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CONVENTIONS USED IN THIS MANUAL

Bold Text Bold Text - Indicates a button or menu or other text on the screen to
click, or text to type.

Tip — Suggests advanced techniques or alternative ways of
H approaching the subject.

Note — Provides additional information or expands on the topic at
hand.

Reference — Refers to another source of information, such as
another manual or website

Caution —Warns of potential problems. Take special care when
reading these sections.

BEFORE YOU BEGIN

Before installing any of the Edupoint family of software products, please be sure district computer
hardware and software meet the minimum requirements for Synergy. If there are any questions
about the system requirements, please refer to our Requirements document.

@ Caution: The Edupoint family of software does not support the use of pop-up

) blockers or third-party toolbars in the browser used to access Synergy SE. Please

Q disable any pop-up blockers (also known as pop-up ad blockers) and extra
toolbars in the browser before logging into any Edupoint product.

Vi Copyright© 2013 Edupoint Educational Systems, LLC



Chapter One:
OVERVIEW

In this chapter, the following topics are covered:
» Overview of Synergy SE National System Administration
» Implementation Considerations

» Configuration Preparation

Copyright© 2013 Edupoint Educational Systems, LLC 7
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OVERVIEW OF SYNERGY SE NATIONAL SYSTEM
ADMINISTRATION

Synergy SE system administration primarily consists of the initial configuration and maintenance
of the various special education modules through Synergy SE. The modules covered in this guide
include:

District and School Setup

Information pertaining to the school district’'s special education department, such as
address and contact information is maintained here. Districts can manage IEP and
Progress Report options, Timeline Report options, and other Synergy SE document
options. An option is available for districts to maintain default special education teams for
each school.

Users and Security

Special Ed User Group Security can be set so that user groups and individual users have
appropriate access to screens, documents and fields within documents. Access can be
set to update, print or view only. Access to Manual Process moves and Student Document
Unlock can be configured.

Synergy SE Processes

Synergy SE contains five special education processes in which special education students
reside. Each process contains documents specific to that process. Through this module,
districts can modify the processes, and the documents within the processes, to fit their
unigue needs.

Document Configuration

Synergy SE is a document driven application. The documents that are contained in
Synergy SE have been created to ensure that districts meet state and federal guidelines.
Districts have the ability to configure existing documents to meet their specific
requirements. In addition, the Document Definition module allows districts to create their
own unique documents to streamline work efficiency and meet their department’s
specifications. Translation into the student’s home language is available, also.

Annual Goals Configuration

Synergy SE’s Goal Library contains over 2000 individual annual goals that are aligned
with state standards. The goals are organized into areas that focus on students specific
needs. Using the Goal and Area of Need modules, districts can edit existing goals or add
new goals to the Goal Library. The ability to add standard goals is available.

Special Ed Tests

Synergy SE contains various assessment templates that are used in the student’s
evaluation process. Existing assessments can be edited or removed and new
assessments can be added to the Standardized Test or Special Ed Test modules.

", . . . .
@* Reference: For more information on the other modules not covered in this

Guide, please refer to Synergy SIS System Administrator Guide.

Copyright© 2013 Edupoint Educational Systems, LLC
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IMPLEMENTATION CONSIDERATIONS

Who does what?

A critical piece of the process is determining who will be responsible for each setup or data entry
process in Synergy SE. This will determine the structure and security of the user groups. For
example, what role will the IT staff play in both the initial implementation and the ongoing
maintenance? Or is there a dedicated student records system administrator? What modules do
the special education clerks setup and maintain? Who will enter the document information? Who
can change student address and phone information?

Copyright© 2013 Edupoint Educational Systems, LLC 9
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CONFIGURATION PREPARATION

Before sitting down and setting up the Synergy SIS system, gather the following information:

The district address, phone, fax, logo, and state code information

A list of schools with their address, phone, fax, logo, and state code information, as well
as the names of the principals.

A list of staff with all of the schools in which they work and their role in the schools. If
desired, the staff address & phone information, emergency contact information, and
credentials may also be recorded.

A list of the staff that will be using Synergy SIS, and their duties within Synergy SIS.

If LDAP will be used, the domain name and server UNC path for the LDAP server will be
needed.

If Synergy SIS will be used to send e-mail notifications, the address of the mail server to
be used as well as the email address to use as the “From” address.

10
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Chapter Two:
DISTRICT AND
SCHoOOL
SETUP

In this chapter, the following topics are covered:
» Organization
» Setup
» Special Ed School Team
» Photo Attach

Copyright©® 2013 Edupoint Educational Systems, LLC 11
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ORGANIZATION

The Special Education tab of the Organization screen contains individual district identifying
information.

NAVIGATE TO THE ORGANIZATION SCREEN >SPECIAL EDUCATION TAB:
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

“2 @ Quick Launch |

Figure 2-1 Synergy Navigation Tree

2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or P> pointing right next to it. The
triangle will turn green W and point downward.

4. Click on the name Setup or P pointing right next to it. The triangle will turn green ¥ and
point downward.

b Synergy SE "V Synergy SE o Synergy SE [ Synergy SE
Synergy SIS PNTL PNTL
b Parent P Parent
P Query P Query
b Statf P Statt
b Student P Student
P Announcements P Announcements
P Data and Views b Data and Views
P Data Maintenance P Data Maintenance
P Job Queue P Job Queue
P Securty
[ I
.U;'WEM tj Grid De fini
P User Preferences EMW
! Business Calendar
8 Dashboard Control
%5 Dsstrict Setup
[+ Email Content
v Frequency Untt
Figure 2-2 Navigate to Organization Screen + Labe! Detai
_v Lookup Table Defintion
‘_:‘Iulllerqeoeﬁllbn
gwwmmn‘m {
.\ New Year Rolover Setup
I'—'l‘-'Orgm’zubn |

5. Click on the name Organization. The Organization screen displays.

12
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Organization G
Action. hd l;

P Edupoint School District

Figure 2-3 Organization Screen Organization Name

6. Click on the name of your organization or district. A detailed screen displays on the
right.

Organization =
Adlion - o

P|Edupaint School District]

Organization Name: Edupoint School District

Digtrict Eper;hl Eduutl-nnl

Figure 2-4 Organization Screen Special Education Tab

7. Click on the Special Education tab.

DISTRICT INFORMATION SECTION

Information added to the District Information sections will appear on the header of all printable
documents.

1. Enter Department Name, Address, Department Phone and Fax number.

District  Special Education |

General

2
District Information &
Department Mame

Special Education Department

Address

1955 5. Val Vista Dr.

Address?

City State ZIP Code +4
Mesa A7 ¥ BR204

Phone Fax

480-833-2500 480-833-2901

Figure 2-5 Organization Screen Special Educatrion Tab District Information

Edupoint School District Edupoint .
Special Education Department

1955 S Val Vista Dr Referral

Mesa, AZ 85204 ;
Phone: 480-833-2000 “—

| Bl iR e B om0 ks o il A G B psiiminssinin, il

Figure 2-6 Document Header Example

Copyright© 2013 Edupoint Educational Systems, LLC 13
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SETUP

The Setup screen lists the options available for modifying individual documents at the District
level. Settings selected here will apply to all documents of the designated type, for all Users.

NAVIGATE TO THE SETUP SCREEN

1.

Open the Synergy SE Navigation Tree by clicking on the Tree button.

&P ] ] & Quick Launch

Figure 2-7 Synergy Navigation Tree

2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.
3. Under the Synergy SE folder, click on the name NTL or P pointing right next to it. The
triangle will turn green W and point downward.
4. Under the NTL folder, click on the name Setup. The Setup screen opens.
b P ? w5 SE = Synergy SE
lff I baz
5 S5
=i S rerent e |
P Query £ Admin Student Portfolio
b Staff T
b Student "_“’i Admin Teacher Portfolio
P System Setup |
e T g Special Ed Test Defintions
-"-q Standardized Test Definition
Figure 2-8 Navigate to NTL Setup Screen ﬂ Student Disabilty
‘f-q Student Document Unkock
ﬂ SWBD1 - Southwest Biling
b Parent
P Query
b Statt
b Student
P System
P User Preferences
b Synergy SIS
14 Copyright© 2013 Edupoint Educational Systems, LLC
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IEP AND PROGRESS REPORT OPTIONS TAB

This tab lists the options available within the IEP and the Progress Report that is
subsequently generated when an IEP is finalized.

Setup («]
IEP and Progress Report Optionsl Document Options = Timeline = [EP Views and Reports
IEP Options
Secondary Threshold Grade || validate Grading Periods

v
: || Hide Pre-Score in IEP and Progress Report

[ |Goal Library use Need Area instead of Subject Area .
| |Hide Past ESY Senvices on IEP

[ |Hide Perti ical | i P —
LIRS B M ie i Cuich = | |Use Standard Page Breaks on IEP

|| Clear PLAAFP tab data for new copied IEP
[ |List Meeting Attempts
Medicaid Billing Agency

|| Blank IEP Dates

| | Separate Strengths and Needs
Standard Goal Effective Date

v
| &
[_lIndicate Parental Agreement Append Standard code to Goal Description

| |Indicate Test Accommodations for Preschool Y

| Transfer IEP Data to AZ SAIS Calendar Type for Medicaid Service Hours

v

|| Show Senvice Time in minutes
—— ; || Show Medicaid Provider Signature Label on IEP
| |Seniice Use Provider Lookup

[ ]Use Custom Progress Report Frequency Statement
Goal Guide Number Of Fields (Max 6) = g £ 9 y

|| Show Language Proficiency Determination Details
Validate Goal Guide Number Of Fields (Max 6) | |Hide Medicaid Provider Signature Lines on Printable Medicaid

| |Hide 'Draft’ on IEP Cover Page

IEP Progress Report
[ |Include Benchmarks On Progress Report

|| Show lep Date and Case Manager Info on Prog Report

IEP and Document Options
|_|Hide Participants’ Name in IEP & Documents

| |Prevent finalizing if the ‘Draft’ box on IEP or MET is checked

[ ]Use Student Test History for Standardized Tests

Grade Category
[ | Transition on IEP is Based on Age

Transition Age

Figure 2-9 IEP and tProgress Report Tab

Note: Options will display based upon applicability to your locale. Not all of the
functions described below for any one tab may be available.

Copyright© 2013 Edupoint Educational Systems, LLC
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IEP OPTIONS
e Secondary Threshold Grade
Selecting the grade from the drop determines the lowest grade that displays the Individual
Transition Plan grid in IEP.
e Goal Library use Need Area Instead of Subject Area
For Districts using the default Goal Library, this box should always be selected.

e Hide Pertinent Medical Grid on IEP

If checked, the Pertinent Medical Information Grid in the Medical Tab of the IEP will be
removed from view. The grid will continue to exist in the Parent Input document as well as
in a narrative in the MET Report.

Cover WEPL.U\FP Special Cons. | Goals | Services | Supl Akls & ESY | Testing | LRE | Parent St Medscaid Altachmanis

Refresh from Parent Input

| [Significant illness: >

5]
viSeripus accident: o

a
= 1Surgeny/Hos pitalization: b

@

"',—-w‘"-e'.
“ISeizure: > 3

Flgure 2-10 IEP Medical Grid

e Clear PLAAFP tab data for new copied IEP

By default a draft copy of the most recently Finalized IEP exists for editing. If this option is
checked, all data existing in the PLAAFP tab of the IEP draft copy will automatically be
cleared after Finalizing.

o List Meeting Attempts

If this option is checked, a grid appears on the IEP that can record the Date(s) and
Description of attempts to schedule the IEP Meeting.

Documentation of efforts to schedule the IEP Meeting:

|
(@ Parent returned call to confirm meeting date. ;l
| ]

Figure 2-11 Documentation of Effort to Schedule IEP Meeting

16 Copyright® 2013 Edupoint Educational Systems, LLC
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|Documentation of efforts to schedule the IEP Meeting:

||Date Description

||05£0132012 Left message on voice mail to propose Meeting Date/Time.
||05f03f2012 Parent returned call to confirm meeting date.

Figure 2-12 Documentation of Effort to Schedule IEP - Print Version
e Medicaid Billing Agency (applies to Arizona districts only)

If the district is contracted with Southwest Billing for Medicaid, select SWBIlling from the
drop-down box.

If selected, the Medicaid Billable information entered into a student’s IEP will generate
Consent to Claim Medicaid Reimbursement form and Medicaid DSC Health Related
Services billing information form when the IEP is printed.

Printable Consent to Claim Medicaid Reimbursement

DISTRICT
CONSENT TO CLAIM MEDICAID REIMBURSEMENT

Edupoint School District receives funds from the Medicaid Direct Service Claiming (DSC) program for IEP covered services to
eligible children through the Arizona Health Care Cost Containment System (AHCCCS), Arizona’s Medicaid agency. Examples of
covered services include speech therapy, assistance with daily living skills, special education transportation and nursing services.

Edupoint School District will need to determine if your child is eligible or should become eligible for the school-based Medicaid
program. With the consent below, the District will submit your child’s name to AHCCCS and their authorized agencies to verify
eligibility for the DSC program. The school may use Medicaid (AHCCCS) benefits in which a child participates to provide or pay for
the services in the student’s Individualized Education Program (IEP). Parents are not required‘lo sign up for or enroll in AHCCCS to
receive |EP services or a free appropriate public education, nor are they responsible for any out of pocket expenses for these |IEP
services. The school's use of this reimbursement program DOES NOT IN ANY WAY AFFECT OR IMPACT OTHER AHCCCS
BENEFITS to which the child is entitled, including any otherwise eligible services outside of school. Parents' refusal to allow
access to their AHCCCS benefits does not relieve the school of its responsibility to ensure that all required services are provided at
no cost to the parents. Granting of consent is voluntary on the part of the parent and may be revoked at anytime. If consent is
revoked, that revocation is nof retroactive (i.e., it does not negate an action that has occurred after the consent was given and before
the consent was revoked). (CFR §300.154)

If my child is determined to be Title XIX eligible, Edupoint School District may submit a claim to my child's private insurance company
for the sole purpose of obtaining a denial for the school hased health related services being provided as prescribed in the IEP. Once
the insurance carrier denies the claim, | understand that the school district will be able to seek reimbursement through AHCCCS.
This reimbursement program will not in any way affect or impact our private insurance benefits.

The |EP services for which the school is seeking AHCCCS reimbursement are stated in the current IEP

‘ SERVICES ON IEP TO BE CLAIMED ARE CHECKED | ANNUAL AMOUNT OF SERVICE

N R W L R W W Y ¥

Aide Assistance 540 h
| s (Specific actties ssstatedon EP) By | SIDNRSPIVEA i e e

Figure 2-13 Medical Related Services - Print Version

Printable Medicaid DSC Health Related Services

MEDICAID DSC HEALTH RELATED SERVICES
Complete all areas as needed

(includes all Health Aides assisting students that have Health Related Needs stated on the IEP.
One-on-one and/or extensive individualized aide services must also be thoroughly described and listed
as a Related or Supplemental Service)

Assistance with Personal Care/Activities of Daily Living

Duration/Frequency of Health Aide Assistance - Personal Care/ADL
3.00 hour(s) per day

The needs and services stated above have been identified and recommended by a qualified provider (Nurse,
Psychologist, OT, PT, Speech Pathologist, etc.).

\w\,w‘\,—‘ S TS VY Lo YYVEY

Signature/Position of Qualified Provider: Date:
Signature/Position of Qualified Provider: Date:
ol g gaain g e el e

Figure 2-14 Medical Consent - Print Version

Copyright© 2013 Edupoint Educational Systems, LLC 17
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Indicate Parental Agreement

If this option is selected, a column appears in the IEP to indicate that the Parent has
agreed to the attendance status (e.g. dismissal) of a Staff member from the IEP meeting.

Staff Purlil:lpumu

District Representative Present
General Ed Teacher
Special Ed Teacher ~ Present

Figure 2-15 IEP Parental Agreement
Indicate Test Accommodations for Preschool (applies to Arizona districts only)

If this option is selected, districts can specify accommodations for testing that might be
completed in kindergarten.

Transfer IEP Data to AZ SAIS (applies to Arizona districts only, and only if both SE
and SIS are in use)

If selected, data will be automatically pulled from the Finalized IEP into Special Ed
Student Services screen. Special Ed Student Services holds the container fields which
are used to report information to the state.

1. The Primary Disability selected in the Finalized IEP, Cover tab will populate the
Disability Code for the student in Special Ed Student Services.

le'l Medical  PLAAFP | Special Cons. | Goals | Senices | Supl. Aids & ESY | Testing | LRE | Medicaid

Dates

Re-gvaluation Due Date IEP Date IEP Review Due Date Process Name
01212003 [P 04062011 [ loaimsr2012 [P [Annual Review
nterpreter Needed
Mo w

Eligibility

Primary Eligibility

EMOTIONAL DISABILITY bt

Secondary ENgionty

™ AUTISM " DEVELOPMENTAL DELAY " EMOTIONAL DISABILITY

™ HEARING IMPAIRED ™ LANGUAGE IMPAIRMENT I™ MD/SEVERE SENSORY IMPAIRMENT

™ MILD MENTAL DISABILITY ™ MODERATE MENTAL DISABILITY ™ MULTIPLE DISABILITIES

™ ORTHOPEDIC IMPAIRMENT [~ OTHER HEALTH IMPAIRED " PRESCHOOL SEVERE DELAY

™ SEVERE MENTAL DISABILITY I SPECIFIC LEARNING DISABILITY ™ SPEECH DISABILITY

™ TRAUMATIC BRAIN INJURY ™ VISUAL IMPAIRMENT DISABILITY

Figure 2-16 IEP Cover Tab

2. The Least Restrictive Environment selection in the finalized |IEP, LRE tab will
populate the Service Code for the student in Special Ed Student Services.

Cover | Medical | PLAAFP | Special Cons. | Goals | Serices | Supl Aids & ESY | Testing LREl Parent 5t Madicaid
Check box of educational options selected for primary placement and write a rationale for selected option. The following options were
|Elamamary and Secondary

orrectional Facilities with code A N
Correctional Facilities with code B

Comectional Facilities with code C

Homebased/homeboundhospatal program

Inside Regular Class 80% or more of the day

Inside Regular Class for no more than 74% of day and no less than 40% of the day

Inside Regular Class less than 40% of the day

Prwvate School placement, enrolied by parent|s)

Public or Private Residential Facility for greater than 50% of the schoal day - placed by another state agency (not an IER decision) with code A
Public or Prvate Residential Facility for greater than 50% of the school day - placed by another state agency (not an IEP decision) with code B
Public or Private Residential Facility for graater than 50% of the schoal day - placed by another state agency (not an IEP decision) with code C

Public or Private Residential Facility for greater than 50% of the school day
Public or Prvate Separate Day School for greater than 50% of the schoal day A

Senices provided in regular classroom

I |

Fiaure 2-17 IEP LRE Tab
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Special Ed Student Services

Student Hame Banks, Decorian M. Scnest Westwood High  Status: Astive  Room Name  Vrbesedge 14578 10 mihs

Services | Seraces Tra al IEF
Last Hame Firsi Hame Middle Mame Perm ID Grade Gender Birth Date Year End Siatus
| [ [eeconan Ja [eaeraz 10 v Male v [wgnanes [P -
[Add NeadiServices
i'lcoj w A Mesw Meed Service
Sorvices | Hide Detai |3
Line | Dscriptic Service Code: €
Emational Disatsity
——
Serdces | Add Q)
U | [Exp I ¥ caal E
IC1E oz [P B v | 07e04000 "

Figure 2-18 Special Ed Student Services Screen
e Show Service Time in Minutes
If selected, Service time in the IEP will display in Minutes instead of the default Hours.

e Service Use Provider Lookup

If selected, the Provider list in the Services grid of the IEP will be an independent list,
separate from the Role table used in the Team list.

e Goal Guide Number of Fields

If completed, The number of text boxes that display on the IEP goals tab correspond with
the value in the new setup option. If the value is greater than 6, only 6 text boxes will
display. When adding a goal, the description of the goal will have the values of the
populated text boxes, separated by commas.

e Validate Goal Guide Number of Fields
Validation to require that all textboxes be used to build a goal.

e Validate Grading Periods

If selected, a specified number of Report Periods will appear on the Goal Page of the IEP,
and Periods can be given default names.

o Hide Prescorein IEP and Progress Report
Both of these fields display by default in these documents; they can optionally be hidden.

e Hide Past ESY Services on IEP
Removes fields for discussion of past ESY history.

e Use Standard Page Breaks on IEP

Printed document scrolls by default. This options sets ‘hard’ page breaks after the
Participants list, before Goals, Services and Least Restrictive Environment.

e Blank IEP Dates

The date in the IEP defaults to ‘today’, but can be set to blank. Validation will not allow the
IEP to be finalized without a Date, however.

e Separate Strengths and Needs

By default, there is a single textbox each for Student Strengths and Student Needs. This
option creates an individual grid for each that can be pre-populated with specific areas
that must be addressed (i.e. Reading, Math, Written Language, etc.) as defined at the
district level.
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e Standard Goal Effective Date

Districts can opt to use a Goal format that aligns to State/Common Core Standards. This
date designates a date when the default Goal Library is no longer available.

e Append Standard code to Goal Description

This allows the code that applies to the Standard that the Goal references to be displayed
before or after the Goal, or not at all.

e Calendar Type for Medicaid Service Hours
If Services are Medicaid Billable, time will be calculated according to District Calendar.

e Show Medicaid Signature Label on IEP

If selected, an additional column is available on the IEP Cover tab that allows for Medicaid
Provider’s signature.

e Use Custom Progress Report Frequency Statement

Default statement in IEP indicates that ‘Progress reports on goals will be sent home in
accordance with the grading period’. This option allows for the creation of new default
statement(s) at the district level, that can be customized within an individual IEP.

e Show Language Proficiency Determination Details
If selected, Language Proficiency Determination details display.

¢ Hide Medicaid Provider Signature Lines on Printable Medicaid Page

Line(s) for the Medicaid Providers' signature(s) display by default on the printable
Medicaid page, but can be hidden with this option.

e Hide Draft on IEP Cover Page
If selected, the word 'Draft' will not appear on IEP viewable or printable.
IEP PROGRESS REPORT

¢ Include Benchmarks on Progress Report

Progress on Benchmarks can appear on Progress Reports in addition to Progress on
Goals

e Show IEP Date and Case Manager Info on Prog Report

Date of IEP, and Name and e-mail address of the Case manager can be optionally
displayed on the printed Progress Report.

IEP AND DOCUMENT OPTIONS

e Hide Participants’ Name in IEP & Documents

Displays only Roles (i.e. General Education Teacher) of Participants without naming
specific individuals in documents.

e Prevent finalizing if the ‘Draft’ box on IEP or MET is checked

Draft’ may be optionally displayed on printed documents. This option will not allow the
documents to be finalized with ‘Draft’ in effect.
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e Use Student Test History for Standardized Tests

This option (available only to customers who use Synergy SIS as their student information
system) allows a link to Student Test History to view all assessments that the Student has
taken, which can be summarized in a narrative statement.

