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Distribution: All Users

To Select and Complete a Form

1. Search and Click on the student name from the My Students screen.
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2. Click the Data Collection Forms sub tab.

My Students « [STUdent] * Messaging * 1ettarc & Beports * Listings * Maintenance

' Student Details

|Last Name Or 10% (2]
[} Student information [ e (2]
Last Name: Bogart First Nama: Humphrey Middie Name:
Gen Ed ID#: 111119 AlLID#: 1119 Gender: Male
Date of Birth: 11/4/2009 Age: 6¥rs. 1 Mos, Social Security #

3. Onthe Select a Template screen, select the desired template. The default is Request for
Assistance-Elementary Level.

Click Add.
Click on the drop down menus to add specific data to the form for the student.

To add text in any of the sections that display, click in the text box to type in the desired
statements and/or click the insert text button on the far right side of the box to choose
district customized text. Click the spell check icon on the far right side of each text box to
spell check your entry.

Ploose ndicats the (e of intervantions you have bied prior 1o this request for assisance [RermieTee]

Reasons for Past Successes [ RefuntoTon |
r F

7. Toadd State/Local Assessment data, go to that section and click edit. You may select and
add assessment data for the student. Any previously added assessment data for the
student in the current and last school year will display.

State & Local Assessments | Retum to Top
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8. Click the Go To drop down and make a selection to easily and quickly navigate to a desired
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section of the form.

Staft Reg|SPeciic and Desciptive Observed Behaviors

AssistandPiease indicate the types of interventions you have ined pnar to this request for assstance ~
Date; |Freasons for Past Successes

Reasons bor Past Failures

Teacher N
Contact ;|Shedent Aeas for Improvement

Social Skals

Status of nisruptive Benavior

Days AbgqFedated Services or Programs (School-Based)
Retated Sarvices or Programs (Communily-Based)
Please hgBackground Information

T[Sk

Fositrve Characteristics and Strengths ‘

Supports

Farent Contacts (¥
State & Local Assessments
Go To : | Epecific and Descrptive Observed Behaviors * |=3

Reason for Request for Assistance (Must be for school-based issues, Le., academics, behavior, school health)

Specific and Descriptive Observed Behaviors | Feturn fo Top |

Please indicate the types of interventions you have tried prior to this request for assistance

9. Some fields require a check be placed in a Yes or No box. Click in the desired box to
indicate your choice.

i3

-3

Health History (To be completed by School Nurse)

Is the student currently taking any medication? [Cyes COne

Are you aware of any prior use of medication by the student? [ Ives [INo

Are you aware of any medical or other conditions that could interfere with the student's ability to perform in school? [JYes  [INo

Health Assessment

Date of Birth - 11/4/2009

e B N —
Vision - Hearing : |

10. When finished, click Save & Print to automatically save the entries made and print the

form. Or click Save & Return to save the data entered and return to the Data Collections

Form screen. Or click Save to save the data entered and remain on the current screen.
Click Cancel to discard any data entered or changes made and return to the Data
Collection Forms screen.

[Save& Print | [ Save&Return | [ Sove | | Concel |
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To Email an Alert regarding a Form

¢ Please note: The system must have your email address on file, as part of your user account
prior to using this feature. To check that your user account has a valid email address
associated with it, click on My Information link near the Logout button. Click My User
Account and enter an email address if none exists or make any corrections. Click Save.

1. Search and Click on the student name from the My Students screen.

My Students + FSTIISRT| + Messaging * Letters & Reports * Listings * Maintenance

Request for Assistance Forms (Bogart, Humphrey)

Sehect Riquest for = Lovel
(5]
[} Show Datas
Date Template Created By
(%] @ [5] 117232015 Request for Assistance - Elementary Level Megan McCormick

2. Click onthe Data Collection Forms sub tab and then click the envelope icon to complete
the email form.

3. The Subject line is auto-populated with the name of the selected Request for Assistance
form but can be edited; the date that the form was added to the student record also
displays.

To add recipients, click Add Individual button.
If you would like a BCC to also be sent, click the BCC checkbox.

6. Inthe text box at the bottom of the screen, you may type in any message or special
instructions regarding the form.

7. Click Send. A copy of the email will also be sent to the user completing the email function.

To Edit a Form Previously Added

1. Search and Click on the student name from the My Students screen.

a. Ifthestudent has a form already added or started, there will be a pink indicator
button in front of their name. To quickly access the Data Collection Form already
added, simply click the pink indicator button. Proceed to Step 3 below.

Select All / Deselect All

3]

Click on the Data Collection Forms sub tab.
Click on the edit pencil for the desired form to be edited.

4. Make any changes, add new text or delete any data desired to the text sections you
previously added. Click the Edit button to make changes or add more text. Click the Delete
button to remove your previous text. You may not edit or delete the text that may have
been entered previously by other staff/users.
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5. When finished, click Save & Print to automatically save the entries made and print the
form. Or click Save & Return to save the data entered and return to the Data Collections
Form screen. Or click Save to save the data entered and remain on the current screen.
Click Cancel to discard any data entered or changes made and return to the Data
Collection Forms screen.

Save & Print | [Sove &Return ] [ Sove | [ Concel |

To Print a Form Previously Added

1. Search and Click on the student name from the My Students screen.

a. Ifthestudent has a form already added or started, there will be a pink indicator
button in front of their name. To quickly access the Data Collection Form already
added, simply click the pink indicator button. Proceed to Step 3 below.

Select All / Deselect All

2. Click on the Data Collection Forms sub tab.

3. Click the printer icon next to the desired form. This will display the Letters & Reports
screen.

Date Template
() &) 12/17/2015 Request for Assistance - Elementary Level

4. The Data Collection Form will be checked off. Click Process.
5. Onthe prompts screen, make the desired selections for the fields displayed.

6. Once processed, click the preview button to view or print the form.
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