicking the plus sign by Student Desktop, then click Documents.

Documents

File Name Date Uploaded Summary

act Athendance doc OTHER2005 | Perfect Aftendance Award Certificale

e Insert: Click here to add a document that is not already pre-installed
with STISETSWeb.

e Change: Highlight the document; then click here to change an
existing document.

o Delete: Highlight the document; then click here to delete a document.

e Download: Highlight the document; then click here to download a
previously uploaded document.

o  Fill out the appropriate text fields in order to have your file added and
uploaded. Then click OK. Notes mat be entered in the Notes field even
without uploading a document.
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; ocument Properties

Web Page Dialog

—Document Properties

Date Uploadod
07 A B2008

Fide Namw

SumveTiM Yy

Record will be Added

e The uploaded file may be downloaded by selecting the Download
button. At the next screen, click Open to view the attached file.

File Download

Do you want to open or save this file?

@ Mame: XCEL.xds
Type: Microsoft Excel Worksheet, 32.5 KB
From:  localhost
[ Open ] [ Save l I Cancel

While files from the Internet can be useful, some files can potentially
harm your computer. If vou do not trust the source, do not open or
save this file, What's the risk?

STIOffice Info

As stated in the overview to this guide, a variety of non-Special Education
information is available in STISETSWeb. This up-to-the-minute data is drawn from
STIDistrict and may be viewed by clicking the menu under STIOffice Information on
the left side of the screen under the Student Desktop menu. The following types of

data may be selected:

Attendance

r—CIick here to print Attendance. |

Prind

Daaily Atiendance

FENOY ATIEN0ance

‘lwlalwtalatel=ls

Discipline

Prit —F

mhlrslm

(2972001 11:36:00 AM
P00 2 08 00 PM
04,2001 B 3900 AM

[ Click here to print Discipline. |
B0+ | CLASS. CUTTGISKIPPING |
| A-11 | MIOR DISRUPTIVE INFRACTIONS: |
BASHET, ESTER |a04 | WMPROPERL Y DRESSED [CEEE

1 202001 94200 AM SHAW, RICK [B02 I [MIIOR PHYSICAL AGGRESSION | MUISKC APPREC
1 212001 55100 AM [ -0 |EXCESSTALKING IN CLASSROOM |

/1 212001 100200 AM CEAL, DUMNE |A-10 3 | TARDY-CLASS R SCHOOL

a1 202001 1000800 AM |10 [ | DISORCERLY COMDUCT

Q02000 A0 0e 0 A Lo AR ASSMENT 1T LTI
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min | res | mae
Entrym.!‘lthdrawal r—CIick here to print EntryAWithdrawal. —\|

HOWE HIGH

Schedule — i ey

Term

255044100 FOLND OF ALGEBRA I |14 ]
250044 01 |FOUND OF ALGEBRA |2 14 11
440054 D6 PHYSED S s :c,w 1
449054 06 |PHYSEDS |6 GYM "
HERLH [ENGLEHS [T [108 1
119114102 |ENGLEM S L] | 106 n
158404 02 | WORLD HSTORY B [3 I 11
159804 0 WORLD HSTORY § 4 [ 1

o e [
T ... ... 1> o1 (he Grade Info _‘
-

ik
g

Guardian Info Click here to print the Guardian Info. m@men

EWERGERNGC ¥ CONTALT BO0-539-1 6
JENNFER ARNOLD CAIARTHAN MCTHER BO0-£36- 16081 43548

Bear in mind that all information drawn from STIOffice is read-only in
STISETSWeb. Any changes to this data must be made from within the STIOffice
application. An upload must occur in order for student information to be updated
(schedule, guardian information, grades, etc.).

Reports (Caseload)

The report listings in this menu are designed specifically for teachers, allowing
listings for students on each teacher’s caseload. From a teacher login, select
Student Desktop | Reports (Caseload). To generate any of these reports,
follow the same steps demonstrated in the section “Report Desktop” on page 17 of

this guide.
Report Desktop i o=z [ e |
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MISSISSPR DEMO MIDDLE SCHOOL
Cverdae Annal Reveers CHRYYSTAL CULPEPPER WESSISSIPP! SETS WEB HGH SCHOOL
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Shadert Cossrdan MASE MHOON
Shudert Labets
Shudert Listing
Turring Age
Shorer Commenon Fillers
Oumpan Fosmat -m
FoF 4
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Sample
Caszeloads
report
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Student Services

To access this menu, select Student Desktop | Student Services. Notice that
the Insert button is dimmed on this screen. Student Services are entered in the IEP
forms W-2 and W-5 . This area of the software is intended for viewing services and

entering Tasks (Service Logs).

Student Services

End Date Frequency

104072005 1 0UD9/2006 | Diaity
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