GRADE CATEGORY

e Transition on IEP is Based on Age

Allows for appearance of Transition elements in the IEP to appear based upon the Age of
the Student, which can be specified by the District. Transition elements can optionally
appear at any age, but will be mandatory for any student of the Transition Age or older.
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DOCUMENT OPTIONS TAB
Setup [«
EP and Progress Report Options || Document Options | Timeline = EP Views and Reports

Document Options "
[ | Set Default Document Date

| Allow stand-alone GENAZ 24

|Hide Principal Signature in GENAZ 05
|Hide Contact section on Eligibility Determination docs

| Remove Ethnicity and Language from Header

MNumber of Disabilities in Process Tab

Remove Page Break Before Signature Block in GENAZ 05

Hide section ‘Please return this form to' on GENAZ 05

w

Hide "Draft’ on first page of Evaluation Report

Prior Written Notice (& |

Hide 'Date Implemented’ on Prior Written Notice
Hide Purpose Statement on Prior Wntten Notice
Hide 'Sources of Assistance’ in Prior Written Notice

Use Auto Populate for ‘Sources of Assistance' in Prior Written Notice

Hide Document Prepared By

Figure 2-20 Setup Screen Document Options Tab

DOCUMENT OPTIONS

Set Default Document Date

Dates in documents other than the IEP are blank by default when first created. This option
sets the default as the date the document is first created.

Allow stand-alone GENAZ 24

By default, the Synergy SE GENAZ 24 — Transfer IEP requires a finalized GENAZ 09 —
IEP Meeting Request and finalized GENAZ 23 — Notice of Transfer before the GENAZ 24
— Transfer IEP can be generated. Checking the Allow stand-alone GENAZ 24 removes
this requirement.

Remove Page Break Before Signature Block in GENAZ 05

If the GENAZ 05 — Parent Permission is customized to add areas of assessment beyond a
single page, the default break can be removed to allow for a neater appearance in print.

Hide section ‘Please return this form to’ on GENAZ 05

GENAZ 05 — Parent Permission has text fields available for name and phone of a contact
person, that can be removed with this option.

22
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Hide Principal Signature on GENAZ 05

A line for signature of principal displays by default on GENAZ 05 — Parent Permission, but
can be hidden with this option.

Hide Contact section on Eligibility Determination docs

Statement that provides a contact person for parent(s), if they have questions about the
determination, can be removed.

Remove Ethnicity and Language from Header
If selected, student’s Ethnicity and Language are not displayed on printable documents.

Number of Disabilities in Process Tab

If district uses Secondary, Tertiary disabilities, number of drop-downs specified will be
displayed

Hide 'Draft' on first page of Evaluation Report
If selected, the word 'Draft’ will not appear on the Evaluation report, viewable MET report.

PRIOR WRITTEN NOTICE

Hide ‘Date Implemented’ on Prior Written Notice

A second date field is available in PWNSs, if the decision will be implemented on a different
date than the decision is reached, which can be hidden.

Hide Purpose Statement on Prior Written Notice

A default statement appears at the top of the printed PWNs to explain the reason for prior
written notices. The statement can be removed from print with this option.

Hide ‘Sources of Assistance’ in Prior Written Notice
Sources of Assistance can be removed from print in the PWNs

Use Auto Populate for ‘Sources of Assistance’ in Prior Written Notice

Two sources of assistance appear by default in PWNs (usually District and State
Department of Education). As many as four can be designated with this option.

Hide Document Prepared By

Within the Prior Written Notice, an optional field to identify the author of the document is
available for completion. The statement can be removed with this option.
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TIMELINE TAB

Setup s
IEP and Progress Report Options = Document Options IEP Views and Reporis
Timeline 2
Default Email

[ ]Use 'Consent Date’ in 'GENAZ 05'

Figure 2-21 Setup Screen Timeline Tab

e Default Email

When Timeline Reports are generated for emailing, a default email sender can be
displayed rather than the actual sender’s email.

e Use 'Consent Date' in 'GENAZ 05

Timelines created for GENAZ 05 — Parent Permission will use “Consent Received Date”
field in Evaluation Tab.
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IEP VIEWS AND REPORTS

 Setug «|

Figure 2-22 Setup Screen IEP Views and Reports
The IEP’s Views and Reports tab is setup to work with a district’s specific documents and
shouldn’t need to be modified following setup.
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SPECIAL ED SCHOOL TEAM

The Special Ed School Team is an optional tool used by districts who would like a Default Team
List set up for each special education student.

NAVIGATE TO SPECIAL ED SCHOOL TEAM SCREEN

1.
2.

1.

Focus to the specific school.
Open the Synergy SE Navigation Tree by clicking on the Tree button.
v+ @ Quick Launch |, |
Figure 2-23 Synergy Navigation Tree
Expand the Synergy SE folder by clicking on the name Synergy SE or P> pointing next to
the word. Once clicked, the triangle will turn green W and point downward.
Under the Synergy SE folder, click on the name System or P pointing right next to it. The
triangle will turn green W and point downward.
(D Synergy SE | @ Symecgy SE o Synergy SE © Synergy S
Synergy S5 PNTL PNTL P ATL
b Pacent b Parent b Parent
P Query P Query P Query
b St b Statt P Statf
LIS b Student P Student
= =
User Preferenc P Ancouncements P Announcements
b Data and Views P Data and Views
D Data Mantenance P Oata Mandenance
P Job Queve P Job Queve
b Securty
@] | s
Specisl Educaton =
b toer (% Agdress Grig Definton
b User Preferences Emm
' Business Calendar
5 Dasnbostd Contro
“ District Setup
Figure 2-24 Navigate to Special Ed School Team el Content
v Frequency Unt
i Label Detsd
'+ Lookup Table Defintion
_‘;‘,ﬂullwpbom
gwmmmm
.‘c‘muymm
"-im&n
&;P«mmmcm
ﬁ?meussm
’%mw
| § Rule Grove
l .. Rules Setup
School
Special Ed School Team
Click on the name Setup or P pointing right next to it. The triangle will turn green ¥ and

point downward.

26
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2. Click on the name Special Ed School Team. The Special Ed School Team screen

displays.
Special Ed School Team («
| Team |
Default School Team Add (]
Reassign students staying in this school to this team duning New Year Rollover

Figure 2-25 Special Ed School Team Screen

SET UP NEW SPECIAL ED ScHOOL TEAM
1. Click Add. A new staff row will displays on the Default School Team.

_Teﬂml

Figure 2-26 Default School Team Grid

2. Click the = in the Staff Name field to open the Find: Staff screen.
3. Enter all or part of staff member's Last Name, First Name.
4. Click Find. Search Results displays a list of matching criteria.

Fnd Choss Sﬁdl Clear Sebection
Find: Staff

Find Criteria (&

|Last Hame First Hame Middle Name
Me

Search Results |
Find Result
Line |Last Name 1 Hame Middie Name
Bride Russ
i McGraw Tom

L

Figure 2-27 Find: Staff Screen
5. Click line of staff name. Line highlights.
6. Click again or click Select. The Find: Staff screen closes and the staff name displays.

[oam | |

Figure 2-28 Default School Team Grid Populated with Staff Name

7. Click Role ™ and select from list.
8. Continue adding staff to build the default Special Ed School Team.
9. Click _s=v= | at the top of the screen when finished.
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Delete a Team Member

1. To delete a team member, check ')gl on the line of the staff name to delete.
2. Click _save |,
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PHOTO ATTACH

Photos can be attached to the student’s record in bulk or individually.

MAss ATTACH PHOTOS To STUDENT RECORDS

Use Student Photo Attach to attach photos to student records in bulk.

NAVIGATE TO STUDENT PHOTO ATTACH
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

&P E] ] @ Quick Launch

Figure 2-29 Synergy Navigation Tree
2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Expand the Student folder by clicking on the name Student or P pointing next to the
word. Once clicked, the triangle will turn green W and point downward.

4. Expand the Setup folder by clicking on the name Setup or P pointing next to the word.
Once clicked, the triangle will turn green ¥ and point downward.

> Synergy SE - = Synergy SE I Synergy SE
b NTL »NTL
» Parent b Parent
b Query » Query
b Staff b Staff
= Student w Student
b Report » Reports
| bUser Preferences m ‘ » Setup
“JPortfolio [fStudent Photo Attach])
=
' ‘ & SE Student |4 Portfolio
Figure 2-30 Navigate toStudent Photo Attach Screen £/ Student Notifications 3 SE Student
4 =_1 Student Translation Documents &/ Student Notifications
» System A
S Proforo 1 Student Translation Documents
p System
b User Preferences

5. Click on the name Student Photo Attach. The Student Photo Attach screen opens.

<

Photo Attach |
Please click on this link to run the photo attach application

Figure 2-31 Student Photo Attach Screen

Part 1 will guide you through the process of installing the photo and text files needed prior to
utilizing the Student Photo Attach feature. Part 2 will guide you through the process of using
Student Photo Attach.

Requirements:

e Text (*.txt) file containing identification numbers and associated photograph file name
- Provided by the photo vendor

e Photos in *.png format, sized in pixels to 100 (wide) x 125 (high) - Provided by school
district photo vendor
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Part 1 Install Photo and Text Files Received from Vendor

1. Create \Photo Import directory on local hard drive or network drive.
2. Create these sub-folders in \Photo Import directory.

o \Photos

o \LinkText
Open \Photos.
Copy individual photo files, each in *.png format, into this folder.
Open \LinkText.
Copy *.txt file into this folder.

N o ok w

Verify *.txt file contains a separate line for each person with identification number and
associated photograph file name in format of:

“Xxxxxxxxx”,“photographfilename.png”

Note: The reference file must have the format as shown below. The student number
must match the student.png file.

J pics.txt - Notepad

File Edit Format View Help
"121924", "121924.png"

"130289", "130289.png"
"133197", "133197.png"
"139220", "139220.png"
"142019", "142019.png"

Figure 2-32 Reference File Example

Part 2 Run Photo Attach Application

1. Click Please click on thislink to run the photo attach application . Photo Attach Window opens.
URL (for Synergy SE) and Log in Name are auto-populated.
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a5’ Photo Attach KB = = X
Synergy SE Account Information
URL hitp://ganov1iwdvm
Log In Name myloginname
Password mypassword
Photo Setup

Path To Images El

Path To Reference File

Remove leading zeros from the student SIS number

| Upload Photos |

Figure 2-33 Photo Attach Screen

2. Enter your Password.

3. Type Path To Images or click [~1 and browse to local path where images to upload
are stored. This could be a CD or DVD provided by photo company.

4. Type Path To Reference File or click [~ 1 and browse to reference file. Reference file
maps SIS number to file name. If this field is blank then file name is assumed to be SIS
number.

5. Check Remove leading zeros from student SIS if number, if appropriate. If photo
company has placed leading zeros in Student ID, check to remove them during photo
installation.

6. Click . A message will display with total updates and total errors. There is
also an option to open a log file to see the status of the upload.

If an error occurs in upload look at log file for errors. Total number of permanent ID numbers
in \LinkText file should equal total number of photos in \Photos file. Verify that the permanent
ID numbers in \LinkText match the permanent ID numbers in Synergy SE.

ATTACH AN INDIVIDUAL PHOTO TO A STUDENT RECORD

Use the Attach Photo option when attaching a photo to a single student record.

NAVIGATE TO PHOTO ATTACH OPTION
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

Figure 2-34 Synergy Navigation Tree
2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green ¥ and point downward.
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3. Expand the Student folder by clicking on the name Student or P pointing next to the
word. Once clicked, the triangle will turn green W and point downward.

@ Synergy SE
P NTL

b Parent

b Query

—
P System

p User Preferences

Figure 2-35 Navigate to SE Student Screen

= Synergy SE
b NTL

p Parent

b Query
p Staff
= Student

» Reports
b Setup

4 Portfolio

4 SE Student
. Student Notifications
“]Student Translation Documents

b System
b User Preferences

32
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4. Click on the name Student (or SE Student). The Student screen opens.
5. Once the desired student record is in view, click on the Menu.

Edit Student Data

Attach Photo

View Audit Detail For Student
Figure 2-36 Student Screen Menu Drop-down

6. Select Attach Photo. A new window opens.

Attach Photo for

Steps To Upload Image:
1) Click Browse and select the file you wish to upload
2) Click Upload

Browse. ..

Uphoadl [ Clear Photo ]

Figure 2-37 Attach Photo Screen

7. Click Browse and select the file.
8. Click Upload. A web message displays that the upload was successful.

Message from webpage@ >

! Upload successful!

OK

Figure 2-38 Web Message

REMOVE INDIVIDUAL PHOTO FROM STUDENT RECORD

To clear a photo on an individual student record, follow the instructions above. When the Attach
Photo screen displays:
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Attach Photo for

Steps To Upload Image:
1) Click Browse and select the file you wish to upload
2) Click Upload

Browse...

| Upload | | Clear Photo
Figure 2-39 Attach Photo Screen

1. Click Clear Photo. A confirmation message displays.

Message from webpage " S . 1@@

'e The image for will be permanently deleted.
¥ Are you sure you wish to continue?

[ox ] [ conce

Figure 2-40 Web Message

2. Click OK. Another web message displays.

bpage w3

from

!A} Image clear successful!

Figure 2-41 Web Message 2
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USERS AND SECURITY

In this chapter, the following topics are covered:
» Special Ed Roles

User Special Ed Settings
Security Definition
PAD Security

Manual Process Moves

vvyyVvyy

Student Document Unlock Security
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SPECIAL ED ROLES

., Reference: The following chapter covers User and Security configuration
N relating to Synergy SE only. For more information on the complete setup
@ and configuration of Staff and User records, please refer to Synergy SIS
System Administrator Guide.

Special Ed User Roles are assigned to staff records and display in the student’s Team List and
Synergy SE documents that display the Special Ed Team List. Role Names are configured using
the Role screen.

NAVIGATE TO THE ROLE SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

&P E] ,] @ Quick Launch

Figure 3-1 Synergy Navigation Tree
2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or P pointing right next to it. The
triangle will turn green W and point downward.

4. Under the System folder, click on the name Special Education or P pointing right next to
it. The triangle will turn green W and point downward.

2 SE @ Synergy SE o Synergy SE @ Synergy SE
Synergy SIS PNTL PNTL P NTL
b Parent P Parent P Parent
P Query P Query P Query
P Statt P Staff
P Student P Student
¥ System W System
P Announcements P Announcements
P Data and Views P Data and Views
P Data Maintenance P Data Maintenance
P Job Queue P Job Queue
P Security P Security
st n 13 Setup
- @ Special Education
= %= Agency
P User Preferences =
“ Area of Need Setup

4! District Calendar
“= Document Definition
&
, , Goal Builder Broad Behavior
Figure 3-2 Navigate to Role Screen =
“= Goal Buider Condtion
|#% Goal Builder Criteria
“ Goal Buikder Specific Behavior
22 Goal Library
=
o= Goal Library Personal
ﬁ ITP Post School Transition Needs Setup
“= Mass Set Student

" Role

5. Click on the name Role. The Role screen opens.
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VIEW AND ADD ROLES

Role

Role Setup |

Raole Mame

Role Type

View Order Inactive Inactive Date
B

Validate Role In

b

Figure 3-3 Role Screen

1. To view all current Roles that have been setup in the system, click I , then clink M
at the top of the screen.

2. Toview, edit or remove an existing role, double click on the desired Role Name. The
Role: Find Result screen closes and the Role screen displays the information.

3. Toadd a new Role, click _ ¢ | at the top of the screen.

Role =

Role Setup |

Fole Mame

Role Type

Wiew Order Inactive Inactive Date

Validate Role In

b

Figure 3-4 Add Role Screen
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4. Using the system’s standard Role Type formatting, enter the Role Type, which is the
Role Name in upper-case. Use underscores in between words rather than spaces.

Role Setup |

Role Name
My New Role

Role Type
MY_MEW_ ROLE

Figure 3-5 Add Role Name and Type
5. Click _Save |,

The new Role Name is now available in the User screen and the student’s Team List.
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THE USER SCREEN

NAVIGATE TO THE USER SCREEN

1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

va @ Quick Launch

Figure 3-6 Synergy Navigation Tree

2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to

Ty

the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or P pointing right next to it. The

triangle will turn green W and point downward.

4. Under the System folder, click on the name User or P pointing right next to it. The

triangle will turn green W and point downward.

5. Under the User folder, click on the name User. The User screen opens.

> SE o Synergy SE jo Synergy SE
Synergy S5 P b
b Parent b Parent
b Query P Query
b Statt b Statt
Chidan P Student
© System
T rences P Announcements
| P Data and Views
P Data Maintenance
P Job Queve
b Securty
P Setup

Figure 3-7 Navigate to User Screen ' ot

P User Preferences

ll—b

6. Click on the Security Settings tab.

v Synergy SE
PNTL
P Parent
P Query
b Statf
b Student
W System
P Announcements
P Data and Views
P Data Maintenance
P Job Queue
b Security
P Setup
P Special Education
w User
P Reports
i user |
"+ User Groups
2 _|User Password and Preferences

& userProfie
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User («]

ser Mame:

Demographics | Organizations  User Groups | Navigation Menu | Security Sedtings § Focus = Spell Check | POV
Last Name First Mama Middle Mame Lisa

| -

80 USer TYP®  Login as User
W

Discipline Conference a
Discipline Security Discipline Organization Security | |Conference Visitation
R vi vl
[impersanation o [Student Enroliment History
|| Cannot be Impersonated Student Enrollment Organization Security
Student Enroliment Year Securty

Scheduling
Allow Cverride of Max Students in Class|

Other
Show BO On Mouseover

TeacherVUE Administrator ~ v| AdminVUE Usef

LessonVUE Security (3 |Grade Book

L] Work | Can Edit Elements| |Grade Book Security
District  Mominated in _ :|
for Public  Progress

ransportation Role Type .
|| Teacher | _Transpmatiun[ _ Routing

Default Entry Access Times

Figure 3-8 User Screen Security Settings Tab
USER SPECIAL ED SETTINGS

The field that pertains to Synergy SE Users on the User screen is Exempt From Student Team.

e If No is selected In Exempt From Student Team, the user will only be able to view and
access students where the user is a team member.

o If Yes is selected,the user will be able to access all students at schools they have access,
regardless of whether they are a member of the student’s team.

e For System Administrators, check Show BO On Mouseover. This will ensure that the
user can locate Business Objects when searching for system property lables. (See
Locating AutoPopulate and Lookup Tables in Chapter Five of this guide.)
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THE STAFF SCREEN

NAVIGATE TO THE STAFF SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

ve @  Quick Launch =,

Figure 3-9 Synergy Navigation Tree
2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green ¥ and point downward.

3. Under the Synergy SE folder, click on the name Staff or P pointing right next to it. The
triangle will turn green W and point downward.

4. Under the Staff folder, click on the name Staff. The Staff screen opens.

P Synergy SE l ' Synergy SE ' Synergy SE
qy PNTL PNTL
P Parent
P Query

e | s

») Reports
"5'*1 Manage Student Teams

P User Preferences -
Le* staff l

P Student
P System
P User Preferences

Fiqure 3-10 Naviqate to Staff Screen

5. Click on the SpecialEd tab.
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Staff (&
Staff Mame: Aderson, Gordon Type: Teacher

| General @ Schools Emergency = Credentials

Last Mame First Mame Middle Name  Suffix Gender Type

|Aderson |G{:rdon Male v Teacher b

Open User Window State ID

Roles
Role

DAdapted PE Teacher

[ | administrator || Assistive Technology Specialist [ Autism Specialist
|| Behavior Intervention Specialist [ case Manager I Ipistrict Representative

] Early Interv. Trans. Specialist
[l General Ed Teacher

] My New Role DDccupational Therapist

[l orient./Mobility Specialist
] Physical Therapist ] Psychologist [_|School Murse DSpeciaI Ed Teacher
DSpeechfLanguage Therapist [ Teacher of DHH || Teacher of Visually Impaired [ eacher Specialist
DUnassigned
Other Info
ls LEA Billing Is MAA Billing
] ]

Add -

Figure 3-11 Staff Screen SpecialEd Tab

ASSIGN STAFF ROLE

The SpecialEd tab in the Staff screen displays the Roles available to assign to Staff records. One

Role can be assigned to each user. This Role displays along with the staff member name as they
are assigned to student teams.
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SECURITY DEFINITION SCREEN

The Security Definition screen contains

Group Access Tab

Allows configuration of documents and screens for User Groups.

Group Property Access Tab

Allows configuration of document properties (text fields, drop-downs) for User Groups.
User Access Tab

Allows configuration of documents and screens for specific Users.

User Property Access Tab
Allows configuration of document properties (text fields, drop-downs) for specific Users

NAVIGATE TO THE SECURITY DEFINITION SCREEN

1. Open the Synergy SE Navigation Tree by clicking on the Tree button.
5] .1 ‘@  Quick Launch
Figure 3-12 Synergy Navigation Tree
2. Expand the Synergy SE folder by clicking on the name Synergy SE or b pointing next to
the word. Once clicked, the triangle will turn green W and point downward.
3. Under the Synergy SE folder, click on the name System or P pointing right next to it. The
triangle will turn green W and point downward.
bS SE @ Synergy SE ko Synergy SE » Synergy SE
Synergy SIS PaTL PNTL P NTL
D Parent P Parent P Parent
P Query P Query P Query
b Statt P Statt P Statf
bt b Student P Student
' System v System
P Announcements P Announcements
P Data and Views P Data and Views
P Data Maintenance P Data Maintenance
ok Do P Job Queue
—D Securty ‘ w Security
Setup D Reports
Figure 3-13 Navigate to Security Definition : Special Education o ) S
U o
;U,;:,m 4 Isecurity Definttion
P Setup
P Special Education
P User
P User Preferences
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4. Under the System folder, click on the name Security Definition. The Security Definition
screen opens.

Security Definition “

Security Definition
Global Access 3 |Property Access (3| | Audit Trail ) | Administrator D
Update Add All Properties Enable Default Audit Option User Name 4

> W W W

Delete

W

Security Access |
Business Objects ()
b K12

P Revelation

P uD

P ZClient

Figure 3-14 Security Definition Screen

DOCUMENT ACCESS FOR USER GROUPS

Document Access is configured on the Security Definition screen through the Security Access
tab.

Security Access |_
Business Objects ()
b K12

I Revelation

b UD

b ZClient

Figure 3-15 Securiity Configuration Screen Security Access Tab
This example will restrict the Special Ed Teacher User Group from update ability in the MET
Report document.

Locate the MET Report document: K12 > SpecialED > AZ > Document > MET

(a) Click on then scroll down and

b SpecialEd

(b) Click on then scroll down and

s then scroll down and

(c) Click on

(d) Click on | P Pocument | ipon scroll down and

(=) MET

(e) Click on
() Finally, scroll back up until the Security Grid is in view
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Audit Option ~| Substituting Validation BO |

| Group ﬂml Group Property Access | User Access | User Propery Access

Role - Teacher Elementary Sandbox o - >
21 Role - Teacher Secondary v “ ¥
Role - Teacher Secondary Sandbox W = b

12 (3

Figure 3-16 Security Configuration Security Grid
5. Click on Role — Special Ed Teacher.

6. Click on the drop-down in the Update column and select View. This will determine that
users in the Special Ed Teacher User Group will be able to view the MET Report.

7. Click on the drop-down in the Add column and select No. This will determine that users
in the Special Ed Teacher User Group cannot create any new MET Report documents.

8. Click on the drop-down in the Delete column and select No. This will determine that
users in the Special Ed Teacher User Group cannot delete a MET Report document

|ROIe—8 jal Ed Teacher View v [No v [No v |

Figure 3-17 Security Configuration Security Grid Example
SECURITY SECTIONS WITHIN A DOCUMENT
GROUP ACCESS CHANGES

This example will give users in the Role - Special Ed Teacher to update the Instructional
Strategies section of a Behavior Intervention Plan.
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1. To locate the Instructional Strategies section of the Behavior Intervention Plan in Security
Definition, open a Behavior Intervention Plan for a student.

2. Navigate to the Method tab.
3. Hover the mouse over Strategy under lll. Instructional Strategies section.

K12-Specialkd-AZ-Document-BIPInstructionalStrategies-Strategy |

Figure 3-18 Behavior Intervention Plan Screen SpecificsTab Strategy

A box pops up with the name of the table. This functionality is referred to as show BO on
mouseover. See: User Special Ed Settings.

4. Repeat the same by hovering over Frequency.

1K12 Specialkd-AZ-Document- BlPlnstructnonalStrategnes Frequency[
Figure 3-19 Behavior Intervention Plan Screen SpecificsTab Frequency

5. Repeat the same by hovering over Person Responsible.

IrK12—SpeciaIEd—AZ—Dor,ument—BIPIns.tructional_‘%trategies— PersonResponsible

Figure 3-20 Behavior Intervention Plan Screen SpecificsTab Person Responsible
Based on the Business Object information, the properties to search for are K12-SpecialEd-AZ-
Document-BIPInstructional Strategies-Strategy, K12-SpecialEd-AZ-Document-
BIPInstructional Strategies-Frequency, and K12-SpecialEd-AZ-Document-
BIPInstructionalStrategies-PersonResponsible.

6. Return to the Security Definition screen.
7. Navigate to K12>SpecialEd>AZ>Document.
8. Select BIPInstructionalStrategies.

- K12 l

» Accommodationinfo
» Addresslinfo
» Attendancelnfo
» AXPInfo
PAZ
N ‘V

P >u viceLeamninginfo
b Setup
= SpecialEd

Admin

© AcceptlEPNotice
® AcceptlEPNoticeUl

@ Bilingual lranscriptionReque.o.
0] BlllngualT ransmpbonRequestUl
alStra

Figure 3-21 Security Definition Screen
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9. Scroll back up the screen to view the From the Group Property Access tab in the
BIPInstructionalStrategies grid,
10. Click on Role - Special Ed Teacher.

Name: K12.SpecialEd.AZ.Document.BIPInstructionalStrategies
Audit Option +| Substituting Validation BO -
Group Propertv Access

|Hide Detai] &
Q

All Property Settings
All Properties Override

b

pdate
5 Report Card ™
Specialist - Art ersonResponsible
6 Report Card HNone
Specialist - P.E. Update
Wiew

"IRole - Admin

Figure 3-22 Security Definition Screen Group Property Access Tab

11. Select Update from the drop-down boxes.

12. Click __52v_| when finished.
This will determine that users in the Role - Special Ed Teacher group can update the Frequency,

Person Responsible and Strategy in the Behavior Intervention Plan.

INDIVIDUAL USER ACCESS CHANGES

Changes made to Individual Users will override changes made to User Groups. Security setting
changes for Individual Users work similarly to changes made for User Groups.

1. Select the User Property Access tab.

Figure 3-23 Security Definition Screen User Property Access Tab

2. Click _** | to add the individual User to the Permissions list. The Find: RevUser screen
displays.

Find: RevUser
Find Criteria

Last Name

Ismlth

First Name:

Search Results |
Find Result

Smith Jk
John

Smith

Figure 3-24 Find: RevUser Screen

3. Enter any or all of the information in the white fields.
4. Click _=¢ | or press ENTER.
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5.

8.

The staff matching the criteria entered is listed in the Search Result grid. Click on the
name. The row highlights in green.

Click == at the top of the screen or just click on the name again The Find: RevUser
screen closes.

Click on the User Name row to highlight.

Group Access  Group Property Access  User Access | User Property Access |
Permissions Add || Hide Detail | Q)]
SELREE All Property Settings ("]
Smith. John & All Properties  Override
| Sl 3
Property Access ("]
2| Prope [ame Prope pdate
Category
Group

Figure 3-25 Security Definition Screen User Property Access Tab all Property Settings Grid
Make changes to the Property Access as instructed in the example above.

9. Click 5= |
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DELETE FUNCTIONS

REMOVE DELETE BUTTON FROM THE IEP FOR SPECIFIC USER GROUPS
1. Locate the IEP in Security Definitions K12>SpecialEd>IEP>IEPInfo.

Name: K12.SpecialEd.IEP.IEPInfo
Audit Option ~ | Substituting Validation BO L2

| Group Access | Group Property Access  User Access  User Property Access

Permissions

L™

s s s
g = =

Public
Admin Hope High
Dual Login

ESR Test Group
Parent BO

LR R R
LR R R
LR R R

Figure 3-26 Security Definition Screen Group Access Tab
Under User Group Name column, select Public. The row by highlights.

Select No from the drop-down in the Delete Column.
Reassign the Delete access to Yes for specific user groups.

Click _Save |,

o b~ wb

Note: When taking away an access privilege for Public (All Groups) be sure to
re-assign Yes access to the System Administrator Role..

REMOVE DELETE BUTTON FROM ALL PROCESS DOCUMENTS FOR SPECIFIC USER
GROUPS

1. Locate the Student Document in Security Definitions
K12>SpecialEd>Document>StudentDocument.

Under User Group Name column, select Public. The row by highlights.
Select No from the drop-down in the Delete Column.

A

Reassign the Delete access to Yes for specific user groups.

4. Click _save |,

REMOVE DELETE COLUMN FROM ALL PROCESS DOCUMENTS FOR SPECIFIC USER
GROUPS

1. Locate the DocumentGridProcess in Security Definitions
K12>SpecialEd>Document>DocumentGridProcess.

In the DocumentGridProcess Security grid, select Public.
Select No from the drop-down in the Delete Column.
Reassign the Delete access to Yes for specific user groups.

Click _save |,

o b~ wNN
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PAD SECURITY SCREEN

The PAD Security screen contains
o Group Access Tab
Allows configuration of document tabs and buttons for User Groups.

e User Access Tab
Allows configuration of document tabs and buttons for specific Users.

NAVIGATE TO THE PAD SECURITY SCREEN

> — o Synergy SE @ Synergy SE
- . bNTL baTL
D Parent P Parent
P Query b Query
P Staff P Staff
P Student P Student
@ System ¥ System
P Announcements P Announcements
P Data and Views P Data and Views
P Data Maintenance P Data Maintenance
ok O P Job Queue
w—— | Sty
. . . m Reports
Figure 3-27 Navigate to PAD Security Screen b Special Education m
b User -A e
P User Preferences L 'Securty Defintion
P Setup
P Special Education
P User
P User Preferences
BUTTONS

VALIDATE, FINALIZE AND PRINT PREVIEW BUTTONS

1. From the PAD Security screen, expand the Synergy SE folder by clicking on the 2
pointing next to the word. Once clicked, the triangle will turn green ¥ and point
downward.

2. Click the B next to the word Non PAD to display the Documents folder.

3. Click the b next to the word Documents to display the Synergy SE Documents.

4. Select the Document from the list by clicking on the Document name. The security grid
for the document will display on the right.

= Amendment

Figure 3-28 PAD Security Screen
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Group Access | User Access
Access | Hide Detail_Ji)
: ser Group Name Tab Access @
Pumk 5 D a0 di I HCCESS
) Button Finalize | v
Dual Login = N i
| ESR Test Gr |Print Preview | b
Parent BO Validate | M
5| report card specialist " Tab Amendment v
Report Card Specialist -
Art
: ialist -
Lazy
3| Report Card Specialist -
PE.

Figure 3-29 PAD Security Screen Group Access Tab
Select the User Group Name by highlighting the row.
Click the Show Detail button to display the document properties.

The Type column indicates the property such as Tab or Button.
The Tab Name indicates the location of the property.

Click Access ™ to determine access for the group by selecting Yes or No.

Click _3ave |,

REFRESH BUTTONS

1.

2
3.
4

Locate and click on a Refresh item (example: Behavior Intervention Plan)
Under User Group Name column, select Public. The row by highlights.

Click Access ™ and select No.

Set Individual Groups to Yes. This will allow access to Refresh Referral data into the
MET for that user group.

Click _save |,

| Group Access | User Access
ExCCute Show Detail [

Public No | ' v

min Hope High ' v  #
Dual Login —  ~ I
| ESR Test Group
Parent BO
S I iali
Report Card Specialist - Art
| Report Car ialist - I v
r ialist - P [ " |
je - Admin | Yes| I

<
<

1

£

( J

fle i< i< |
<

< J)

<

‘ J

Figure 3-30 PAD Security Screen Group Access Tab
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MANUAL PROCESS MOVE ACCESS

The Manual Process Move feature is located on the Student Screen Process Docs tab. This
feature allows the user to move the student to any process within Synergy SE.

Current Process: Annual Review
Process Documents Q
= |3 - FE MO
GENAZ 09 - IEP Meeting Request |Skipped | &
GENAZ 13 - Notice of Placement |In Progress =4
GENAZ 14 - Notice of IEP _SKIDped _A
‘| GENAZ 38A - Nother Meeting Request |Skipped |&
IEP In Progress @
Manual Process Move "
uMwe To [ ~ | Move To '_ v_' Move |

Figure 3-31 Student Screen Process Docs Tab Manual Process Move
The following steps will remove the Move To drop-down and Move button from specific
User Groups.

REMOVE THE PROCESS MOVE DROP-DOWN FOR A SPECIFIC USER GROUP:
1. On the Security Definition screen, navigate to K12>SpecialEd>AZ>StudentUI
2. From the Security Grid, select the Group Property Access tab.
3. Under User Group Name column, select Public. The row by highlights.

Name: K12.SpecialEd.AZ.StudentUl
Audit Option v ' Substituting Validation BO v
Group Access |[Group Property Access) User Access | User Property Access
Permissions m

il Public All Properties  Override

Role - Assistant Pf[nCIEa|

Role - Assistant Superintendant
Role - Attendan il

Role - Clerk [~ | MoveConfirmation

v
Role - Counselor ¥l ProcessLookup [ v

v

v

Role - Genesea User
il ProcessName

(Y] Role - Nurse | StudentGu
Figure 3-32 Security Definition Screen Group Property Access Tab

4. Click Update ™ and select None for MoveConfirmation, ProcessLookup, and
ProcessName.

5. Click _sae |. Access to Process Move has been removed from Public Groups.
6. Highlight specific User Group Names to give access back (example: System Admin).

7. Click _Save |,

REMOVE THE MOVE BUTTON
1. Onthe PAD Security screen, navigate to Synergy SE>Student>Student.
2. From the Security Grid, select the Group Access tab.
3. Under User Group Name column, select Public. The row by highlights.
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4. Click Access ™ on the Move (Button) line.

5. Select No.

Name: K12.SpecialEd.Student
View Substitution

Quick Launch Text View Name Override

Student v | |

Group Acoessl User Access

Line |User Group Name

1| Public

4 Role - Admin

l Hide Detail B

11! Role - Nurse

| Role - Principal

Edit Data v
3 Role - Assistant Principal |—2 D ni

4 Role - Assistant Superintendant emographics b
Role Attendance Dail Parenis b
[ Role - Clerk Team v
g Role - Counselor Ad Hoc Documents v

-] Role - Genesea User
| Role - Genesis User Historical Documents v
Process Docs v
_Current IEP {Button) v
14 Role - Special Ed Teacher “Move (Button) e

15| Role - Superintendant
_Progress Report (Button) v

1] Role - Teacher Elementary

Figure 3-33 PAD Security Screen

6. Click _s=ve | Access to the Move Button has been removed from Public Groups.
7. Highlight specific User Group Names to give access back (example: System Admin).

Copyright© 2013 Edupoint Educational Systems, LLC

53



Chapter Three

Synergy SE National Administrator Guide

SECURITY FOR STUDENT DOCUMENT UNLOCK

Functionality can be secured from end users and/or added to other user groups, if desired, via
Security Definition screen.

1. On the Security Definition screen, navigate to Synergy SE>NTL>Student Document

Unlock.

%tmmh

p Addressinfo

b Attendancelnfo
b AXPInfo

pAZ

"M&-———\r

b Servicel earninglinro
e §

Aanmimn

bAZ

b CA

b Constants

= Document
= AdditionalSuppaort
& AdditionalSupportCurricularList
= AdditionalSuppartStrategyList
@ AdditionalSuppartul
@ AddlAssistanceAreal st
= AddlAssistancePlan

= AddlAssistancePlanUl

o —watie . coubjectScore
@ StandardTestUI
(= StandardTestUserSubject
& StudentDocument
@ StudentDocumentAttachment
) StudentDocumentHisto
| @StudentDocumentUnlockGnd
@ TemplateNoticeRI
& TemplatePortraitRI
@ TemplateStudentRI

W i taShidentWQRasentol

Figure 3-34Security Definition Screen

2. From the Security Grid, select the Group Access tab.

3. Under User Group Name column, select Public. The row by highlights.

4. Click Access ™ and select None.
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Name: K12.SpecialEd.Document.StudentDocumentUnlockGrid
Audit Option ~| Substituting Validation BO v
Group Access
Permissions
Public v - [ 1
Admin Hope High | - |
Curriculum Directors one 8 | 4
Dual Login Update | 8 | v
Report Card Specialist - Art View [1 [
:|Report Card Specialist - P.E. '_I - [ A
Role - Admin o | - | >
:|Role - Assistant Principal J | 8 | v
*|Role - Attendance Daily 4 o | 4
!|Role - Clerk LI - | - |
Role - Counselor . - - | 4
Role - Nurse 3 I S | v
Role - Office Elementary ~ : X

Figure 3-35 Security Definition Screen Group Access Tab
5. Set Individual Groups to View or Update. This will allow access to Student Document
Unlock for specific user groups.

6. Click _Save |,
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Chapter Four:
SYNERGY SE PROCESSES

In this chapter, the following topics are covered:
» Configuring Synergy SE Processes

» Adding and Removing Process Documents
» Configuring Synergy SE Processes
» Adding and Removing Process Documents
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SYNERGY SE PROCESSES

Synergy SE contains six separate processes in which a student may reside in at any given time.
Each process contains process documents that coincide with the basic steps of that process.

When the Synergy SE software application is set up at a school district, these processes and

their corresponding documents are included.

Districts may customize Synergy SE with the ability to hide any process within the application (for
example, the Preschool process), as well as add or hide a document within any process.

The six processes included in Synergy SE are: Initial Evaluation, Annual Review,

Reevaluation, Transfer, Preschool, and 504.

INITIAL EVALUATION PROCESS DOCUMENTS

% GENAZ 01 - Referral
=3 GENAZ 02 — Notice of Referral
- GENAZ 03 - Parent Input

RS GENAZ 05 — Parent Permission

% Eligibility Document List

% GENAZ 07 — MET Meeting Request
% GENAZ 08 — Notice of Eligibility

% GENAZ 09 — IEP Meeting Request
% GENAZ 10 — Notice of Placement
% GENAZ 11 — Notice of IEP

% GENAZ 12 - |EP

B3 GENAZ 04 — Notice of Evaluation Decision

% GENAZ 06 — Multidisciplinary Evaluation Team (MET)

Table 1 Initial Evaluation Process Documents
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REEVALUATION PROCESS DOCUMENTS

* GENAZ 01 — Referral

K GENAZ 15 — Reevaluation Waiver

* GENAZ 16 — Notice of Referral

K GENAZ 03 — Parent Input

& GENAZ 17 - Notice of Reevaluation Decision
* GENAZ 18 — Notice of Triennial

* GENAZ 19 — Notice of Test Intent

K GENAZ 05 — Parent Permission

% GENAZ 06 — Multidisciplinary Evaluation Team (MET)
% Eligibility Document List

K GENAZ 07 — MET Meeting Request

% GENAZ 08 — Notice of Eligibility

& GENAZ 20 — Notice of Termination

K GENAZ 09 — IEP Meeting Request

* GENAZ 21 — Notice of Continued Placement
* GENAZ 22 — Notice of IEP

* GENAZ 12 - IEP

Table 2 Reevaluatioon Process Documents

ANNUAL REVIEW PROCESS DOCUMENTS

% GENAZ 09 — IEP Meeting Request
% GENAZ 13 — Notice of Placement
% GENAZ 14 — Notice of IEP

@ GENAZ 12 - IEP

Table 3 Annual Review Process Documents

TRANSFER PROCESS DOCUMENTS

K GENAZ 09 — IEP Meeting Request
- GENAZ 23 — Notice Transfer
& GENAZ 24 — Transfer Process

Table 4 Transfer Process Documents
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PRESCHOOL PROCESS DOCUMENTS

- GENAZ 25 — Notice of Referral
* GENAZ 03 — Parent Input

- GENAZ 05 — Parent Permission
% Eligibility Document List

K GENAZ 07 — MET Meeting Request
* GENAZ 08 — Notice of Eligibility

K GENAZ 09 — IEP Meeting Request
% GENAZ 27 — Notice of Placement
2 GENAZ 28 — Notice of IEP

GENAZ 12 - |EP

% GENAZ 26 — Notice of Evaluation Decision

% GENAZ 06 — Multidisciplinary Evaluation Team (MET)

Table 5 Preschool Process Documents

504 ANNUAL PROCESS DOCUMENTS

Qe

3 GENAZ 504—- Notice of Section 504 Eligibility Form
% GENAZ 504 EEOP - Section 504 Equal Education Opportunity Plan

Table 6 504 Annual Process Documents
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NAVIGATE TO THE PROCESS SETUP SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

Tvue ve M  Quick Launch ru,
igure 4-1 Synergy Navigation Tree

2. Expand the Synergy SE folder by clicking on the name Synergy SE or b pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or P pointing right next to it. The
triangle will turn green ¥ and point downward.

4. Click on the name Setup or P pointing right next to it. The triangle will turn green ¥ and
point downward.

5. Click on the name Process Setup. The Process Setup screen displays.

SE @ Synergy SE b Synergy SE o Synergy SE
Synergy SIS baTL PNTL b aTL
b Parent P Parent P Parent

P Query P Query P Query
b sttt P Statt b Statt

T P Student b Student
= e
Oser T nc P Announcements P Announcements

P Data and Views P Data and Views
D Data Maintenance P Data Maintenance
b Job Queve P Job Queue

b Security

-
Specal Education T s
b User E
P User Preferences Auto Populate
Figure 4-2 Navigate to Process Setup Screen pf Business Calendar
> Dashboard Control
59 District Setup
1/ Emai Content

v Frequency Unt
| Labei Detai
v/ Lookup Tabie De fintion
f:‘uuuupe Defintion
guuuuwowoem
T;:New ‘Year Rollover Setup
=§=,0rgum
E,_ Page Size Detal
Az Person Notification Codes
" property Overne
"
| “Reveistion Message
I’:rl‘RuleGW
| rutes setp
ﬁ.deioolSenm
ﬂsnwsdsmourm
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Process Setup €

IEP Processes |

Processes and Associated Documents Acticn... * )

P Initial Evaluation

P Annual Review

P Reevaluation

P Transfer

P Preschool

P 504 Process

P 504 Annual Process

P 504 Reevaluation Process

Figure 4-3 Process Setup Screen

EDIT A PROCESS

1. To open an existing process for editing, click on the blue triangle next to the specific
process. Once clicked, the triangle will turn green and point downward. All documents
that are displayed in that process will appear.

Processes and Associated Documents

= |nitial Evaluation
(=) GEMAZ 01 - Referral
(=) GEMAZ 02 - Motice of Referral
(=) GEMAZ 03 - Parent Input
(=) GEMAZ 04 - Motice of Evaluation Decision
(=) GEMAZ 05 - Parent Permission
(=) Eligibility Docs (Document List)
() GEMAZ 06 - Multidisciplinary Evaluation Team (MET)
(=) GEMAZ 07 - MET Meeting Request
(=) GEMAZ 08 - Motice of Eligibility
(=) GEMAZ 09 - |EF Meeting Request
(=) GEMAZ 10 - Motice of Placement
(=) GEMAZ 11 - Motice of IEP
=] IEF

Figure 4-4 Processes and Associated Documents
2. To edit components within a process, click on the name of the process. The process
name highlights and the detail screen displays on right.

Each process allows for configuration by individual districts.

1. Current Process highlighted.

The Action drop-down provides an option to hide the process from user view or add a
new document to the process.

3. The Process Name and View Order area allows districts to change the name of the
process and move the view order the process appears in the Portfolio screen.

62 Copyright© 2013 Edupoint Educational Systems, LLC



Synergy SE National Administrator Guide

Chapter Four

4. The Next Process Options provides an option to either have the system prompt the
user for the next process when an IEP is finalized. The Suggested Next Process will

move the student to that process when the IEP is finalized.

5. The IEP Options will display details regarding the IEP screen in the Portfolio.

6. Process Documents list all documents that display under that process and provide the
district the ability to hide documents, add new documents and label the documents. View

order can also be changed on this screen.

M =

2 GENAZ 06 - Mutidmcpinary Evalistion Team (MET) | w—

(5 GENAZ 07 - MET Meetng Request —

(5 GENAZ 08 - Notice of Elgbity | Ask for next process once this one has been completed
(2 GENAZ 09 - EP Meeting Request Suggested Next Process

(2 GENAZ 10 - Notice of Placement : Review

(2 GENAZ 11 - Notice of EP
Der

P Ancual Review 1

P Reevalation b =
P Transter !

P Preschool

P 504 Process

P 504 Anoual Process

b 504 Reevaliaton Process
REF - Referral
GENAZ 02 - Notice of Referral

GENAZ 03 - Parent Input

GENAZ 04 - Notice of Evaluation Decision

GENAZ 05 - Parent Permission

Elgibility Docs (Document List) E
QENAZ 06 - Multidisciplinary Evaluation Team (MET) .H
GENAZ 07 - MET Meeting Request

GENAZ 08 - Notice of Eligibility

GENAZ 09 - IEP Meeting Request

QENAZ 10 - Notice of Placement

GENAZ 11 - Notice of IEP

Figure 4-5 Process Setup Screen Detailed View
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DELETE PROCESS FROM PORTFOLIO SCREEN
1. Click Action ... .

Action__. j

Action_..
Add Document to Initial Evaluation

ete Initial Evaluation
Figure 4-6 Process Delete Option

2. Select Delete “Process” Evaluation. i
Meszage from webpage ﬁ

9 Data deletson cannot be undone.

&re you sure you want to delete all data for Initial Evaluation?

Figure 4-7 Confirmation Screen

3. Click OK.

ADD DOCUMENT TO PROCESS
1. Click on the Action.... ¥.

Action... ;]
Action

Add Document to Initial Evaluation
Delete Initial Evaluation

Figure 4-8 Add Document to Process

2. Select Add Document to “Process” Evaluation. The Process Document window
opens.

3. Click Document Definition * to select the desired document. The name of the elected
document displays in the Document Definition field.

4. Enter the View Order number to have the document placed in the desired order.

Process Document «

Document Details |

Document Definition View Order Short Title (To appear above icon in Portfolio)

| ]

Special Options 3

|IEP Options =

Figure 4-9 Process Document Add Screen

5. Enter a Short Title (optional) to have a title appear directly above the documents icon.

- /1 Short Title

Figure 4-10 Short Title Portfolio Screen
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6. Selecting specific checkboxes in the IEP Options checkbox will add additional
information or icons to the Portfolio screen.

Show Current IEP | Show Next IEP

- ya
F’;ﬁm Procel%sl%cs | A-R Date | R-E Date
A AAAGA COCAAAG 11/29/2014
[@ a AAAAAAAAAA I[e 01/30/2012 | 03/07/2012
wr i AAAAAAAAA A @ 021102012 | 021012012
\ /

Show Progress Report Show Next Evaluation Date

Figure 4-11 Portfolio Display Options

7. Click _s2_| when finished. The screen closes and the new document displays in the list.

EDIT PROCESS DOCUMENTS FROM PROCESS DOCUMENTS GRID

GEMNAZ 01 - Referral R

GENAZ 02 - Notice of Referral

GENAZ 03 - Parent Input

GENAZ 04 - Notice of Evaluation Decision
GENAZ 05 - Parent Permission

GEMNAZ 06 - Multidisciplinary Evaluation Team (MET) M
Eligibility Docs (Document List) E
GENAZ 07 - MET Meeting Request
GEMNAZ 08 - Notice of Eligibility
GENAZ 09 - |EP Meeting Request
GENAZ 10 - Notice of Placement
GENAZ 11 - Notice of IEP

IEP IEP

Figure 4-12 Process Setup Screen Process Documents Grid

Check W on line of the document to remove it from the Process Screen.

Click _s== |

Change the View Order, if desired.
Click _s== |

Add or edit a Short Title

Click _s== |

Click _## | on the Process Documents bar to add a new document. See Add a Document
to a Process above.

No gk wd e
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DOCUMENT DETAILS

Document Details can be accessed by clicking on an individual document under the process

folder.

W Initial Evaluation

Lﬁj REF - Referrall]

(=) GENAZ 02 - Notice of Referral
(=) GENAZ 03 - Parent Input

(=) GENAZ 05 - Parent Permission
(=) Eligibility Docs (Document List)

(=) GENAZ 07 - MET Meeting Request
(=) GENAZ 08 - Notice of Eligibility

(5) GENAZ 09 - EP Meeting Request
(=) GENAZ 10 - Notice of Placement
() GENAZ 11 - Notice of EEP

G EP

(=) GENAZ 04 - Notice of Evaluation Decision

(=) GENAZ 06 - Multidisciplinary Evaluation Team (MET)

Figure 4-13 Process Setup Screen Process Folder

The same options are available for each individual document through Document Detail as
through the Process Documents screen except for the IEP. The IEP Document Detail will need to

be set for each instance of the IEP in each process.

Title: IEP  Process Mame: Initial Evaluation

Document Details |

Document Definition View Order
¥ 13
Short Title (To appear above icon in Portfolio)
IEP
Special Options
IEP Options |
[¢|Clicking the icon in Portfolio launches the IEP
Include Parent Statement in the I[EP
Special IEP Type
IEP Report Title
[ ] Clicking the ican in Portfolio brings up a list of child documents
Process Movement i

Reeval Process
¥l

Annual Process
|ﬁmnua| Review

Reeval Look Ahead Months

Figure 4-14 Process Setup Screen Document Details
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1. Click on IEP from one of the Process folders to view the Document Detail for the IEP.
The Document Detail screen opens for the IEP.

2. Clicking theicon in Portfolio launches the IEP checkbox should be checked. This will
make sure the IEP opens upon clicking the IEP icon.

3. If the Include Parent Statement in the IEP is checked, the Parent Statement signature

area will be included in the IEP.

The Process Movement options allow districts to determine process movement of the student
after the IEP is finalized. More detail on Process Movement is covered in the Synergy SE User
Guide.

The IEP in Initial Process is set up so that the student will move to the Annual Review Process
once the IEP is finalized.

Process Movement
Annual Process
Annual Review

Reeval Process Reeval Look Ahead Months

b I
Figure 4-15 Process Setup ScreenDocument Details IEP Process Movement Initial

The IEP in Annual Review Process is set up so that the student will remain in Annual Review
Process unless the Reevaluation is due within 6 months or less when the IEP is finalized.

w

Process Movement
Annual Process
Annual Review

Reeval Process
+ | |Reevaluation

Reeval Look Ahead Months
v |E

Figure 4-16 Process Setup ScreenDocument Details IEP Process Movement Annual Review

The IEP in Reevaluation Process is set so that the student will always move to the Annual
Review Process once the IEP is finalized.

Process Movement

Annual Process Reeval Process Reeval Look Ahead Months

gl

Figure 4-17 Process Setup ScreenDocument Details IEP Process Movement Reevaluation

Annual Review v

The IEP in Preschool Process is set so that the student will always move to the Annual Review
Process once the IEP is finalized.

Process Movement
Annual Process
Annual Review

Reeval Process Reeval Look Ahead Months

gl

Figure 4-18 Process Setup ScreenDocument Details IEP Process Movement Preschool
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Individual documents can also be set up as a “trigger” document that, upon finalizing, will move
the student to another process. An example of this is the Notice of Reevaluation Waiver (GENAZ
15) located in the Reevaluation Process.

7 Reevaluation

[=) GENAZ 0 -

Befarral

b\GENAzm-

MNotice of Reeval Waivar‘ ]

=) GENAZ 16 -
=) GENAZ 03-
=) GENAZ 17 -
=) GENAZ 18-
=) GENAZ 19-
=] GENAZ 05-
=) GENAZ 06 -

Notice of Referral
Parent Input

Notice of Reevaluation Decision

Notice of Triennial
Motice of Test Intent
Parent Permission

Multidisciplinary Evaluation Team (MET)
[ Eligibility Dacs (Document List)
[ GENAZ 07 -
) GENAZ 08-
) GENAZ 20-
) GENAZ 09-

MET Meeting Request
Motice of Eligibility

Motice of Termination
|IEP Meeting Request

D Details [
Document Definition View Order Short Title (To appear above icon in Portfolio)
GENAZ 15 - Motice of Reeval Waiver ~2 W

Special Options

I™ Clicking the icon in Portfolio launches the IEP

I~ Clicking the icon in Portfolio brings up a list of child documents

I™ Include Parent Statement in the IEP

Reeval Process Movement )

Next Process
Annual Review

v

Figure 4-19 Process Setup ScreenDocument Details Document Process Movement

The Next Process drop-down has been set to Annual Review. Upon finalizing the Notice of
Reevaluation Waiver, the student moves to the Annual Review Process. All finalized documents
including the Waiver will be moved
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DOCUMENT CONFIGURATION

In this chapter, the following topics are covered:

>

vvyyy

Auto Populate and Document Definition
Special Ed Service

Student Document Unlock

Look Up Table Definition

Translation
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USE AND CONSTRUCTION OF AUTO POPULATE AND
DOCUMENT DEFINITION

Many critical documents can be can be configured by individual districts using the Auto Populate

and Document Definition screens.

NAVIGATE TO THE AUTO POPULATE SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

2. Expand the Synergy SE folder by clicking on the name Synergy SE or b pointing next to

ve 4 Quick Launch

Figure 5-1 Synergy Tree Button

iy

the word. Once clicked, the triangle will turn green ¥ and point downward.

3. Under the Synergy SE folder, click on the name System or P> pointing right next to it. The

triangle will turn green W and point downward.

4. Click on the name Setup or P pointing right next to it. The triangle will turn green ¥ and
point downward.

5. Click on the name Auto Populate . The Auto Populate screen displays.

S SE
Synergy SIS

v Synergy SE
bNTL

jo Synergy SE

bNTL

P Parent

P Query

b Statt

P Student

© System
P Announcements
P Data and Views
P Data Maintenance
P Job Queve
P Securty

L= B

P User

P User Preferences

Figure 5-2 Navigate to Auto Populate Screen

'@ Synergy SE
PNTL
b Parent
P Query
P statt
P Student
 System
P Announcements
P Data and Views
P Data Maintenance
P Job Queue
P Security
= Setup
Em%mm
<41 Busness Calendar
€ 0ashvoars Control
5 District Setup
{7 Emad Content
v Frequency Unk
V| Label Detai
_¥ Lookup Table Definition
‘_:{llallleqnbem
f-uuu«wowaoemm
-ri.,':NewYequerSehap
:j‘-‘om
';,,.;Pagesuaoetnl
&2 Person Notification Codes
_"_‘PmeeuSdup
| “LiReveistion Message
4
'wrlﬂulecmuo
l . Rules Setup
@ scnoot setup
ﬁW‘ £d School Team
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]

Auto Populate

Auto Populate Action... D
b az

P+ Hational

B NTL

I ParentMotification
P StudentlEP

B va

Figure 5-3 Auto Populate Screen
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NAVIGATE TO THE DOCUMENT DEFINITION SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

5] ,. @ Quick Launch I,

Figure 5-4 Synergy Tree Button
2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or P pointing right next to it. The
triangle will turn green W and point downward.

4. Under the System folder, click on the name Special Education or P pointing right next to
it. The triangle will turn green ¥ and point downward

5. Click on the name Document Definition. The Document Definition screen opens.

SE fo Synergy SE o Synergy SE
Synergy SIS bAmL b

b Pacent b Parent

P Query P Query

b statt b Statt

b Student b Student

7 System 7 System
P Announcements P Announcements
b Data and Views b Data and Views
b Data Maintenance P Data Maintenance
b Job Queve D Job Queve
P Securty
o) s
b User

b User Preferences

Figure 5-5 Navigate to Document Definition

B
| P Post School Transtion Needs Setup
‘k_ums«sman
“ Role
# Service Agency Setup
“= Special Ed Service
sgsmam
=
21 Standard Goal Import
=
EEWIM
_““ Test Defintion
=
“= Tenetne Report Defnton
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€ I
n

U™
E =

s
W :

™

B
M
I

o o
[lll’_l

‘ e

Figure 5-6 Document Definition Screen
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FUNCTIONAL BEHAVIOR ASSESSMENT PLAN (FBA)

The FBA is located in the Ad Hoc Docs folder for each student. The FBA contains several drop-
down libraries on the Specifics tab. The library statements can be maintained by individual
districts. Statements can be edited, removed or added.

1. To locate the correct Auto Populate library, open an FBA document in Ad Hoc Docs.
Navigate to the Specifics tab.

Team Members I Specifics ||

Document Name
"Functiunal Behavior Assessment Plan

A Functional Behavior Assessment is needed because:

| Q‘rl-rrl -

D (LOOEUP)
(K12-SpecialEd-azZ-Document-FuncBehissessPlan-ReasonCode)

[

Figure 5-7 FBA Screen Specifics Tab
2. Hover the mouse over the drop-down list. A box pops up with the name of the table. This
functionality is referred to as show BO on mouseover. See: User Special Ed Settings.

3. Navigate to the Auto Populate screen.

Auto Populate

Auto Populate Acticn. . v QD

P National

b NTL

P ParentNotification
b StudentEP

Figure 5-8 Auto Populate Screen
4. Click on b next to AZ to expand.
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5. Click on 2 next to FBA to expand.

Auto Populate

P PrecipttatingConditions
P Reason
P RelevantFactors
b EP
P MET
P National
b NTL
P ParentNotification
P StudentiEP

Figure 5-9 Auto Populate Screen
6. Click on the name Reason. It will highlight and open its Auto Populate library statements.

From this screen, the statements can be removed or edited. New statements can also be added.

‘Auto Populate

v Q|

wFBA

b Baseine Data

P Frequency

P HypothesizedFunction

bEP
b MET
P National
p AL
P Parentiotification
P StudentEP

Name
Reason

View Order

|<Student> is engaging in behavior that places the
\student or others at risk of harm

\and/or results in substantial property damage
\and/or injury to selfiothers

9

'Behavioral concerns are resulting in exclusions
{from participation In activities or

'settings with peers

Risky Behavior

2 Behavioral Concerns

o
|Current interventions have not been effective in
managing/changing inappropriate

3 Current interventions |behavior.

Figure 5-10 Auto Populate Screen Reason Grid
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ADD NEW AUTO POPULATE STATEMENT

1. Click i | on the and Response bar. A new row displays at the bottom of list.
2. Enter the View Order.

3.
4.

5.

Name |
and Response | Add | @

X - < |
@
=Student= is engaging in behavior that places the
) ) student or others at risk of harm
1 Risky Behavior and/or results in substantial property damage
and/or injury to selfiothers.

@
Behavioral concerns are resulting in exclusions
) from participation in activities or
2 Behavioral Concerns settings with peers.

@
Current interventions have not been effective in
managing/changing inappropriate

3 Current Interventions behavior

¥ @

Figure 5-11 Auto Populate FBA Response Grid

Enter the Name of the statement. This is what the user will see from the drop-down list.
Enter the Response statement. This is what will populate in the text box.

Click __Save |

EDIT EXISTING AUTO POPULATE STATEMENT

1.

2.
3.

5.

Edit the numbers in the ViewOrder column to reflect the desired order of the statements.

Check 'éi on the line of a statement to delete, if desired.

Edit the Name of the statement. These are the key words that the user sees in the drop-
down. Once selected the entire statement (Response) displays in the textbox.

Edit the Response statement. If desired, the student name will populate in the textbox if
<Student> is typed into the statement. For example: “<Student> is engaging in
behavior...” will appear in the document as “Harry is engaging in behavior...” for a
student named Harry.

Click __52¥e_| \when finished.

INDIVIDUALIZED EDUCATION PLAN (IEP)

LIBRARY STATEMENTS

The IEP is located in the Process Documents for each student (depending on the current process
the student is in). The IEP document contains several drop-down libraries. The library statements
can be maintained by individual districts. Statements can be edited, removed or added.
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1. To locate the correct Auto Populate library, open an IEP document in the student’s
Process Docs tab.

2. Locate the textbox in question.

3. Hover the mouse over the drop-down list. A box pops up with the name of the table. This
functionality is referred to as show BO on mouseover. See: User Special Ed Settings.

Cover | Medical | PLAAFP || SpecislCons.| Goals | Services | Supl Aks SESY | Testing | LRE | ParentSt | Medicad
Aszsistive Technology
The team considered the students need for Assistive Technology and determined thal

W

I [%) Refresh From MET
[Benavioral Needs (K12-5pecialEd-AZ-IEPInfo-AsstTech)

Figure 5-12 IEP Screen Special Cons.Tab
4. Navigate to the Auto Populate screen.

Auto Populate

Auto Populate Acticn. . v QD

Figure 5-13 Auto Populate Screen
5. Click on P next to AZ to expand.
6. Click on 2 next to IEP to expand.
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Auto Populate

Auto Populate Action. . * ()
T AL
b FBA
='IEP
P Accommodations
b AffectActivityCode
P AssiTech
I Classinst
B Comm
b CoordinateActivity
P DisAffAimsDesc
P Effects0fPlcmnt
b EnvSupports
I Healthlssues
P ImpactByDisab
b Medicaid
P MedicaidService
P ParentConsentMedicaid
P ProgReportFreqCode
P ProgSupportDesc
P ServicelustificationCode
b ServTransportText
P TestAccomm
B MET
P+ Mational
B NTL
P ParentMotification
b StudentlEP
Figure 5-14 Auto Populate Screen

Click on the name of the specific Auto Populate Library to highlight and open its Auto
Populate library statements. In this example, the BO told us the library was AsstTech.

From this screen, the statements can be removed or edited. New statements can also be
added.

Click __52ve_| when finished.
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Aution... - Q

Mame View Order

1 Calculator

b Medicaidservice Bo
b ParentConsentMedicaid Talking and/or large print calculator

b ProgSupportDesc . 2K special calculator

P TestAccomm E@
b uer Abacus
BNTL | 3E abatus

Figure 5-15 Auto Populate Screen AsstTech Response Grid
ADD NEW AUTO POPULATE STATEMENT

1. Click | add | on the and Response bar. A new row displays at the bottom of list.

and Response Add (®]
& ewOrde 3 = Respo 2
]
Calculator
[ 1 Calculator
& ]
Talking and/or large print calculator
F 2 special calculator
@
Abacus
[ 3 abacus
)
[ |

Figure 5-16 Auto Populate Screen AsstTech Response Grid New Line
2. Enter the View Order.

3. Enter the Name of the statement. This is what the user will see from the drop-down list.
4. Enter the Response statement. This is what will populate in the text box.
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© ©® N O

11.

Click __Save |

Edit Existing Auto Populate Statement
Edit the numbers in the ViewOrder column to reflect the desired order of the statements.

Check él on the line of a statement to delete, if desired.

Edit the Name of the statement. These are the key words that the user sees in the drop-
down. Once selected the entire statement (Response) displays in the textbox.

. Edit the Response statement. If desired, the student name will populate in the textbox if

<Student> is typed into the statement. For example: “<Student> is engaging in
behavior...” will appear in the document as “Harry is engaging in behavior...” for a
student named Harry.

Click __52ve_| when finished.

LIBRARY STATEMENTS WITH SUB-CATEGORIES

Some Auto Populate Libraries in the IEP will have additional categories embedded within the
libraries. For example, on this screen, Medicaid Services has seven subcategories.
Subcategories are helpful when many library statements exist for a library. Sets of statements
can be divided into subcategories which assist the user in locating the statements.

The sub-categories display in folders underneath the main library statement.

1.
2.
3

4.

w IEP
b Accommodations
b AffectActivityCode
D AsstTech
P CoordinateActivity
D DisAffAimsDesc
b EffectsOfPicmnt
P Healthissues

b ImpactByDisab
| ¥ MedicaidSenice
EBEY es of Daily LMing

b Audiology
b Behavior Health
\ P Occupational Therapy
" P Physical Therapy
P SpeechiLanguage Therapy
P Transportation
P ParentConsentMedicaid

Sub-categories

Figure 5-17 Auto Populate Screen
Click on B’« next to the category to expand the sub-categories.

Click on the sub-category to open the statements.
Edit the statements as instructed above.

Click __52¥e_| when finished.

IEP PARENT CONSENT STATEMENT

The ability to customize the Parent Consent Statement in the IEP is available.
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Auto Populate

Auto Populate

7AZ
P Accommodations
b AtfectActivityCode
b AssiTech
P Classinst
P Comm
P CoordinateActivity
P CustomHeading

Name

IEP

Question
Individualized Education Program

| Wame |

View Order

1

Add Question to IEP

Delete IEP from AZ

and Response

Figure 5-18 Auto Populate Screen Action Drop-down
Navigate to the Auto Populate screen.

Click on 2 next to NTL or AZ to expand.

Click on IEP.

Click Action ... .

Select Add Question to node. The AutoPopulateGrid screen opens.

Click __2dd |

© © N o0 s~ wDdhRE

Enter the View Order.

Name the new question ParentStatementCustomizations.

Click _52v&_| The screen closes and the information is displayed.

Auto Populate

Auto Populate

Action...

- AL

P FBA

- |[EP
P Accommodations
P AffectActivityCode
P AsstTech
I CoordinateActivity
P CustomHeading
P DisAffeimsDesc
P EffectsOfPlcmnt
P Healthlssues
P ImpactByDisab
P MedicaidSenice

MName
ParentStatementCustomizations

Question

| Name |

View Order
1

and Response

1 ParentConsentText

Response

@ This is my new Parent Consent Text

Add

@

b | ParentStatementCustomizations |

12. Click __Save |,

Figure 5-19 Auto Populate Screen Parent Statement Customizations Grid
10. Type ParentConsentText in the Name column.

11. Enter the desired text in the Response column.
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|Menu7|g__;‘—j Save | Undo | | Validate This IEP Print Preview | | Finalize| Status
Student IEP
Student Name: Doss, Amy E. StudentID: 147464 Gender: Female  Birth Date: 1212212001 Grade: 05 IEP Status: Draft IEP

Cover = Medical | PLAAFP = Special Cons. | Goals | Senvices | Supl. Aids & ESY  Testing LRE |Parent St. | Medicaid _ Attachments
(@his is my new Parent Consent Text )

| 9

Figure 5-20 Student IEP Screen

Printable IEP from Auto Populate ParentStatementCustomizations

(This is my new Parent Consent Text

[ I agree to the proposed placement in Special Education.

-wa-Siggature feiaw ingieates DEIISSIAN T DACEMEYhrmmisa.  ghrttams,  goottmitmrend™ ot B b
Figure 5-21 Printable Student IEP

L. PARENT (OR GUARDIAN) STATEMENT 3‘

MEDICAID TAB ADL STATEMENTS

Detailed library statements can be added to Medicaid Assistance with Personal Care/Activities of
Daily Living Services located on the IEP/Medicaid tab.

1. Navigate to the Auto Populate screen.

2. Click on b- next to AZ to expand.

Auto Populate
—_—
Auto Populate Action.. (=]Q
. Action,
T AZ Name View Order - ° o
IEP 1 etete 1P from Az |3
- ons Question Inactive
b AffectactivityCode
P AssfTech Individualized Education Program [_]
b Classinst " I
P Comm P
b CoordinateActivity and Response Add (&)
P CustomHeading iewOrde E

Figure 5-22 Auto Populate Screen IEP Response Grid
Click on IEP.

Select Add Question to IEP.
The AutoPopulateGrid screen opens.
Name the new question Medicaid.

N gk w

Click __52v&_| The screen closes and the information is displayed.
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Auto Populate [:
Auto Populate Action... |
TAZ Name View Orde e e

7 EP Medicaid | Delete Medicaid from IEP

P Accommodations Question

P AffectActiviyCode

P AsstTech

P Classinst Inactive

P Comm |:|

P CoordinateActivity

P customHeading | Hame |

P DisAffAimsDesc and Response Add (]
b EffectsOfPlcmnt " [une]  Vieworder  -|  Neme - [Response
b oo [ [ Line ViewOrder Name Response

P Healthlssues

b ImpactByDisab

’| WMedicaid

Figure 5-23 Auto Populate Screen Medicaid Response Grid
8. Add the following Questions to the Medicaid node by using the same procedure:

o Eating/Feeding

Grooming
Dressing

Mobility
Toileting
Transfers

O O O O O O

UseofAssistiveDevices

Positioning

Auto Populate

- AL

- |EP
B Accommodations
P AffectActivityCode
P AssiTech
b CoordinateActivity
P DisAfsimsDesc
I EffectsOfPlcmnt
P Healthlssues
P ImpactByDizab

T Medicaid

{ I Dressing
P Eating/Feeding
B+ Grooming
P Mobility
P Positioning
B Toileting
P Transfers

B UseofassistiveDevices J
F Wedicaidsenvice

P ProgSupportDesc

Figure 5-24 Auto Populate Screen Medicaid Sub-

categories
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For each new question:

9. Add lines to Name and Response grid.
10. Text in the Name column will be seen in the drop-down.

11. Text in the Response column will feed into the text field when the name is selected.

12. Click 52| when finished.

Auto Populate

Auto Populate

Action... - Q

T A7 Name

- IEP Dressing
P Accommodations
b AfectActivityCode | Name |

View Order Question
3

P AssiTech and Response

P CoordinateActivity " awOrde
P DisAffaimsDesc
b EffectsOfPlcmnt
P Healthlssues

P ImpactByDisab

1 buttons/zippers

Add |
Respo

(@ operation of buttons and zippers -

= Wedicaid

3 2 weather appropriate

P Eating/Feading

(@ selection of weather appropriate clothing <

P Grooming
P Mobility

P Positioning 3 assistance

P Toileting

@ assistance to dress -

P Transfers
P UseofAssistiveDevices

Figure 5-25 Auto Populate Screen Sub-catogory Response Grid

Cover  Medical PLAAFP | Special Cons.

Goals = Senices

Supl. Aids & ESY  Testing LRE  Parent 5t Medicaidll

[C] Grooming:

Dressing:

buttons/zippers

weather appropriate

assistance

~——————

s

Figure 5-26 Student IEP Screen Medicaid Tab Drop-down
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Suggested text for additional areas; others may be added at local option

EATING/FEEDING

GROOMING

food preparation

personal hygiene

cleaning up spoon feeding

combing/brushing hair

food choices

insertion and removal of contact lenses

setting up foods

putting on and removing glasses

assisting to eat

insertion and removal of hearing aids

MOBILITY

POSITIONING

moving between locations

assisting and accompanying between
locations

assisting with wheelchair

assisting with walker

TOILETING

TRANSFERS

use of toilet/sink

assisting with moving between positions

ensuring cleanliness following

two people transfers

elimination
feminine hygiene Hoyer lift
diapering sliding board

USEOFASSISTIVEDEVICES

communicative devices

standers

lifters

braces

Table 7 Suggested Medicaid Billing Statements
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IEP SECTION TITLES

Specific headings and subheadings in the AZ IEP, VA IEP, KS IEP, MET, SEC, and CET can be
edited. The customization can be made using Auto Populate. The auto populate path for the IEP
is NTL> IEP > CustomHeading.

Note: To support existing AZ customers the Auto Populate path of AZ > IEP
> CustomHeading and AZ > MET > CustomHeading can be used. All
customers who have not used this custom heading/subheading feature
should use the NTL path in Auto Populate.

Navigate to the Auto Populate screen.

Click on b next to NTL to expand.

Click on IEP.

Click Action ... .

Select Add Question to IEP. AutoPopulateGrid screen opens.
Enter CustomHeading in the Name field.

N oo gk R

Click __Save |, AutoPopulateGrid screen closes and CustomHeading displays under the
IEP.

Your Auto Populate tree should look similar to the picture below.

Auto Populate

Auto Populate Acticn... * )
b AZ

b National

= NTL

P Documents

| EvalReport

=P

P Custom Heading

Figure 5-27 Auto Populate Screen Custom Heading

ADD CusTOoMIZED IEP SECTION HEADINGS AND SUBHEADINGS
The IEP section headings that are customizable include Sections B, D, F, G, H, |, J, K, and L.

1. Add lines to Name and Response Grid only for IEP section headings that will be
modified.

2. Complete the ViewOrder, Name, and Response fields. View Order and Name must be
as shown in the chart below (Table 8); the letter cannot be changed.

3. For subheadings, add SH to the end of the Name as shown in picture and chart below.

4. Click _52¥e_|\when finished.
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Auto Populate

Auto Populate Action. . -
b Az [Name View Order
b Mational CustomHeading
LS Question
P Documents
= EvalReport
P CustormHeading | Name |
= IEF and Response Add &
b Custorvisasg] -
P ParentMotification
THIS IS MY NEW HEADING
b StudentEP ©
| [ B
i@ Subheading - Long Paragraph Text will go
ul 2P here. It will be bold and left aligned. Long
m Paragraph Text will go here. It will be bold and
| left aligned. Long Paragraph Text will go here
2 SUMMARY OF PRESENT LEVELS OF
. &l 4 0 ACADEMIC ACHIEVEMENT

Printable IEP from Auto Populate CustomHeading

Eligible: SPECIFIC LEARNING DISABILITY, AUTISM
Program Recommended : Self Contained Math

The student and parents have been informed of his/her rights under IDEA. These rights will transfer from the parents to the student at age 18.

Parent Initial Student Initial .
N Heading

C B. THIS IS MY NEW HEADING

Subheading - Long Paragraph Text will go here. It will be bold and left aligned. Long Paragraph Text will go here.
It will be bold and left aligned. Long Paragraph Text will go here. It will be bold and left aligned.

The following were in attendance:

ha Subheading

Names Position Signature Date
Aaron, lan Consulted Student

Aaron, Kathleen Present Mother

Aaron, Phillip Present Father

Reed, Cindy Present Case Manager

McGrew, Tom Present Physical Therapist

R T N e Y i

Figure 5-29 Printalble IEP Custom Heading
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Titles (letters) as they should appear in the Name column are listed below. The letter must match
exactly in order for the Response text to display in the printable IEP:

IEP VIEWORDER AND NAME REFERENCE
VIEWORDER NAME

2 B
2 BSH
4 D
4 DSH
6 F
6 FSH
7 G
7 GSH
8 H
8 HSH
9 I
9 ISH
10 J
10 JSH
11 K
11 KSH
12 L
12 LSH

Table 8 IEP View Order

88
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MULTIDISCIPLINARY EDUCATION TEAM REPORT (MET)

The MET Report is located in the Process Documents for each student (depending on the current
process the student is in). The MET Report document contains several drop-down libraries. The

library statements can be maintained by individual districts. Statements can be edited, removed
or added.

Chapter Five

LIBRARY STATEMENTS

1. To locate the correct Auto Populate library open a MET report document on the student’s
Process Docs tab.

2. Locate the textbox in question.

3. Hover the mouse over the textbox. A box pops up with the name of the table. This
functionality is referred to as show BO on mouseover. See: User Special Ed Settings.

Cover  Referral | Existing Data | Elgibiiy Addtional information | ARachments
Document Alias
MuRidiscipinary Evaluation Team (MET)

Display DRAFT

Referral
Refemad By

w

Raferral must be specific enough 1o guide the selection of evaluation instruments and address all areas of suspecled disability. mo

eferral must be specific enough to guide the selection of
evaluation instruments and address all areas of suspected disability.
Specific concems identified include the following: [F]Q

(K12-SpecialEd-AZ-Document-MET-ReasonForReferral)

Figure 5-30 MET Screen BO Mouseover Example
4. Navigate to the Auto Populate screen.

Auto Populate

Auto Populate Action. . v D

P National

b NTL

P ParentNotification
P StudentEP

Figure 5-31 Auto Populate Screen Expand Library
5. Click on b next to AZ to expand.

6. Click on b next to MET to expand.
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Auto Populate
Auto Populate

- AL

b FBA

b IEP

v
ClassroomObsenvation
DeterminationCfEligibility
EvaluationProcedure
EvaluationProcedureSummary
InterventnEffortsDesc
PreschintnEffortsDesc
PreviousAssessmentsummary
ReasonForReferral

T T v T T T T v

Recommendation
B Strength

P SuspectedDisability
P TestBehavior

P Weakness

Figure 5-32 Auto Populate Screen Expand Library

7. Click on the name of the specific Auto Populate Library to highlight and open its Auto

Populate library statements. In this example, the BO told us the library was

ReasonForRefferal.

On this screen, the statements can be added, deleted or edited.

Auto Populate o
Auto Populate Action v
- AZ Name View Order

b ReasonF orReferral 3

- uET
P ClassroomObservaton
D DetermnationO fEigibaty
b EvaRepont
P EvalatenProcedure
b LvakistionProcedureSummary
b nterventnt ffortsDesc 8
P Preschintn€ ffortsDesc o
; <, [Student] was referred for an evaluation to
[ M{Reasont orieterrai] ¢ determine aspects of [his/her] intellectual
s oF an evaluation o identity an &C 3¢ agemec, and soclalemotional functioning In
b Sweagth order 10 iientify an appropriate educational
b SuspectedDaadiey environment for [himvher)
P TestBenaveor PO
P Weakness Re-evaluation is required at least once every

b PN three years to determine aspects of inteliectual,
b Natonal | g Roquire re-evaluation acaoe?u. and sociavemotional functoning
b
b Parertiotfication
P Studeeter Bo

[Student] was referred for a re-evaluation of
[his/her] special class placement in the

| 3 For re-evaluation program 1o determine if it continues to meet
[his/her] educational needs

Figure 5-33 Auto Populate Screen Reason for Referral Library Statements
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ADD NEW AUTO POPULATE STATEMENT

1.

a M owb

Click | edd | on the and Response bar. A new row displays at the bottom of list.

Enter the View Order.

Enter the Name of the statement. This is what the user will see from the drop-down list.
Enter the Response statement. This is what will populate in the text box.

Click __5ave |

EDIT EXISTING AUTO POPULATE STATEMENT

1.

2.
3.

5.

Edit the numbers in the ViewOrder column to reflect the desired order of the statements.

Check él on the line of a statement to delete, if desired.

Edit the Name of the statement. These are the key words that the user sees in the drop-
down. Once selected the entire statement (Response) displays in the textbox.

Edit the Response statement. If desired, the student name will populate in the textbox if
<Student> is typed into the statement. For example: “<Student> is engaging in
behavior...” will appear in the document as “Harry is engaging in behavior...” for a
student named Harry.

Click __52ve_| when finished.

LIBRARY STATEMENTS WITH SUB-CATEGORIES

Some Auto Populate Libraries in the MET Report will have additional categories embedded within
the libraries. For example, on this screen, Recommendation has eleven subcategories.
Subcategories are helpful when many library statements exist for a library. Sets of statements
can be divided into subcategories which assist the user in locating the statements.

Auto Populate

Auto Populate Action v 0
wAZ
bEP
¥ MET
P ClassroomObservation
P DeterminationO fEigibiity
P EvaReport
P EvalationProcedure
P EvaliationProced Y
P InterventnE ffortsDesc
P PreschintnEffortsDesc
P PreviousAssessmentSummary
ReasonForReferral
P Accommodation
o = P Adaptations of materiais
N P Aherations of assignments
Sub-categories P Assistive technology or other services
\ P Behavior management strategies

2 I rec

P Modifications of environment
P Modifications of testing
P No assistive technology or other services

P Not participating in testing
P Participating in testing

P Strength

Figure 5-34 Auto Populate Screen Sub-categories
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The sub-categories display in folders underneath the main library statement.

1. Click on B’« next to the category to expand the sub-categories.
2. Click on the sub-category to open the statements.
3. Edit the statements as instructed above.

MET SECTION TITLES

Specific headings and subheadings in the AZ IEP, VA IEP, KS IEP, MET, SEC, and CET can be
edited. The customization can be made using Auto Populate. The auto populate path for the MET

NTL > EvalReport > CustomHeading (EvalReport pertains to the MET).

Note: To support existing AZ customers the Auto Populate path of AZ > IEP >
CustomHeading and AZ > MET > CustomHeading can be used. All customers
who have not used this custom heading/subheading feature should use the NTL
path in Auto Populate.

1. Navigate to the Auto Populate screen.

2. Click on B’« next to NTL to expand.

3. Click Action ... .
4. Select Add Question to NTL. AutoPopulateGrid screen opens.

Auto Populate

Auto Populate Action... -
b Az Name View Order Lot

b National NTL []
v Question

Figure 5-35 Auto Populate Screen NTL Library
Enter EvalReport in the Name field.

5
6. Click _5ave | AutoPopulateGrid screen closes and EvalReport displays under NTL.
7. Click on EvalReport.
8. Click Action ... .

9. Select Add Question to EvalReport. AutoPopulateGrid screen opens.

10. Enter CustomHeading in the Name field..

11. Click __Save |, AutoPopulateGrid screen closes and CustomHeading displays under
EvalReport.
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Your Auto Populate tree should look similar to the picture below.

Auto Populate

Auto Populate Action v )
b Az

= NTL
P Documents
7 EvalReport
P CustomHeading
b EP
Figure 5-36 Auto Populate Screen Expand Library

ADD CusTOoMIZED EVAL REPORT (MET) SECTION HEADINGS & SUBHEADINGS

1. Add lines to Name and Response grid only for Eval Report (MET) section headings that
will be modified. Complete the ViewOrder, Name, and Response fields. Name must be
as shown in the chart below; the letter cannot be changed.

2. For subheadings, add SH to the end of the Name as shown in picture and chart below.

Auto Populate
Auto Populate Action.... - @
b Az Name View Order
P mational CustomHeading
UL Question
P Documents
¥ EvalReport
P CustomHeading | Name |
b IEP and Response Add @
P Parenthiotification ———— T ResDONSE
EEIE [¥] @ This is my new heading!. -
4 Multidisciplinary Evaluation Team
E‘ (@ Subheading - Long Paragraph Text will go o
D . here_ It will be bold and left aligned. Long |E|
1 Multidisciplinary Evaluation Team SH Paragraph Text will go here. It will be bold and —
left aligned. Long Paragraph Text will go here. ~
[%] & SUMMARY OF PRESENT LEVELS OF -
ACADEMIC ACHIEVEMENT
2 Referred By

Figure 5-37 Auto Populate Screen CustomHeading Grid

Each Name corresponds to a specific section title (see Table 9).

Titles as they should appear in the Name column are listed below (Table 9). The name must
match exactly in order for the Response text to display in the printable MET report.
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MET VIEWORDER AND NAME REFERENCE
VIEWORDER | NAME VIEWORDER | NAME
1 Multidisciplinary Evaluation Team 1 Need for Additional Data
1 Multidisciplinary Evaluation Team SH 11 Need for Additional Data SH
2 Referred By 12 Evaluation Procedures
2 Referred By SH 12 Evaluation Procedures SH
3 Reason for Referral 13 Classroom Observations
3 Reason for Referral SH 13 Classroom Observations SH
4 Efforts to Educate 14 Test Behavior
4 Efforts to Educate SH 14 Test Behavior SH
5 Attendance and Educational History 15 Assessment Results
5 Attendance and Educational History SH 15 Assessment Results SH
6 Summary of Previous Assessments 16 Other Findings
6 Summary of Previous Assessments SH 16 Other Findings SH
7 State and District Testing 17 Summary of Additional Data
7 State and District Testing SH 17 Summary of Additional Data SH
8 Background Information 18 Summary of Student Performance
8 Background Information SH 18 Summary of Student Performance SH
9 Classroom Based Assessment 19 Educational Needs andRecommendations
9 Classroom Based Assessment SH 19 Educational Needs andRecommendation SH
10 Impact of Educational Disadvantage 20 Determination of Eligibility
10 Impact of Educational Disadvantage SH 20 Determination of Eligibility SH

Table 9 MET View Order and Name Reference

Ghis is my new heading!

« Heading

$ %

ubheading - Long Paragraph Text will go here. It will be bold and left aligned. Long Paragraph Text will go here. It W
left aligned. Long Paragraph Text will go here. It will be bold and left aligned.
Position Name f Signature/Date (
Case Manager Reed, cindy SuUbheading I
Full Inclusion Specialist Attend Office, Attend Off (
. Physical THerapist o . _pail. AJINGIOn.REDACH™ " g vaan o, o™ s S

Figure 5-38 Printable MET Report Example

Fritavie i 1 1ulll AULVU Fupuladle vuswuiliimneaulliily
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PARENT PERMISSION (GENAZ 05)

CusTOM PARAGRAPHS

The Parent Permission GENAZ 05 contains 2 paragraphs below the salutation that may be

customized using Auto Populate.

1. Navigate to the Auto Populate screen.
2. Click on the name AZ. The detailed view displays on right.
3. Click Action ... .

4. Select Add Question to AZ. The AutoPopulateGrid screen opens.

Auto Populate
Auto Populate Action. . [=]o
MAZ| Name View Order acfion

onal l Question to AZ |
»NTL AZ 1 Delote AZ
p ParentMotification Question Inactive
P StudentlEP =
Name |
and Response Add |@
4 |Line| = = ]

5
6
7.
8
9

Figure 5-39 Auto Populate Screen AZ Details

Name the new question ParentStatementCustomizations.

Click —52'&_| The screen closes and the information is displayed.
Click on name ParentPermission. The detailed view displays on right.

Click | add_ | on the and Response bar. A new line is added to the grid.
Enter Parent Permission Text 1 in the Name field.

10. Enter the text that will replace the current first paragraph of the Parent Permission

document in the Response field.

Note: The Response for Parent Permission Text 1 may contain a token that
will be replaced with the defined Organization name. The Response must
contain the embedded text “[!Organization]”. It will be replaced by the defined

Organization name.

Name View Order Question
ParentPermission 3 ParentPermisson
| Name |
and Response Aadd |@
[ N
il 3 = iaswons A
[%] @ This is the text that will replace the first
. paragraph of the Parent Permission Intrt%
L Parent Permission Text 1 Cover Letter. | can also add [!Organizatidn] to
display my district name. J

['Organization]
This will be replaced by
your Organization name.

]

Figure 5-40 Auto Populate Screen Parent Permission Grid

11. Click ﬂ on the and Response bar, again. Another line is added to the grid.
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12. Enter Parent Permission Text 2 in the Name field.

13. Enter the text that will replace the current second paragraph of the Parent Permission
document in the Response field.

14. Click __Save_|

Parent Permission

Student Name:

Document: GENAZ 05 Description: Parent Permission

| Parent Permission |_Evaluation
Document Name

Document Date
|F'arem. Permission

Parent Permission
Dear Parent/Guardian/Adult Student:

This is the text that will replace the first paragraph of the Parent Permission intro cover letter. | can also add Edupoint Public Schools to display my district name. )

N nis is the text that will replace the second paragraph of the Parent Permission intro cover letter.
If you have any questions regarding this material and/or the evaluation process, please contact at

for assistance.
Sincerely,

Special Education Department
Edupoint Public Schools

Figure 5-41 Parent Permission Screen Example of Custom Text

CusToM EVALUATION COMPONENTS

The Evaluation Components listed in the Evaluation tab of the Parent Permission document can
be managed by individual districts.

1. Navigate to the Auto Populate screen.

2. Click on b next to National to expand.

3. Click on the name Documents. The detailed screen displays on right.
4. Click Action ....

Auto Populate (&
Auto Populate Action... RE
PAZ Name View Order Action...
= Nationa | Add Question to Documents

b|Documents Documents Delete Documents from National

> [EF Question Inactive
B NTL
b ParentNotification Documents o
b StudentlEP Name |

and Response [ Ad |0
¢ [Line] g = |

Figure 5-42 Auto Populate Screen Documents Grid

5. Select Add Question to Documents. AutoPopulateGrid screen opens.

6. Enter GENAZ 05 in the Name field. AutoPopulateGrid screen closes and the information
displays.

7. Use _*® | to create rows. Each row will represent an evaluation component.

Enter the Name(s) of the components as indicated in the screenshot below.

Enter the text that will display in the Response column.

8. Click __Save |,
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| Name |
and Response Add @]
Urae 3 < Response
Fo
)

1 010
Bo

2 020
[

3 030
Q

4 \ 040 /

Figure 5-43 GENAZ05 Details Grid

9. Navigate to the Document Definition screen.
10. Open GENAZ 05.

11. On the Document Definition tab enter EVALUATION_LIST="New" in the Special Flags
textbox.

Document Definition
'@xument Definition }} Validation BO = Validation Rule = Text Cverrides
Customer Document Document ID Alias
USAAZ GEMNAZ 05
FEPOIT TNEMace
|ParentPermissi0n (K12.SpecialEd.AZ Document) b

Doc In PDF Format

Interface
Create Namespace Create Class
K12 SpecialEd AZ Document ParentPermission
Validation Extract Data
Extract Data Namespace Extract Data Container
K12 SpecialEd AZ Document ParentPermission

ial Flags “\

Special Flags [ }

EVALUATION_LIST="MNew"

Figure 5-44 Document Definition Screen Document Definition Tab
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12. Click __Save |,

Parent Permission

Student Name: Document: GENAZ 05 Description: Parent Permission

Parent Permission _ Evaluation |

Document Name Document Date
Parent Permission
Evaluation

In order to best meet the individual needs of the student, it is recommended that the student be individually evaluated by Edupoint Public Schools personnel.
This evaluation is being proposed because’ was referred by

Due to: (] Refresh From Referral

To determine potential eligibility or continued eligibility for Special Education services, an evaluation will be conducted by a multidisciplinary team.
THIS EVALUATION WILL INCLUDE (see checked areas below): ]

™ Comprehensive Test Number One
Comprehensive Test Number Two

™ Psychoeducational Assessment. Tests to measure intelligence and cognitive functions and skills such as verbal
reasoning, non-verbal problem-solving, memory, and perception.

I™ SociallEmotional Assessment: Formal and informal tools, including checklists, observation, and/or rating scales. designed
to evaluate a student's social skills and/or emotional characteristics.

Figure 5-45 Parent Permission Screen Evaluation Tab

Printable Parent Permission from Auto Populate GENAZ 05

Name Date of Birth Student Number Document Date

Evaluation

In order to best meet the individual needs of the student, it is recommended that the student be individually evaluated by Edupoint School District
personnel.

This evaluation is being proposed because: Joyce was referred by Sally Smith

Due to:

To determine potential eligibility or continued eligibility for Special Education services, an evaluation will be conducted by a
multidisciplinary team.

THIS EVALUATION WILL INCLUDE (see checked areas below):

|:| Comprehensive Test Number One

|:| Comprehensive Test Number Two

D Psychoeducatoinal Assessment: Tests to measure intelligence and cognitive functions and skills such as verbal reasoning, non-verbal
problem-solving, memory, and perception.

N g, Mg Yy PR

D Social/Emotional Assessment: Formal and informal tools, including checklists, observations, and/or rating scales, designed to evaluate a

o g s PSR AECCR! SKils anggr=eTQUonal chagectelic ., A g A ————~s e sy

Figure 5-46 Parent Permission Printable Example
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PRIOR WRITTEN NOTICE (PWN)

CusTOMIZE OPENING STATEMENT

The opening statement of a Prior Written Notice (PWN) may be customized through Document
Definition.

1. Insert this value in the Special Flags textbox (statement goes between quotes):
PURPOSE_STATEMENT="";

2. Click _Save |,

Document Definition
Document Definition | Validation BO  Validation Rule ~ Text Overrides Prior Written Notice
Customer Document Document ID Alias
USA AZ GENAZ 21
[Create Namespace Creare Tlass
K12.SpecialEd.AZ.Document PriorWrittenNotice
Validation Extract Data * ]
Extract Data Namespace Extract Data Container
K12.SpecialEd.AZ.Document PriorWrittenNotice
Validation Roles 9
Role
|Adapted PE Teacher |/Administrator Assistive Technology Specialist| | Autism Specialist
Behavior Intervention Specialist | Case Manager  District Representative Early Interv. Trans. Specialist
General Ed Teacher My New Role Occupational Therapist Orient./Mobility Specialist
Physical Therapist Psychologist School Nurse Special Ed Teacher
|Speech/Language Therapist Teacher of DHH _Teacher of Visually Impaired Teacher Specialist
Unassigned
Special Flags h o
Special Flags B9
PURPOSE_STATEMENT="This is my customized purpose statement for this PWN "
\

Figure 5-48 Document Definition Screen Document Definition Tab
Printable PWN from Document Definition

Student Name: Aaron, lan Home Phone: 480-555-1234 Date: 09!2#2(
Date Of Birth: 04/12/2002 Home Address: 1959 S Val Vista Dr ﬁ__
Student No.: 129442 State Student 1D: 0010685150 Mesa, AZ 85234
Age Gender Grade Home School Attending School )
10 Male 04 Adams Elementary Adams Elementary
Ethnicity Primary Language - Date Determined Home Language - Date Determined
Hispanic English English
Parent/Guardian ]
HName Home Phone Name Home Phone
Kathleen Aaron R R Phillip Aaron 480-555-1234
Address Wark Phone Addrass Work Phone
1959 S Val Vista Dr 1959 S Val Vista Dr 602-555-1234 %
Mesa. AZ 85234 Emergency Phone Mesa' AZ 85234 Emergency Phone 3
SRR 480-555-1234 .
P I S
ths is my customized purpose statement for this PWN) {
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Educational Placement ;
The IEP team has decided to continue your child's placement in Special Education. *(
r..h__ L N, o b w )\\ '-..*, N

Figure 5-49 Cusomized Printable PWN Example
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CUSTOMIZE SOURCES OF ASSISTANCE

To customize Sources of Assistance it needs to be selected from the Document Options tab of
the NTL Setup screen.

1. Navigate to NTL>Setup screen.
2. Select the Document Options tab.

3. Make sure Use Auto Populate for ‘Sources of Assistance’ in Prior Written Notice is
checked.

4. Click _Save |

Prior Written Notice

[7] Hide 'Date Implemented' on Prior Written Notice
[7] Hide Purpose Statement on Prior Written Motice

["] Hide 'Sources of Assistance' in Prior Written Notice

Use Auto Populate for 'Sources of Assistance' in Prior Written Notice )

[ Hide Document Prepared By

Figure 5-50 Setup Screen Document Options Tab
5. Navigate to the Auto Populate screen.

6. Click on 2 next to AZ to expand.

Auto Populate

Auto Populate action v

mnz

[+ Hational

P NTL

b ParentNotification
b StudentEP

Figure 5-51 Auto Populate Screen
7. Click on name Document. The detailed screen displays on right..
8. Click Action ...
9. Select Add Question to Document. The AutoPopulateGrid screen opens.
10. Name the new question PWN..

11. Click __52_| The screen closes and the information is displayed.
12. Click % | on the and Response bar.

13. Enter the View Order.

14. Enter SOURCE_OF_ASSISTANCE_1 in the Name field.

15. Enter the text to display in the Response field..

16. Repeat the above instructions for additional sources. Up to four Sources of Assistance
can be added.

17. Click 52| when finished.
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Name View Order
PWN

Question

| Name |

and Response

E] (&) Department of Education
123 Victory Street

add

1 SOURCE_OF_ASSISTANCE_1 el o) a0t
(& Parent Information Metwark
2 SOURCE_OF_ASSISTANCE_2 1-800-555-1234

Figure 5-52 Auto Populate Screen PWN Detai Grid
Printable Prior Written Notice from Auto Populate PWN.

Procedural Safeguards provided to parent(s)

Parents of a student and the student have protection under procedural safeguards in accordance with Federal La
psychologist or call the Special Education office if you want a copy of the procedural safeguards.

123 Victory Street 1-800-555-1234
Capital, AZ 85205

Sources of assistance in understanding Procedural Safeguards are listed below

Department of Education Parent Information Metwork

Figure 5-53 Prior Written Notice Printable Example

PRINT ONLY AD HOC DOCUMENTS

The font and style for Print Only Ad Hoc Documents can be modified.

MODIFY EXISTING PRINT ONLY AD HOC DOCUMENT

1. Navigate to Document Definition.

g

2. Navigate to the Print Only document you wish to modify. (If desired, select and copy the
current text of the Print Only document from the Print Only tab. This text will be pasted

into a new textbox for formatting.)
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Document Definition

d

Document Definition ~Validation BO _ Validation Rule _ Text Overrides _ Print Only |

Customer Document Document ID Alias
USA AZ GENAZ 70

Document Body 1@

Initial Evaluations and Reevaluations with Standardized Assessment:

Primary Language of Student/Home
MET Report less than 3 years old Date:
MET included required participants

urrent classroom-based assessments and performance in general ed.
Teachers and related service providers cbservations, and pre-referral
Formal assessments (including state or district assessments)
Results of previous evaluations

Student
behavio

interventiogs

assessed in all areas related to the suspected disability, (including academic,
current vision and hearing status

Educational needs to access the general curriculum

The impact of any educational disadvantage including lack of instruction in reading

or math —
The impact of Emerging Language (EL) on progress in general curriculum

For a student who is EL, an evaluator fluent in the student?s language, an interpreter
or tests that did not stress language were used

Eligibility determination made by the team
Team determined if the scudent needs special education and related services

P e tirem S e seimte T mar =S Trard mm S e i e

put including developmental, medical and functional information h

Copy and
paste
desired text.

Figure 5-54 Document Definition Screen Print Only Tab

3. Return to the Document Definition tab.

Document Definition

Document Definition i i i
Customer Document Document ID Alias
USAAZ GENAZ 54

Print Only - Photo Release 1054

Document Group  Special Document Type

SpEd « |Print Only v

Title to Appear on P

Photo Release Form Prior Wiirtens Notics

v/Ad Hoc Print Only
Document can Print Only Formatted
Copy data to new form

¥ Show On Workflow Documents Tab

Document Paragraph B9

Eligibility Determination

Description View Order

Figure 5-55 Doucment Definition Screen Document Definition Tab

4. Click Special Document Type * and select Print Only Formatted.

5. Click _52"¢ | A new tab labeled Print Only Formatted is displayed.
6. Click on the Print Only Formatted tab.
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Document Definition

Document Definition

Validation BO  Validation Rule

Text Override

Print Only F

Customer
USA AZ

Document
GENAZ 70

Document ID Al

[257

Font

Arial

Comic Sans M3
Courier Hew
Georgia

Lucida San
Tahoma

Times New Roman
Trebuchet MS
\erdana

Clear HTML |

Ede HTML |

Figure 5-56 Document Definition Screen Print Only Formatted Tab

7. Click Font ¥ and select desired font.

8. Click _Save |

9. Click Edit HTML. The Edit HTML Report Body screen opens.

Edit HTML Report Body

l Save I [ Cancel ]

B I U S.'=

15| Paste

body p

m

-

P

Figure 5-57 Edit HTML Report Body Screen

10. Paste your previously copied Print Only text by placing your cursor in the box, right

clicking and selecting Paste.
11. Using the Style buttons, format text as desired.
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12. Click __52¢_| The new formatted text displays when the Print Only document in Ad Hoc

Documents is accessed.

Example of new print only document from Document Definition

Edupoeint School District

123 Avenue A MET Review
Anytown, USA
Phone:
Fax:
Student Name:  Sample, Cody Home Phone: 913-555-1234 Date: 08/27/2012
Date Of Birth: 03/22/1994 Home Address: 9548 W 116th Ter
Student No.: 121883 State Student 1D: 123456 Anytown, USA
Age Gender Grade Home School Aftending Schoaol
18 Male 1 Hope High School

Parent/Guardian
Name

Sample, Paul
Address

9548 W 116th Ter

Anytown, USA

Home Phone

Work Phone

Emergency Phone

Mame

Sample, Glenda
Address

9548 W 116th Ter

Anytown, USA

Home Phone
913-555-1234

Weork Phone
913-555-1234

Emergency Phone

913-555-1234

Initial Evaluations and Reevaluations with Standardized Assessment:

Primary Langunage of Student/Home
MET Report less than 3 vears old
MET included required participants

Date:

Parent Input including developmental, medical and functional information
Current classroom-based assessments and performance in general ed.

Teachers and related service providers observations, and pre-referral interventions
Formal assessments (including state or district assessments)

‘ \Tﬁgsults of Ppﬁwaheitf_gf B R P T o

Figure 5-58 Example of Customized Print Only Document

CREATE NEW FORMATTED PRINT ONLY AD HOC DOCUMENT

1. Navigate to the Document Definition screen.

2. Click _## | to create a new document.
3. Enter the following values in the appropriate fields:

Field Name Value
Customer USA.AZ
Document (user defined)
Description (user defined)
View Order (user defined)

Document Group

SpEd

Special Document Type

Print Only Formatted

Title to Appear on Printed Report

(user defined)

Ad Hoc

Checked

Report Interface

GENAZPrintOnly (K12.SpecialEd.AZ.Document)
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Create Namespace

K12.SpecialEd.AZ.Document

Create Class

GENAZPrintOnly

Extract Data Namespace

K12.SpecialEd.AZ.Document

Extract Data Container

GENAZPrintOnly

Table 10 New Print Only Document Values

4. Click _Save |,

Document Definition

| Docume Definitio \Validation BC \Validation Rule 3wt Overncles

Customer Document Document ID AllES
USAAZ GENAZ 70
Font

Ede HTML || Clsar T |

Figure 5-59 Document Definition Screen Print Only Formatted Tab

5. Click the Print Only Formatted tab.

Cancel

ab
RY]

“« 3

E] source  [Q

-

B 7 U

Print Only Document text can beformaf[ed! 1)

body p u sfrong

Figure 5-60 Edit HTML Report Body Screen Formatting Features
6. Click Edit HTML The Edit HTML Report Body screen opens.

7. Add text and format using the Style buttons.
8. Click _5ave | The new formatted, Print Only document is available in Ad Hoc Documents
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SPECIAL ED SERVICE

The Special Ed Service screen contains the following components:
e Description
The name or label given to the service.

o Type
The type or category of the service.

e Inactive Date
To remove a service, it is recommended that the service be Inactivated. This will cause
the service to not appear on new IEP’s.

e Medicaid Eligible

This checkbox designates the service to be Medicaid Billable. The hours will be calculated
in the services section of the IEP. The services and hours will be displayed on the
Consent to Claim Medicaid Reimbursement that will print with the IEP document.

NAVIGATE TO THE SPECIAL ED SERVICE SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

TwelE
Figure 5-61 Synergy Tree Button

2. Expand the Synergy SE folder by clicking on the name Synergy SE or b pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or B pointing right next to it. The
triangle will turn green W and point downward.

4. Under the System folder, click on the name Special Education or P pointing right next to
it. The triangle will turn green ¥ and point downward
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(D Synergy S | o Synergy SE @ Synergy SE
Synergy S§ b PNTL
b Parent b Parent
b Query P Query
b sttt b statt
P Student P Student
@ System ¥ System
P Announcements P Announcements
P Data and Views P Data and Views
P Data Maintenance P Data Maintenance
P Job Queve P Job Queve
b Securty b Securty
- P Setup
S
P User Preferences .;AM
< Area of Need Setup
gl District Calendar
L)
= Document Defintion
%= Goal Builer Broad Behavior
Figure 5-62 Navigate to Special Ed Service Screen fowmm
< Goal Bulder Specific Behavior
3_§Ooolmuy
fmmsmarmmmm
‘Qumsasnmm
=
< Role
“< Service Agency Setup
“= Special Ed Service
3% standard
Sgweoumn
1?5:-\4“@«1
£5 Test Defiition
.
“= Yemeine Report Definton

5. Click on the name Special Ed Service. The Special Ed Service screen opens.

Special Ed Service

| Special Education Service |

Description Type
I X
Service Details
Sub Type Use Type
W Vl
State Reporting Code Is DIS Only Secondary Only  Inactive Date Medicaid Eligible
| 3 ] ] ]
Remarks [§7] @
Service Descriptions Add &

Figure 5-63 Special Ed Service Screen
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ACCESS SPECIAL ED SERVICES

1. To view the current list of Special Ed Services, click ﬂ The list displays in a new
window.

2. Click on the row of the desired service to view. The row highlights

| Adapbed Pryical Edued abon t{r':::a-:am Saniag
Moy
i Adapinne Shills = M&aic aid Services
1 AUl Living Preparalion t{ff:.,.:a.n Sanvites
Ll Advocacy Skils mﬁm Services
| AIE ASSI AN &
= ABide Sves - Personal Care/all
(Specific activites 10
&5 stated ch IEF)
 Abde Syes - Reinforcement of BehawPsych-Soc Goals ?5’?.':,;“ xla‘lnn:ﬂ_ugg aza

&i Slaled cn IEF)

Figure 5-64 Special Ed Services: Find Screen
3. Close the window. The service displays in the Special Ed Service screen.
4. Changes can be made to the Description or Type.
5. Click __52¥e_|to save any changes.

ADD NEW SERVICE
1. Click ﬂ The Special Ed Service Add screen displays.

2. Enter the name of the service in Description. .

Type

| v

Speech Therapy

Occupational Therapy

Physical Therapy

Counseling

Aide Assistance (Specific activities as stated on IEP)
Audiological Senice

Mon-Medicaid Senices

MNursing Serices

Mon-Medicaid Sernice and Related Senice
Non-Medicaid Related Senice

Figure 5-65 Special Ed Service Add Screen Type Drop-down

3. Click Type * and select.
4. Click the _52¥&_| The screen closes and the new service displays.
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5. Check Medicaid Eligible if the service will be Medicaid billable.
6. Click _52"¢ | The new service is available in the IEP document.

DELETE A SERVICE

It is not recommended to delete a service. Use the Inactive Date feature. This will ensure that
current documents are not affected and that the inactive service is not available on new IEP

documents created after the entered date.
7. Enter Inactive Date (MMDDYY) or click [+ and select date.

8. Click _Save |
Service Details
Sub Type
010 v _
State Reporting Code isDISOnly Secondary Only [inactive Date | Meaxaid Exgioie
v = r 109212010 [P r
Remanso
2l
$ 4|

Figure 5-66 Special Ed Services Screen Service Details Grid
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LOOKUP TABLE DEFINITION

Many views in Synergy SE have drop-down lists where the user can select a standard value for
the field instead of typing the value. This produces more consistent and accurate data entry, as
well at the ability to query consistent data for reports. Each drop-down list has its own lookup
table. While some tables are “Product-Owned” and cannot be changed, many tables can be
edited to match the individual district’s specifications.

NAVIGATE TO LOOKUP TABLE DEFINITION SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

Figure 5-67 Synergy Navigation Tree
2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or P pointing right next to it. The
triangle will turn green W and point downward.

4. Click on the name Setup or P pointing right next to it. The triangle will turn green ¥ and
point downward.
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Figure 5-68 Navigate to Lookup Table Definition Screen
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5. Click on the name Lookup Table Definition. The Lookup Table Definition screen

displays

Lookup Table Definition

51

Lookup Table Maintenance l;l

kK12

P K12 .Accommodation

P K12 Accommodation Setup
b K12 Addressinto

b K12 Attendanceinfo

b K12AZ SMS

b K12CA

P K12.CA.CALPADS

P K12.CA CBEDS

b K12 .CareerPlan

1. Find the table by clicking on the triangles next to each node.

Figure 5-69 Lookup Table Definition Screen

P K12 SpecialEd.CA
P K12.SpecialEd.Constants
P K12.5pecialEd.Document
T K12 SpecialEd.|EP
(=) Academic Areas
[ Acc User Select Test
(5] Accomodation
(=) Addendum Action
(=) Addendum Qutcome
[ Addendum Rationale

(=] |Agency

=] Agency Qutside

[=) Alternate Assessment Pgm

(=] Anticipated Grad Year
(] Assessment

Figure 5-70 Lookup Table Definition Screen Tables

2. Once the triangle of a node has been clicked, a list of the lookup tables associated with
that node (or business object) appears underneath the node. To see the values in the
lookup table, click on the table name. If necessary, scroll back up the screen to view the

table.
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Name: Agency Namespace: K12.SpecialEd.EP Locked: N ]

Use Code as the State Code - all values reported to state will be used from the lookup|

Lookup Values

0 01 Dept. of Rehabilitation
0 02 County Mental Health
0 03 Regional Center

4 04 CA Children's Senices
0 05 Dept. of Social Senices
0 06 Probation
0 or Mone

] 0 08 LEUSD

Figure 5-71 LookupTable Definition Screen Table Value

LOCATING A LOOKUP TABLE

1. To discover the name of a lookup table on a screen, navigate to the document screen
and hover the mouse over the drop-down list. A box pops up with the name of the table.
This functionality is referred to as show BO on mouseover. See: User Special Ed
Settings.

| Senfioesl Supl. Aids & ESY | Testing | LRE @ Parent 5t.  Medicaid

Duration of Servic

Amount of Time itizti
Primary| Location 1 g‘::::;l':l'mm"
Hours Freguency Unit

12-3pecialEd-1EP-Service-Location

[ ||Special Ed CTass 200 ek ~109/15/2010 09/16/2011
v | [ | Classroom/Camp | 3.00 per day ~ 1109/15/2010 09/16/2011
| [ | General Ed Class ~|56.00 per week ~ 1109/15/2010 09/16/2011

Figure 5-72 IEP Screen Services Tab

The Business Object (BO) in this example indicates that the Lookup table name is K12-
SpecialEd-IEP-Service-Location.

2. Navigate to the Lookup Table screen.
3. Locate the Lookup Table from the list.

' K12 SpecialEdIEP
(® Academic Areas
® AccUser Select Test
® Accomodation
(® Addendum Action
(® Addendum Outcome
SRttt Y |

(=) Senvice Interaction
o
(© Senvice Setting

© Senvice Status

© Senvice Type

(® Session Duration
() Sid Area

(© Sid Disorder
Figure 5-73 L55kup Table Definition Screen List of Values
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4. Click on the Lookup Table Name.

5. Scroll back up to the top of the screen, if necessary to see the Lookup Values grid. The
Service Location Descriptions can be added to, edited, deleted or inactivated.

6. The Status column allows the inactivation for specific school years. By selecting a school
year in the Year End drop-down, the specific Lookup Description will not be available
after that year.

Name: Service Location Namespace: K12.5pecialEd.JEP  Locked: N
[[JUse Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Cod
Lookup Values Add (]
Drde pde Descriptio Uiz 'i" "I pde I
d
1 01 Special Ed Classroom v hd
2 02 General Ed Classroom v A
3 03 General/Special Ed Classroom b hd
418 o7 Special School v v
5 09 Classroom/Campus A A
&6 04 Playground A v
7 05 Resource Room b v
] 8 06 Speech Room v v
9 08 Community v v
i 10 10 Therapy Regional Center he hd
" " Audiology Offices v v
12 12 Campus/Community b hd
13 13 Regional Center/Campus v v
14 14 Homebound A A
15 15 Health Office v A

Figure 5-74 Lookup Table Definition Screen Service Location Grid
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STUDENT DOCUMENT UNLOCK

The ability to unlock and edit any non-Print Only document listed in Document Definition such as
a finalized IEP or a finalized MET is available. This allows users with the appropriate security to
make corrections to the most recent Historical document and resave it. This function should be
limited to a small number of key individuals within the district.

NAVIGATE TO STUDENT DOCUMENT UNLOCK
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

&P E] ] @ Quick Launch

Figure 5-75 Synergy Navigation Tree
2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green ¥ and point downward.

3. Under the Synergy SE folder, click on the name NTL or P pointing right next to it. The
triangle will turn green W and point downward.

4, Under the NTL folder, click on the name Student Document Unlock. The Student
Document Unlock screen opens.

D Synergy SE ] @ Synergy SE  Synergy SE
P Synergy SIS WNTL
> Parent

N anl

| ‘5% Admin Student Portfolio
P Query =
P Staff ﬁ Admin Teacher Portfolio
P Student =Y .
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ENABLE STUDENT DOCUMENT UNLOCK FUNCTION
1. Navigate to the Document Definition screen by clicking on the Tree button.

ve @ Quick Launch =,

igure 5-77 Synergy Navigation Tree

2. Expand the Synergy SE folder by clicking on the name Synergy SE or b pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or P pointing right next to it. The
triangle will turn green W and point downward.

4. Under the System folder, click on the name Special Education or P pointing right next to
it. The triangle will turn green W and point downward

5. Click on the name Document Definition. The Document Definition screen opens.

TR S—— = Symeray SE
Synergy SIS b NTL P NTL
b Pacent P Parent
P Query P Query
b Statt P Statt
b Student b Student
7 System 7 System
b Aanouncements P Announcements
b Data snd Views P Data and Views
b Dta Mantenance b Data Maintenance
b Job Queve b Job Queue
P Securty
eSO
b User
b User Preferences

Figure 5-78 Navigate to Document Definition

=

== Standard

=

« & Standard Goal import
Standard import

<
-
-
-
-
-

> il

1
(f
|

6. Click M. Document Definition: Find Result screen opens.

7. Double-click the line of the desired Document. The screen closes and selected
document displays on the Document Definition screen.

8. On the Document Definition tab, check Document can be unlocked.

9. Click __Save |,
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. Student Document Unlock @

Student Mame: Gender: Grade: Student ID: |

Last Mame First Mame Middle Mame  Student ID

TlWlTlil—

Figure 5-79 Student Document Unlock Screen

UNLOCK DOCUMENT

1. Enter student Name and Student ID number.

2. Click 4 |,

Documents |
Last Mame First Name Middle Name  Student ID
Labianca |Douglas s 888763
Unlock Documents Show Detail | Q)
Unlock IEP Show Detail | ()
nual Review 16/2012 = Lleck

Figure 5-80 Student Document Unlock Screen Available Documentt Unlock

3. If student has a finalized document available for editing, it displays in the Unlock
Documents or Unlock IEP grids. It displays, initially, with a green dot in the PDF column

Documents |
Last Mame First Name Middle Name  Student ID
Labianca |Douglas s 888763

Lin-l Process Name = I Document = Document Alias = I Document Date = I PDF I Action

Figure 5-81 Student Document Unlock Screen Available Document Edit
4. Click Unlock in the Action column, the dot will turn yellow and the Action becomes Edit.
5. Click on Edit. A confirmation message displays.

This |IEP is currently unlocked.

Figure 5-82 Confirmation Message
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6. Click OK. The document is now available for editing in the student's Historical
documents.

Historical Documents |
Process Stant Date Process Name
11/29/2012 [P |Annual Review

" ccument Date
91472012 Annual Review Progress Report Progress Report ki1
16/2012 Annual Review IEF IEP Eoit

Figure 5-83 SE Student Historical Documents Tab

8. When finished, click _Frsze | A confirmation message displays.
9. Click OK. The document will process and display the completed PDF.

This IEP is locked.

Figure 5-84 Confirmation Message

The newly edited version will now be accessible in Historical Documents tab and via the Current
IEP Button, as well as IEPs in Student Document Unlock.

SECURITY CONSIDERATIONS

This functionality can be secured from End Users, if desired. See: Security for Student Document
Unlock.
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TRANSLATION

The Translation screen enables document translation into various supported languages. Use this
screen to perform the initial translation of labels, data fields, screens, reports and/or processes.

NAVIGATE TO THE TRANSLATION SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

Figure 5-85 Synergy Navigation Tree
2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or P pointing right next to it. The
triangle will turn green W and point downward.

4. Under the System folder, click on the name Setup or P> pointing right next to it. The
triangle will turn green W and point downward.
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= Synergy SE

P NTL

» Parent

b Query

b Staff

b Student

= System
» Announcements
» Data and Views
» Data Maintenance
» Job Queue

~ b Special Education
b User
b User Preferences

Figure 5-86 Navigate to Translation Screen

5 Auto Populate
4Business Calendar

@ Dashboard Control

“% District Setup

~ ZEmail Content
_Frequency Unit

JLabel Detail

v Lookup Table Definition
. Mail Merge Definition

% Mail Merge District Definition
""New Year Rollover Setup
=i~ Organization

i Page Size Detail

# Person Notification Codes
4l Process Setup

%3 Property Override
(3Revelation Message

13> Rule Group

| _Rules Setup

& school Setup

¢ Special Ed School Team

|
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5. Click on the name Translation. The Translation screen opens

Translation

0|

Reports [ Business Obj p  Views Master Data

Translation Language v

Set the following dropdown and click the Create Default Translation button to create a default translation
in the language you have specified. This translation is accomplished with a computerized engine and will

not have the accuracy of a human translator. The translation will be applied to all tabs that have filter
criteria set.

Translator Engine Language v| Create Default Translation |
Translation Conditions Summary

Refresh Condition Status Reports BO LOOkUp View
Master Data

Figure 5-87 Translation Screen

REPORTS TAB SETUP
1. Select the Reports tab.

2. Click Translation Language * and specify the desired translation language. The
Translator Engine Language will match it by default.

3. Click Namespace and Name s and select.

4. Click _rit= |
5. Click _CresteDefaultTransiaton |t trans|ate all lines simultaneously
OR

Click _Tr=ms== | at the far right on an individual line to translate that line, only.

6. The translations may take several seconds to load. Click i necessary, to display the
new translations.

To be Gwan 10 parmnts PACE 10 BN SN 50 Change o 1 refuse 10 Ndale the
> I
Dotasd WWWMMuMWmemmmnmumamu 13 SO 0 10S PACes aN1es 0O UNB BCCION Para CamMBiar ¢ para Negarse

provision of FAPE. Notce wit b grvin at the sam time B detrict requists pacent 3 iniclar i . X de un niflo ==
CONSONt 0n Such ACHONS NEQUINNG Consont <ON UNa discapacidad © provision de FAPE. Se dora avise al mismo
o
Detsd BDatolmpierwnmed  This Secson s proposied 10 b mpkmanted on Eon L ¥ i ==
9
Dotsd Labeid Procedursl Safeguands peoviand 10 pareni(s) Garartios pe o pare log

Figure 5-88 Translation Screen Reports Grid

7. Review for appropriate translation, considering local usage. Click @ to expand the
Translation text field to expose the full entry.

8. Edit as necessary.
9. When satisfied with all translation, check Lock on each line.
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10. Click 528 | The text entered reverts to a read-only format. Should additional changes
be necessary, uncheck Lock and it will again become editable.

MASTER DATA SETUP
1. Select the Master Data tab.

2. Click Filter Group, Namespace and Name s and select. The Document Definition ™
becomes available.

Translation @

| Reports  Business Objects | Lookup | Views | Master Data |
Translation Language Spanish |~

Set the following dropdown and click the Create Default Translation button to create a default translation in the
language you have specified. This franslation is accomplished with a computerized engine and will not have the
accuracy of a human translator. The translation will be applied to all tabs that have filter criteria set.

Translator Engine Language Spanish v| _create Defaut Translaton
Translation Conditions Summary
Refresh Condition Status Reports . BO Lookup  View
Master Data
Filter Options &
Filter Group Prior Written Notic v Namespace K12.SpecialEd.Document  ~ Name&DocumentDefPWNStateme ~
Document Definition GENAZ 02 - Notice of Refe ~

Property 1 Property 2 Property 3 Property 4 Property 5
Statemer ~ v v v v

Fiter
Data

Figure 5-89 Translation Screen Master Data Tab

Click Document Definition * and select desired Notice to be translated.
In the Property 1 field, select StatementText.

Click Create Default Translation |

Click _fit=r |

Edit as necessary.
When satisfied with all translation, check Lock on each line.

© © N o 00~

Click _53v& | The text entered reverts to a read-only format. Should additional changes
be necessary, uncheck Lock and it will again become editable.
TRANSLATE STUDENT DOCUMENTS

1. Navigate to Synergy SE>Student >Student Translation Documents.

2. Locate the student whose document is to be translated. Original Document Groups will
display Processes for the Student. Finalized Documents will be within the Folder icon.
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- Student Translation Documents («]

Student Name: Abbott, Billy C. Student ID: 905483 Gender: Male Birth Date: 07/31/2002 Grade: 12
Documents |

[Last Name First Name Middle Name Student ID

Abbott \Billy Ic 905483

Gender Birth Date Grade

Male ~ 07/31/2002 12 3

Primary Language Home Language

Spanish v Spanish v

Original Document G
| S5  ate [ Mo Hrocage 3
Initial Evaluation

Figure 5-90 Student Translation Documents Screen

3. Click the Folder icon. The Translation Documents screen opens displaying all included
documents in the folder.

Translation Documents

Student Name: Abbott, Billy C. Student ID: 905483 Gender Male Grade 12 BirthDate: 07/31/2002

Documents |
Workflow/Process Name Group Start Date

Initial Evaluation [Process 09/10/2012 [P
Translated Documents Add |Q

Primary Language  Home Language [ranslation Language

DOC! Pat J 1» JOC

Spanish ~ Spanish ~ |Spanish v
Original Documents G

1101/28/2013  GENAZ 02 Notice of Referral | )
©101/28/2013  GENAZ 04 Notice of Evaluation Decision _creste |

[—3 GENAZ 06 .Multidisciplinary Evaluation Team (MET) _Creste |
71102412012 GENAZ 08 Notice of Eligibility _crete |

[—5 GENAZ 10 Notice of Placement _creae |

(6 GENAZ 11 Notice of IEP _ceste |
7101/28/2013  GENAZ 41F Notice of Refusal of FAPE oo |
109/10/2012  Draft IEP IEP o

Figure 5-91 Translation Documents Screen

4. Select from the Translation Language * The documents available for translation in that
language display on the Original Documents grid
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5. Click _cete | on the line of the desired document. It will display in the Translated
Documents Grid.

Translation Documents
Student Name: Abbott, Billy C. Student ID: 905483 Gender Male Grade: 12 BirthDate: 07/31/2002
Documents |
Workflow/Process Name Group Start Date
Initial Evaluation |Process 091102012 @
Translated Documents Add |Gy
& |LoCi = [ate Blale E L) Blale 5 5 islatio ang Qe G0
1/28/2013 GENAZ 02 Motice of Referral Spanish Eat
Primary Language Home Language Translation Language
Spanish ~ Spanish ~ Spanish v
Original Document:

B (LMD BRI Blale B ) L MOE F gate
1/28/2013 GEMAZ 02 Motice of Referral _Create |
1/28/2013  GENAZ 04 Motice of Evaluation Decision _create |

GEMAZ 06 Multidisciplinary Evaluation Team (MET) | create |

110/24/2012  GEMAZ 08 Motice of Eligibility _Create |

GENAZ 10 Motice of Placement | create |

: GEMAZ 11 Motice of IEP Create
1/28/2013  GEMAZ 41F Motice of Refusal of FAPE Create

091072012 Draft IEP IEP Create

Figure 5-92 Translation documents screen Translated Documents Grid
6. Click Edit in the Action column.

The document screen opens in its original (English) version with the translated language name in
parenthesis behind the title.

Prior Written Notice (Spanish)

Figure 5-93 Prior Written Notice Screen Title (Spanish)

7. Edit as appropriate.
8. Click 52" |when finished.
9. Click m to view the translated document.

Translated Text Displayed In Print Preview — English/Spanish Versions

To be given to parents prior to an action to change or to refuse to initiate the identification, evaluation, educational placement of a child with a
disability or provision of FAPE. Notice will be given at the same time the district requests parent consent on such actions requiring consent.

DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Identification

The evaluation team has received a referral for a possible comprehensive evaluation of your child.

Para dar a los padres antes de una accion para cambiar o para negarse a iniciar la identificacion, evaluacion, colocacion educacional de un nifio
con una discapacidad o provision de FAPE. Se dara aviso al mismo tiempo el distrito pide consentimiento en tales acciones, requiere el
consentimiento de los padres.

DESCRIPCION DE LAS ACCIONES PROPUESTAS O RECHAZADA POR EL DISTRITO: Identificacién
El equipo de evaluacién ha recibido una remisién para una posible evaluacién integral de su hijo.

Figure 5-94 Printed Example Prior Written Notice English/Spanish Versions
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TRANSLATION IMPORT EXPORT

Use the Translation Import Export screen to import a language pack or export current translations
to share with a partnered district. This screen lists all the defined languages in Synergy.

NAVIGATE TO TRANSLATION IMPORT EXPORT SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

Figure 5-95 Synergy Navigation Tree
2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or P pointing right next to it. The
triangle will turn green W and point downward.
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4. Under the System fold% click on the name Setup or P pointing right next to it. The
triangle will turn green

and point downward.

Figure 5-96 Navigate to Translation Import Export
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5. Click on the name Translation Import Export. The Translation Import Export screen
opens

Translation Import Export

Export/import |
Languages @
CIearDa'ta Import
Report |View
Clear [Clear Upload| Delete| "“'”" Process|Language Lﬂbel Lmkup Control Control 32‘:,3 E:.I,t
All Defaults File | File L Import Count Count |Count c
anguage ount
] ce nt | cew ot | Cantonese 22055 2390
P e 0 || cearvetuis | & French 169046 296 5 8 2045
] x| cemoeruns | @ Spanish 77311409 516 71 66 8793
] cex mt | cewoctous | & Viethamese 63 51 33 0 0 147
Apache (San .
’75 Clear Al | Clear Defaults | f\} Carlos) 0 D 0 0 0 0
Apache n
F Clear Al | Clear Defaults | f\} (Whiteriver) 0 D 0 0 0 0
’77 Clear All | Clear Defaults | 'fii Arabic 0 0 0 0 0 0

Figure 5-97 Translation Import Export Screen

IMPORT A LANGUAGE PACK

1. Click %7 on line of desired language pack to import. Import Translation screen opens.

Import Translation

Steps To Upload Image:
1) Click Browse and select the file you wish to upload

2) Click Upload

Figure 5-98 Import Translation Screen

2. Click to locate language file.
3. Select file. The file name displays in the window.

4. Click . A message displays that the upload was successful. The Delete File,
Imported File Language, and Process Import fields display.

5. Click ¥ to delete file that was uploaded, if desired.
OR

Click [=]to process translations from file that was uploaded.

The Job Status screen displays while the file is processing. The language displays in bolded text
toward top of grid. The number and category of translations for the imported language displays.

EXPORT CURRENT TRANSLATIONS

1. Click = on the line of the language translation file to export. An XML document opens in
the browser.

2. Save as desired.
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In this chapter, the following topics are covered:
» Area of Need

» Goal Library
» State Standard Goal Import
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AREA OF NEED

The Area of Need Setup screen contains the Goal Categories and Sub-Categories that hold the
individual Goal statements.

NAVIGATE TO THE AREA OF NEED SCREEN
3. Open the Synergy SE Navigation Tree by clicking on the Tree button.

~2 @ Quick Launch s, |

Figure 6-1 Synergy Navigation Tree
4. Expand the Synergy SE folder by clicking on the name Synergy SE or b pointing next to
the word. Once clicked, the triangle will turn green ¥ and point downward.

5. Under the Synergy SE folder, click on the name System or P pointing right next to it. The
triangle will turn green W and point downward.

6. Under the System folder, click on the name Special Education or P pointing right next to
it. The triangle will turn green ¥ and point downward

7. Click on the name Area of Need. The Area of Need screen opens.

Figure 6-2 Navigate to Area of Need Screen
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Area of Need Setup

g

Area of Need |

View Order Area of Meed Inactive Date

IEF Titles ID

Signature Title

[ |Required if ELL Specified

Sub-Area of Heed

active Date

VIEwW CURRENT AREA OF NEED CATEGORIES

Figure 6-3 Area of Need Setup Screen

Click _rms |,

The list of Area of Need Categories displays in a new screen.

Query (| Filter
Open In Query | Print | Save As Filter
Output Type{PDF v Filter Namef

v Make Active

NeedAreas

Academic Goals

1211472007

Adaptive PE

Alternate Academic Stds - Math

Alternate Academic Stds - Reading

Alternate Academic Stds - Science

Alternate Standards

APE

09/03/2008

Behavioral

5
[ 2
3
[ 4
[ 5
[ 6 Alternate Academic Stds - Writing
[
[ 8
9
T 10

Functional

09/19/2008

Figure 6-4 Find: Area of Need Screen

Double-click the line of an Area of Need to display. The screen closes and Area of Need

along with the Sub-Area of Need display on the Area of Need Setup screen.

ADD NEwW AREA OF NEED CATEGORY

No ok~ w DN

Click _#_| at the top of the screen. The Area of Need Setup Add screen opens.

Enter View Order (optional)
Enter a title in Area of Need.
Enter IEP Titles ID (optional)
Enter Signature Title (optional)

Check Required if ELL Specified, if appropriate.

Click _s=ve | at the top of the screen.
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8. Click = | on the Sub Area of Need bar to add a Sub-Area of Need

9. Enter View Order (optional)

10. Enter Sub Area of Need title.

11. Enter IEP Subtitles ID (optional)

12. Click _s=v=_| when done or click _€ksz] to close the window without saving.

REMOVE AN AREA OF NEED CATEGORY

It is recommended to never delete an existing Area of Need Category or Sub-Area of Need
Category. Use the Inactive Date field instead. By Inactivating the Area of Need it will no longer
be available to in any future IEP document.

INACTIVATE AN AREA OF NEED CATEGORY
1. Click e |,

2. The list of Area of Need Categories displays in a new screen.

3. Double-click the line of the desired Area of Need. The screen closes and Area of Need
along with the Sub-Area of Need(s) display on the Area of Need Setup screen.

4. Enter the Inactive Date (MMDDYY) or click 57 and select date that the inactivity of the
category will take effect.

5. Click _save |,

6. If only inactivating certain Sub Area(s) of Need, enter Inactive Date (MMDDYY) or click
and select date of inactivity on the appropriate line of the Sub Area of Need.

7. Click _save |,
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GOAL LIBRARY

The Goal Library contains goal statements that have been created in each of the Area of Need
categories. Each goal contains state standards. The existing goal statements can be edited or
removed and new goal statements can be added to the Goal Library.

NAVIGATE TO THE GOAL LIBRARY SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

“3 @ Quick Launch e,

Figure 6-5 Synergy Navigation Tree

2. Expand the Synergy SE folder by clicking on the name Synergy SE or b pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or B pointing right next to it. The
triangle will turn green W and point downward.

4. Under the System folder, click on the name Special Education or P> pointing right next to
it. The triangle will turn green W and point downward

5. Click on the name Goal Library. The Goal Library screen opens.

SE jo Synergy SE w Synergy SE
Synergy SIS PNTL PNTL
b Parent P Parent
P Query P Query
b Statf b statt
P Student P Student
@ System o System
b Announcements P Announcements
P Dats and Views P Data and Views
b Data Maintenance P Data Maintenance
b Job Queuve P Job Queue
b Securty P Securty
i b Setup
g @ Special Education
b User 2
P User Preferences _;W
“ Area of Need Setup
Figure 6-6 Navigate to Goal Library Screen ""
#< Document Defintion
| £ Goal Bulder Broad Behavior
’fc«cmc«m
< Goal Buider Crieria

25 Goal Library Personal
|“< TP Post School Transkion Needs Setup
“ Mass Set Student

< Rote

"“-Suvbvoencysnup

“ Special Ed Service

=

I Standard

=_§?m¢soumn
3§samammm

““ Test Defation

“< YTimelne Report Defintion
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~

| Line |Description

Figure 6-7 Goal Library Screen
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The fields that are applicable for Synergy SE are
e Need Area

The Area of Need Category that holds the current goal statement.

e Need Sub Area

The Sub Area Category that holds the current goal statement.
e Description

The goal statement that displays on the IEP document.

Copyright© 2013 Edupoint Educational Systems, LLC
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STATE STANDARD GOAL IMPORT

A district option is available that allows state standards to be imported from Grade Book into
Synergy SE. Standards can be aligned with goals. The goal structure in the IEP has been
modified to allow locating goals by selecting Grade and Need Area and then searching by
Strand/Concept/Performance Objective.

1. Begin by navigating to the Setup screen under NTL. screen.
2. Open the Synergy SE Navigation Tree by clicking on the Tree button.

Figure 6-8 Synergy Navigation Tree
3. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

4. Under the Synergy SE folder, click on the name NTL or P pointing right next to it. The
triangle will turn green W and point downward.

5. Under the NTL folder, click on the name Setup. The Setup screen opens.

bS SF ? = Synergy SE = Synergy SE
ﬁ baz
e e > [ o

b Parent
L1
P Query # Admin Student Portfolio
b Starr 2
b Studen _# Admin Teacher Portfolio
P System F Setup
SEr feren
P User Preferences # Special Ed Test Defintions
# standardized Test Definition
L1
Figure 6-9 Navigate to NTL Setup Screen #H Student Disabilty
1
#H Student Document Unlock

Ty
%! sWB01 - Southwest Biling
I Parent
P Query
P Staff
b Student
b Swatenm
P User Preferences
b Synergy SIS

6. Enter Standard Effective Date. (MMDDYY) or click ¥ and select date. This date will
determine when the new Goal Structure displays in the IEPs. IEPs currently being
drafted will not be affected.

7. Click Append Standard code to Goal Description ™ and select Suffix, Prefix, or
None.

Standard Description Suffix Example:

Dayton will demonstrate improved oral expression by showing greater proficiency and
functional use of the targeted communication skill (summarize or paraphrase something
heard or read) at grade level, given group/classroom activities with the necessary levels of
support, scoring 15 out of 18 on a district Integrated language rubric, measured quarterly.
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Grade 01, Strand 1: American History, Concept 01: Research Skills for History, 01 Place
important life events in chronological order on a timeline.

8. Click _save |,

IMPORT STATE STANDARDS FROM GRADE BOOK INTO SYNERGY SE
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

2 @ Quick Launch e,

Figure 6-10 Synergy Navigation Tree

2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name System or B pointing right next to it. The
triangle will turn green W and point downward.

4. Under the System folder, click on the name Special Education or P pointing right next
to it. The triangle will turn green W and point downward.

5. Click on the name Standard Import. The Standard Import screen opens.

< Synergy SE [+ Synergy SE
» Synergy SIS bAZ P NTL
) o ) pas
RO :smn
b Staff
p Student b Student
< System = System
» Announcements » Announcements
» Data and Views b Data and Views
» Data Maintenance » Data Maintenance
b Job Queue » Job Queue
» Security » Security
Setup b Setup
» Special Education = Special Education
b User referenoes ﬁGoal L Y
¥ Goal Library Personal
411TP Post School Transition Need
%I Mass Set Student
“iRole
Figure 6-11 Standard Import Screen ﬁ _ Sy ) :
ﬁs;)ecnal Ed Service
i standard
12 I
i standard Import
|44 Test Definition
“|Timeline Report Definition

6. Select Grade Book Standards from Standard Type Source *. The Standard Type
Destination can be left blank. A destination will be created when standards are
imported.

g | o ) |

Standard Import

Grade Book Standards ~ ~

Flandard Type Source Standard Type Destination Import Standards

Area of Need Mapping

4| Math Math v
| Reading Reading
klScience Science
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7. Select Need Area.This drop-down list is generated from System>Special
Education>Area of Need Setup. Your current Need Area list will most likely need to be
modified to align appropriately with the standard subjects. Only one Need Area can be
selected for each Subject.

8. Click _save |,

ATTACH (Gnal « TN IMPARTFN STANDARNS
Figure 6-12 Standard Import Screen

9. Navigate to Synergy SE>System>Special Education>Standard.

[pene ] 55

Standard
Standard Type Grade  Need Area Show Standards
State Standards {05 + | [Math b

Figure 6-13 Standard Screen
10. Click Standard Type *, Grade * and Need Area * and select.

11 CI|Ck Show Standards |

12. Navigate to the specific standard by expanding the appropriate Strand, Concept and
Performance Objective node.

Standard Type Grade  Need Area
State Standards v |05 ¥ Math v
Standard ~______Strand Action... ~ O|

= 1776 - Strand 1: Number and gperations Concept
= 1777 - Concept 1: Number Sense 4/

P |1778 - Compare and order positive fractions, dedf== Perfg Fnance Objective
P 1779 - Determine equivalence by converting betw

View Order

Standard Description [55] Q@

1778 _‘-'---.__.__’ iti i -
P 1720 - Differentiate between prime and compaosit | |Compare and order positive fractions,
P 1781 - Express or interpret positive and negati decimals, and percents.
P 1782 - Locate integers on a number line. i
- - i ili desc
P 1791 - Strand 2: Data Analysis, Probability, an Add Goals

[ 1805 - Strand 3: Patterns, Algebra, and Functio

Figure 6-14 Standard Screen Show Standards

13. Click _=_|. A new line displays on grid.
14. Enter Description. Click & to spell check. Click @ for more space.

15. Goals can be uploaded via spreadsheet, also.
16. Click _save_|.

UPLOADING GOALS FROM SPREADSHEET

1. Navigate to System>Special Education>Standard Goal Import screen.
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D14 - 5

A B c I D T E
1 Standard Type Code Goal Text Benchmark Text 1 Benchmark Text 2
[Student] will demonstrate improved math
skills by counting mixed groups of coins
and bills independently when given
groups of (pennies and nickels, pennies, A Benchmark may be added for A Benchmark may be added for
2 State Standards 1778 nickels this goal here this goal here

[student] will demonstrate improved math

skills by solving single digit subtraction

problems with manipulatives when given
3 State Standards 1779 up to (#) math problems in various

Figure 6-15 Spreadsheet Format for Importing Goals

2. Use the above format (Standard Type, Code, Goal Text, Benchmark Text 1,
Benchmark Text 2) to create a list of desired goals to upload. The Code column

represents the Performance Objective of the Standard.

Click | add_ | to browse, locate and upload the spreadsheet.
Check Process.

Click _Save |,

o o~ w

appropriate standard.

ADD GoALs 1O IEP

Click . The goals listed in the spreadsheet should now be attached to the

If the Standard Goal Effective Date has been set all new IEPs will display the standard goal

format.
Student Name: Abernathy, Justin M. Student ID: 932364 Gender: Male Birth Date: 02/07/1999  Grade: 07 [EP Status: Draft IEP
Cover | Medical = PLAAFP = Special Cons. Goalsl Senices = Supl Aids & ESY = Testing LRE | Medicaid = Attachments
Progress reports on goals will be sent home in accordance with the grading periods Add (%]
e ading Period abel ol
Progress Period 4
Progress Period 3
Progress Period 1
- Progress Period 2
[l 9
‘Add a blank goal: Select Need Area and click the Add New Blank Goal button. (&
‘Add a goal from Personal Goal Library: Select Need Area and click the Add From Personal Goal Library button &)
Id a goal from the § ‘Goal Library: Select § Type, Grade, and Need Area and click the Add Si Goal Button \0
Standard Type Grade  Need Area Add Standard Goal
\ d sl E
Goals Show Detail
go d b Descriptio ore d Applies To
.
Move Category Up Move Category Down
Figure 6-16 IEP Screen Goals Tab
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SEARCH STANDARD GOAL LIBRARY- ADD GOALS

1. Click Standard Type ¥, Grade ¥, and Need Area ¥ and select.

2. CI|Ck Add Standard Goal |

3. The standards that have been aligned with the selected Need Area will display.

4. Select the goal by clicking P to expand the Strand, then Concept, then Performance
Objective. If a goal is aligned with the selected Performance Objective in the Standard
Goal Import, it will display.

Standard Type Grade  Need Area
State Standards v |05 v Math v
Standard ~_______—Strand Action... O|

=7 1776 - Strand 1: Number and gperalions Concept View Order
= 1777 - Concept 1: Number Sense -‘F/’

> 1778 - Compare and order positive fractions, def== Perfq Fnance Objective - Standard Description @
[ 1779 - Determine equivalence by converting betw = :
|17T8 e |Compare and order positive fractions, -

> 1780 - Differentiate between prime and compaosit
[P 1781 - Express or interpret positive and negati
[ 1782 - Locate integers on a number line. | i

> 1791 - Strand 2: Data Analysis, Probability, an €St
! ! Add Goals
> 1805 - Strand 3: Patterns, Algebra, and Functio Q

decimals, and percents.

Figure 6-17 Goal Statements Aligned With Standard
5. Check Add on the line of the desired goals.

6. Click m A message confirming the selected goal has been assigned to the IEP
appears.

7. Click _Save_| when finished adding goals.
8. Close the Goal screen. The selected goals display in the IEP.

Add a goal from the Standard Goal Library: Select Standard Type, Grade, and Need Area and click the Add Standard Goal Button (&)
Standard Type Grade  Need Area Add Standard Goal
w |07 v ~
Goals | Show Detail ‘ (]
x 3 3 | 2 B
(@ Justin will demonstrate team work skills, by completing school projects =
on time, with integrity, while displaying conduct befitting a citizen of the |
L Math 1T class, given a teacher directed activity, scoring pass marks for =
school weeks, as measured by teacher observation and a Justin -

Figure 6-18 IEP Screen Goal Added From Standard Search
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SPECIAL ED TESTS

In this chapter, the following topics are covered:
» Special Ed Test Definitions
» Standardized Test Definitions
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OVERVIEW

Special Ed Tests exist in two categories:
e Special Ed Test Definitions

Special Ed Test Definitions are templates based on evaluation assessments. Individual
school districts have the ability to edit existing test definitions as well as create new
templates. The templates are accessed through the MET Report (GENAZ 06).

e Standardized Test Definitions

Standardized Test Definitions are templates based on district tests. Individual school
districts have the ability to edit existing standardized tests as well as create new
templates. The Standardized Test Definitions are accessed through the Referral
document (GENAZ 01), MET Report (GENAZ 06) and the IEP (GENAZ 12).
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SPECIAL ED TEST DEFINITIONS

NAVIGATE TO THE SPECIAL ED TEST DEFINITIONS SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

P E] .. ‘A Quick Launch
Figure 7-1 Synergy Navigation Tree

2. Expand the Synergy SE folder by clicking on the name Synergy SE or P> pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name NTL or P> pointing right next to it. The

triangle will turn green W and point downward.

4. Under the NTL folder, click on the name Special Ed Test Definitions. The Special Ed

Test Definitions screen opens.

Figure 7-2 Navigate to Special Ed Test Definitions Screen

| b Synergy SE = Synergy SE = Synergy SE
= e
o ‘ﬁjmmma‘nh
b Statf ﬂmmmmnm
P Student ‘Hsaup
P System
P User Preferences ﬂ Special Ed Test Definitions
b Synergy S5 #+ Standardized Test Defintion
ﬂwm

“";-1 Student Document Unlock

_ﬂ SWB01 - Southwest Biling
| Parent
b Query
b Statf
b Student
P System
P User Preferences
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Special Ed Test Definitions («

Test Definitions |

Action... - 3

P Ability

P+ Achievement

P Visual-Motor

I Adaptive Behavior

[+ Emotional/Behavioral
P Other

P Speech and Language
» SLI Bilingual Tests

P Preschool Speech & Language
I Preschool COA

P Occupational Therapy
[ Physical Therapy

I Adaptive Physical Education

Figure 7-3 Special Ed Test Definitions Screen

ADD A NEwW CATEGORY

1. Click on Action... ™ on the Test Definitions tab.

|| Special Ed Test Definitions

Test Definitions

P Adaptive
Physical Education

Figure 7-4 Special Ed Test Definitions Screen Action Drop-down

2. Select Add Category. The SpedTestDefinitionCategory screen displays.
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3. Enter the Long Name of the new category.

4. Enter a Short Name for the category. (15 characters).

SpedTestDefinitionCategory «
Long Mame Short Mame View Order  Inactivate
My New Test My Test 1 ]

5. Enter the View Order for the category to display in the Category list.

Figure 7-5 SpedTestDefinitionCategory Screen

6. Click M The new category will appear in the Category list.

Special Ed Test Definitions

Test Definitions |

Action... - 3
P My New Test
P Ability
P Achievement
P visual-Motor
P Adaptive Behavior
I EmotionalBehavioral
b Other
P Speech and Language
I 5L Bilingual Tests
P Preschool Speech & Language
P Preschool CDA
P Occupational Therapy

P Physical Therapy
P sdaptive Physical Education

Figure 7-6 Special Ed Test Definitions Screen New Category Displayed
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ADD NEwW TEST GROUP TO AN EXISTING CATEGORY
1. Click on the Category name. The Category Definition displays on the right..

2. Click on Action... ™.

P 5L Bilingual Tests

P Preschool Speech & Language
| Preschool CDA

| Occupational Therapy

P Physical Therapy

| Adaptive Physical Education

Special Ed Test Definitions (<

Test Definitions |
Action... * 3

Plh'l],r New Test
b Ability | Category Definition |
PAFhEUement Long Name
3 Vts.ual.-Mutur . My New Test
| Adaptive Behavior
P EmotionalBehavioral Short Name View Order Inactivate
b Other My Test 1 Il
| Speech and Language

Figure 7-7 Special Ed Test Definitions Screen Detailed View
3. Select Add Group to *selected category*. The SpedTestDefinitionGroup screen will open

in a new window.

Test Definitions |

B{My New Test s

b Ability | Category Del'inilion| || Dalete My Mew Tast

b Achizvement Long Name \

b oo BT My New Test

b Adaptive Behavior

b Emotiona¥Behavioral Short Name View Order Inactivate
b Other My Test 1

Figure 7-8 Special Ed Test Definitions Screen Action Drop-down
4. Enter the Long Name of the new test group

5. Enter the Short Name of the new test group (15 characters).

SpedTestDefinitionGroup

Long Name
Group A

[ JInactivate

| |Report In Met Summary

Short Name View Order
A 1

Figure 7-9 SpedTestDefinitionGroup Screen
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6. Enter the View Order for the test group to display in the Category list.
7. Click M The new test group will appear under the Category.

ADD A NEW TEST TO A TEST GROUP
1. Click on the b next to Category name.

2. Click on the Test Group name. The Group Definition details display on right.
3. Click on Action... .

T My Mew Test
Graup definton
b Abiy Long Mame
P Achisvement Group A A
b Visual-Mator
View Order
b Adaptice Behavior .
I EmotionalBehavioral
B Other Inactivate
P Speech and Language
P 5Ll Bilngusl Tests Report In Met Summary

Figure 7-10 Special Ed Test Definitions Screen Action Drop-down

4. Select Add Test to *selected group*. The SpedTestDefinitionTest screen opens.

SpedTestDefinitionTest («

Long Name

Literacy Test

Short Name View Order
Literacy 1

[ Jinactivate
[ ]Allow Not Applicable

Figure 7-11 SpedTestDefinitionTest Screen

5. Enter the Long Name of the new test.
6. Enter the Short Name of the new test (15 characters).
7. Enter the View Order for the test to display in the group.

8. Click M The new test will appear under the group.

EDIT EXISTING SPECIAL ED TEST DEFINITIONS

1. Click on the P next to Category name. The name highlights and the details display on
the right.
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b Ability
= Achievement Test Definition |
P> Bateria Ill Pruehas de aprovechamiento Long Name Short Name View Order
(5 echslerinaniaual Achievement Test2na Edition_] [Wechsler Individual Achievement Test - 2nd Edition [WIAT - 1l 1
|E] Wechsler Individual Achievement Test - 2nd Edition I Inactivat
I Woodcock-Jonnson Tests of Ahieverment-ara Ediian WA
P visual-Motor ™ Allow Not Applicable
P Adaptive Behavior Ermleom et a
P Emotional/Benavioral
v Visible [ Read Onk
P Other o o Y
P Speech and Language Pre Comment 5] @
P SLI Bilingual Tests \Wechsler Individual Achievement Test - Znd Edition 5|
P Preschool Speech & Language
P Preschool CDA
P Occupational Therapy El
P Physical Therapy Grid Definitions [ Add ][ showDetail | (¥
P Adaptive Physical Education 5 ‘ ‘ ‘
I | COMPOSITES/Subtests 1
Post-Comment q
[+ Visible [~ Read Only
Post Comment [55] &
The Wechsler Individual Achievement Test - Second Edition i’
(WIAT-l} is an individually administered battery which
provides a measure of a student’s academic functioning and
| problem-solving skills across a variety of areas. LI

Figure 7-12 Special Ed Test Definitions ScreenTest Detail View
2. Select the Test (group).
3. Select the Test name from the Test (group). The Test Definition tab displays on right.
The Test Definitions for each test are divided into 5 areas:

o Test Definition
e Pre-Comment
e Grid Definitions
e Post-Comment
e Library Statements
TEST DEFINITION

| Test Definition |

Long Name Short Name View Order
|Wechsler Individual Achievement Test - 2nd Edition [WIAT -1 1

I~ Inactivate

Figure 7-13 Special Ed Test Definitions ScreenTest Detail View Test Definition

1. Long Name, Short Name and View Order can be changed in this area. The Inactivate
checkbox will remove the test from MET Report Assessment List.

PRE-COMMENT

Pre-Comment
¥ Visible W Read Only

Pre Comment [ &
Wechsler Individual Achievernent Test - 2nd Edition =

=

Figure 7-14 Special Ed Test Definitions ScreenTest Detail View Pre Comment
2. The Visible checkbox ensures that the user can see the textbox from document screen.
3. If Read Only is selected, this textbox cannot be edited from the document.

4. The Pre-Comment textbox will display any information on this test prior to the Grid
Definitions.
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Grid Definitions Add Show Detail |

l_ | COMPOSITES/Subtests

Figure 7-15 Special Ed Test Definitions ScreenTest Detail View Grid Definitions

GRID DEFINITIONS
Grid Definitions contains the test scoring tables.
5. Click % | to add a new table (grid).
6. Enter the Title of the table and list the View Order.
Define Column and Row Definitions

Grid Definitions Add | Hide Detsil | )
e View Order
COMPOSITE/Subtests. 1

Column Definition Add >

Defa z = - Orde

Pre Population Type Mumber Of Rows

Mone !

Subject Column Name

Pre-Defined Column Type

Row Definition Add -

Figure 7-16 Special Ed Test Definitions ScreenTest Detail View Grid Definitions
7. Double click the row of the Title to highlight or click the row once to highlight and then
click M. A detailed screen opens to the right.
8. Click | add | on the Column Definition bar. A new line is added to the grid.
9. Enter a Column Name.

10. Click Column Type ™ and select the type of data that will be entered. The choices are:
Text, Date, Yes/No Drop Down Or Multi-Line Text..

Figure 7-17 Special Ed Test Definitions ScreenTest Detail View Grid Definitions Column Definitions

11. A Default Value can be added (optional).
12. Enter the View Order to define the column order.

13. Click Pre Population Type and select. The choices are: None, Number of Rows, or
Define Rows. Usually Define Rows is selected. If Number of Rows is selected, the
Number of Rows textbox will need to be addressed.

14. Enter the title of the first column of the table in Subject Column Name.
15. Select the type of data that to be entered in the first column in Pre-Defined Column
Type ™. The choices are: Text or Multi-Line Text.
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16. Click M on the Row Definition bar.to define the data that will appear on the first row
of this table (Row Titles). A new line is added to grid.

i I_ il Word Reading v —] [1

U] Reading Comprehension [ = 2

Figure 7-18 Special Ed Test Definitions ScreenTest Detail View Grid Definitions Row Definitions
17. Select whether the data will be Text or Multi-Line Text.
18. Enter the View Order for each row.

19. Click 5= |,

PosT COMMENT
20. The Visible checkbox ensures that the user can see the textbox from document screen.

I Post-Comment
¥ Visible [ Read Only
Post Comment 25 @

The Wechsler Individual Achievement Test - Second Edition i’
(WIAT-I) is an individually administered battery which

provides a measure of a student's academic functioning and
problem-solving skills across a variety of areas. x|

Figure 7-19 Special Ed Test Definitions ScreenTest Detail View Post Comment

21. If Read Only is selected, this textbox cannot be edited from the document.

22. The Post-Comment textbox displays any information on this test prior to the Grid
Definitions.

LIBRARY STATEMENTS

23. Click | add | on the Library Statements bar to add Library Statements to the document.
These are available to the user as editable drop-down statements that display in a
textbox. Check Library Statements Visible or they will be hidden from view.

24. Click 5= |

Library Statements Add @

.@On the WIATHI, [Student] was noted to - In reading. ;l
| Abilities and Dificulties [Student] was able to . but had difficulty with - 4

Figure 7-20 Special Ed Test Definitions ScreenTest Detail View Library Statements
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Test D

efinition as it will appear to Users in the MET Report

Test

[Wechsler Individual Achievement Test - 2nd Edition|

,/1 Pre-Comment

o
2
B
L
3
B
7
s
s
B
B
B
e

Word Reading
Reading Comprehension
Pseudoword Decoding - I Column Name l
READING COMPOSITE

Humerical Operations [
Math Reasoning

MATHEMATICS COMPOSITE
Speliing

Written Expression

WRITTEN LANGUAGE COMPOSITE
Listening Comprehension

Oral Expression

ORAL LANGUAGE COMPOSITE
TOTAL ACADEMIC COMPOSITE

Row Definition

B

proble

e Wechsler Indnadual Achievement Test - Second Edition

-
(WILAT-I) is an indrmdually administered battery which j Post-Comment
P
m-sohing skills across a vanety of areas. =l

rovides a measure of a student’s academic functioning and

Library Statement [ 3 _I Librarv Statements I

Figure 7-21 MET Test Definition Example

DELETE A SPECIAL ED TEST DEFINITION

It is not recommended that Special Ed Test Definitions Categories or Groups (Tests) be deleted.
Rather, they should be Inactivated.

1.
2.

3.

From the Special Ed Test Definitions screen, click on the Category to be inactivated.
Check Inactivate.

Click M The Special Ed Groups and Sub-groups which exist under the selected
Category will no longer be accessible in the MET Report.

If desired, Special Ed Groups and Sub-groups may be inactivated by themselves, by
checking Inactivate on their respective screens.

Special Ed Test Definitions (;
Test Definitions
Bty New Test
b Abiity | Category Definition |
b Achizvement Long Name
!‘ﬁua!-hlm ; My New Test
P Adaptive Behavior
b EmotionalBehaviaral Short Mame View Order
P Other My Test 1
b Speech and Language
P SU Biingual Tests
P Preschool Speech & Language

Figure 7-22 Special Ed Test Definitions ScreenTest Detail View Library Statements
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STANDARDIZED TEST DEFINITIONS

NAVIGATE TO THE STANDARDIZED TEST DEFINITIONS SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

ve 8  Quick Launch

Figure 7-23 Synergy Navigation Tree

iy

2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

3. Under the Synergy SE folder, click on the name NTL or P pointing right next to it. The
triangle will turn green W and point downward.

4. Under the NTL folder, click on the name Standardized Test Definitions. The
Standardized Test Definitions screen opens.

b Synergy SE Vo

——

P Query

b Statt

P Student

P System

P User Preferences
b Synergy SIS

N

Figure 7-24 Navigate to Standardized Test Definitions Screen

@ Synergy SE

UNTL
4| Admin Student Portfolo
_ﬂmrmmm
“|setup
-~
“ al £d Test Definions
# Standardized Test Defintion
| Student Disabaty
“&Iismmmcumwmck
_‘3]swao1-5ocmwma-»g

P Parent

P Query

b Staft

P Student

P System

P User Preferences
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Standardized Test Definition (<]
Test Name:
| Test Definition |
Test Name View Order
| |
Inactive

User Defined Score Label

User Defined Subjects

Graduation Only

Subjects [ agd | @
| Line = Sl
Score Column Names | Add || Show Detail | [
| Line] = =l =
Comments [¥] @

Figure 7-25 Standardized Test Definition Screen

The Standardized Test Definition screen contains the following components:

Test Name

The Test Name is entered in this textbox.

View Order

Controls the view order of the test as it appears in the Synergy SE documents.
Inactive

Rather than deleting the Standardized Tests, it is recommended that they be Inactivated.
Once checked, they will no longer appear in the Synergy SE documents.

User Defined Subjects

Allows the user to add the subject data to the test.
User Defined Score Label

Allows the user to add the Score Label data to the test.
Subject and Score Column Names grid

If User Defined is not selected, the Subject and Score information are entered in this grid.

VIEW EXISTING STANDARDIZED TEST DEFINITIONS

1. From the Standardized Test Definition screen, click ﬁ The Standardized Test

Definition: Find Result screen opens.
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2. Double click the row of the desired Test Definition. The Standardized Test Definition:
Find Result screen closes and the selected Test Definition displays on the Standardized
Test Definition screen.

ADD NEW STANDARDIZED TEST

1. Click a4 |the Standardized Test Definition screen. A new Standardized Test
Definition screen displays.

Standardized Test Definition @

Test Name: My New Test

| Test Definition [
Test Name View Order

Figure 7-26 Standardized Test Definition Add Screen

2. Enter the Test Name and View Order.
3. Click M The screen closes and the new definition displays.
USER DEFINED TEST

Standardized Test Definition [’E

Test Name: My New Test

| Test Definition [

Test Name View Order
|I‘u‘1y MNew Test 6
[~ Inactive

v User Defined Subjects

User Defined Score Label
lTest Level|

Figure 7-27 Standardized Test Definition Screen User Defined Test

1. If the test will be User Defined, check User Defined Subjects.
2. Enter a User Defined Score Label.

3. Click -5 | when complete.

The new test will display to the user in the Standardized Test section of the Synergy SE
documents. Since it has been set up as User Defined, the score label area is set up by the user.

Standardized Test | Hide Detail |O
|Test Grade  TestDate

|| District Assessment v
Terra Nova

A Test Scores Add | @

[ AVS-A = | |
DIBELS [

E My New Test

Figure 7-28 SE Documents User Defined Test Example
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NON-USER DEFINED TEST

If the test is not set up as User Defined, The User Defined Subjects checkbox and Score Label
textbox will be left blank. The Subjects included in this test will be added to the Subject grid.

1. Click | add | on the Subjects bar. A new line is added.
2. Enter the Subject name.
3. Enter the View Order.

Subjects

.:f{ Line Subject Hame View Order
| Reading Total

Figure 7-29 Standardized Test Definition Screen Non-User Defined Test Subjects Grid

Repeat until all subjects have been added.
Click M on the Score Column Names bar to add columns.
Enter Score Name.

Check to use Predefined Values, if appropriate.
Enter View Order.

Click _5= |

10. Click M to add the Predefined Values, for the Score drop-down selection.

© © N o g &

Score Column Names

Predefined Values View Order
3 1

Predefined Values

Falls Far Below Standards
02 Approaches Standards

03 |Meets Standards

04 |Exceeds Standards

Figure 7-30 StandardizedTest Definition Screen Non-User Defined Test Score Column Names Grid

11. Click __adg | on the Predefined Values bar.
12. For each value, enter the Code.

13. Enter a Description.

14. Click _= | when complete.

The new test will display to the user in the Standardized Test section of the Synergy SE
documents. Since it has been set up as User Defined, the score label area is set up by the user.

Standardized Test [ Hide Detail |
Test Grade Test Date
| v
Test Scores @
o[ Subje ofici
Reading
Math Falls Far Below Standards
Written Language Approaches Standards
+j Science Meets Standards
Exceeds Standards

Figure 7-31 SE Documents Standardized Test Definition Example
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DELETE STANDARDIZED TESTS

It is not recommended that Standardized Tests be deleted. Rather, they should be Inactivated.

1. To inactivate, check Inactivate.

2. Click 5 |

Standardized Test Definition

g

Test Name: My New Test

| Test Definition |
Test Name View Order
[My New Test 6

v Inactive |

[+ User Defined Subjects
User Defined Score Label

ITest Level

Figure 7-32 Standardized Test Definition

The test will no longer be visible in the Synergy SE documents Standardized Test grid.
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Chapter Eight:
COMMON
TABLE
LOCATIONS

In this chapter, the following topics are covered:
» Commonly Used Table Locations
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IEI)DOCUMENT TABLE CONTENT LOCATION
GENAZ 01 Areas of Concern Synergy SE*>System>Setup>Lookup Table
Referral Definition>K12.SpecialEd.AZ.Document>Ref (Area) List
Student Evaluation Synergy SE*>System>Setup>Lookup Table
Report>Details Definition>K12.SpecialEd.AZ.Document>Ref Student Eval
List
All Prior Statement Drop-downs Synergy SE>System>Special Education>Document
Written Definition
Notices
GENAZ 06 Additional Data Synergy SE*>System>Setup>Auto Populate,
MET Tab>Evaluation Procedures | AZ>MET>Evaluation Procedure
Additional Data Synergy SE*>System>Setup>Auto Populate,
Tab>Evaluation Procedure AZ>MET>EvaluationProcedureSummary
Summary
Additional Data Synergy SE*>System>Setup>Auto Populate,
Tab>Classroom AZ>MET>ClassroomObservation
Observations
Additional Data Tab>Test Synergy SE*>System>Setup>Auto Populate,
Behavior AZ>MET>TestBehavior
Additional Data Synergy SE>AZ>Special Ed Test Definitions
Tab>Assessment Results
Category and Test
Eligibility Tab>Educational Synergy SE*>System>Setup>Auto Populate,
Needs and AZ>MET>Suspected Disability
Recommendations
Eligibility Synergy SE*>System>Setup>Auto Populate,
Tab>Accommodation AZ>|EP>Accommodations
Category
Eligibility Same as above, but click specific Accommodation
Tab>Accommodation
Category Detail
Eligibility Tab>Assistive Synergy SE*>System>Setup>Auto Populate,
Technology AZ>|EP>AsstTech
Eligibility Tab>Primary and | Synergy SE*>System>Setup>Lookup Table
Secondary Disability Definition>K12.SpecialEd>Disability Code or Disability Code
Ps
GENAZ 12 Cover Tab>Primary and Synergy SE*>System>Setup>Lookup Table
IEP Secondary Disability Definition>K12.SpecialEd>Disability Code or Disability Code
Ps(preschool)
Medical Tab>Health Issues | Synergy SE*>System>Setup>Auto Populate,
AZ>|EP>Healthlssues
PLAAFP Tab>Strengths of Synergy SE*>System>Setup>Auto Populate,
Student AZ>MET>Strength
PLAAFP Tab>Needs as They | Synergy SE*>System>Setup>Auto Populate,
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Affect Learning

AZ>MET>Weakness

PLAAFP Tab>Medicaid
Service Category

Synergy SE*>System>Setup>Auto Populate,
AZ>|EP>MedicaidService

GENAZ 12
IEP

PLAAFP Tab>Medicaid
Service Code

Same as above, but click specific Service

Special Cons. Tab>Assistive
Technology

Synergy SE*>System>Setup>Auto Populate,
AZ>|EP>AsstTech

Goals

Synergy SE>System>Special Education>Goal Library

Supl. Aids and ESY
Tab>Accommodation
Category

Synergy SE*>System>Setup>Auto Populate,
AZ>IEP>Accommodations

Supl. Aids and ESY
Tab>Accommodation

Same as above, but click specific Accommodation

Category Detail

Testing Synergy SE*>System>Setup>Auto Populate,
Tab>Accommodations AZ>|EP>TestAccomm

LRE Tab>Preschool Synergy SE*>System>Setup>Lookup Table Definition>

K12.SpecialEd.AZ.IEP> Lre Preschool

LRE Tab>Elementary and
Secondary

Synergy SE*>System>Setup>Lookup Table Definition>
K12.SpecialEd.AZ.IEP> Lre Elemsec

LRE Tab>Progress in the
General Curriculum

Synergy SE*>System>Setup>Auto Populate,
AZ>|EP>ImpactByDisab

LRE Tab>Potential Harmful
Effects

Synergy SE*>System>Setup>Auto Populate,
AZ>|EP>EffectsOfPIcmnt

Table 11 Common Table Locations
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INDEX

Assessment Results, 41
Business Object, 41
Caution, v, 16, 43
Delete Button, 42, 43
Disability Code, 19
e-mail, 10

IEP, 17, 18, 19, 23, 42, 49, 54, 56, 58, 59,
61, 81, 84

LDAP, 10

Least Restrictive Environment, 19
Medicaid, 18

MET Report, 39, 41, 61

Mouseover, 35, 41

Navigation, 13, 15, 27, 31, 34, 36, 38, 52,
61, 69, 79, 82, 95, 97

Navigation Tree, 13, 27, 52, 61
Note, v
Portfolio, 54, 56, 58

Process Documents, 43, 48, 50, 51, 54, 57,
58

Process Movement, 58, 59
Processes, 8, 48, 49, 52
Reference, v

Refresh, 46

Roles, 31, 32, 37

SAIS, 19

Services, 18, 19

Team, 27, 28, 31, 33, 35, 49
Tip, v

Transfer Process, 23
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