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eSIS Start Screen 
To access the Special Education module, click on the ABC icon from the eSIS Start Screen.  You can 
either query your student from the eSIS Start Screen or wait until you enter the Special Education 
module. 
 

 

Special Education Start Screen 
 

 
 

From the eSIS 
Start Screen, click 
on the ABC button 
to access the 
Special Education 
Advanced Module 

Click on the 
Main menu 
option to 
see your list 
of options. 
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Special Education Main Menu  

Menu Path- eSIS > ABC Icon > ‘Main’ drop down Menu 
The Special Education Main Menu options are shown below.  The circled menu options are the ones 
that you will use the most.  
 
In addition, the block of options below which begins with Student Attendance and ends with Program 
Assignments will be useful when looking up general information on your students.  
 

 

 
 
The next few pages of this document will focus on the major areas that you will use during the roll-out 
phase of the Special Education Advanced Module.  In the 2009-2010 School Year we will  implement 
the IEP Writer and additional parts of this module.  At that point we will provide additional training 
sessions on how to use the entire Special Education module.   

These 7 
menu 
options will 
allow you  
to look at 
the 
student’s 
general 
eSIS 
information. 

The circled Special Education 
Advanced ‘menu’ options are 
the ones you will use the most. 
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Special Education Advanced Processes Defined 
There are six distinct processes that will be tracked in the Special Education Advanced module.  The 
processes and the information are briefly described below. 
 

Referral includes all relevant information in regards to a student being referred for possible 
Special Education services.   
 
Student Review includes all the processes that occur in between the referral and the 
evaluation phases.  The decision date and the team decision on whether or not the student 
should be evaluated will be tracked in the Student Review screens.  This is also where the 
information will be tracked if the student is not evaluated due to not receiving consent from 
their Parent/Guardian. 
 
Notifications/Consents and other student forms will be entered in the Notification and Forms 
screen.    
 
Student Eligibility Determination tracking includes the information in regards to a student’s 
initial evaluation and re-evaluations.  A new record will be generated every time a student’s 
eligibility changes.   
 
Student IEP includes tracking all the IEP dates, services, and other miscellaneous IEP 
information.  When a student’s IEP is revised, an IEP amendment is created. A new IEP will 
be created when the student receives their annual review.  
 
Discontinued Eligiblities/Withdrawn Student will track the withdrawal date and reason 
information when a student discontinues their eligibility due to various reasons including a 
handicapping code change, when the student meets their goals, or when their parents request 
the student no longer receive IEP services.   
 

This training manual will assist you in how to access these screens and find the information for each 
process.   
 
Important Note:  There are two ways to access Special Education student information.  One way is to 
access the menu options from the Main Menu which is shown on page 4 of this document.  The other 
way is to click on the Historical Info Main Menu option which will display the screen as shown on page 
6. Highlight the particular process you would like to view and click the ‘view’ button. The system will 
take you to the form you requested. Through trial and error, you will decide whether accessing the 
student’s information via the Main Menu options or Historical Information works best for you.  
Alternatively, you may find that you like using both ways depending on your tasks at the time. 
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Historical Student Information 

Menu Path- Special Education ‘Main’ menu > Historical Information 
The Historical screen lists both past and current information about Special Education processes  and 
any notifications/documents which have occurred for each student.  It also lists the ‘Status’ for each 
process.  Most processes and notifications/documents will show a status of ‘open’ during this roll-out 
phase of the project.  However, for processes such as Eligibility Determination and IEP, when the 
status is ‘open’ then that process has not been completed or ‘Finalized.’  In order for a student to count 
on the P223H Monthly Enrollment count, both the Eligibility Determination and IEP processes need to 
be finalized.   
 

 
 
 
Click the ‘View’ button to see processes such as Eligibility Determination or IEP in detail.  However, in 
order to see a notification/document such as the Received Referral/SE-53 Documentation date, you 
will need to use the door at the bottom right hand corner of the screen to go back to the Main Menu 
and click on the Notifications and Forms menu option.  Note that the ‘Date Created’ which displays in 
the first column of the Historical Information screen is the date that the data was entered, not the 
actual date of the notification or process.   

Current and historical 
processes and 
notifications/consents 
display here.   
 
To view a process, 
highlight the record 
and click the ‘view’ 
button. 

The ‘Date 
Created’ is the 
date the data 
was entered 
into eSIS, not 
the date the 
process was 
completed. 
 

To return to the main 
menu, click on the exit 
door  icon. 
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Notifications/Consents Process 

Menu Path- Special Education ‘Main’ menu > Notifications and Forms 
The Notifications and Forms screen tracks Parent Invitations, requests for Assessments and various 
other types of documents that may be used in Special Education to receive information or 
permissions.   
 

 

This screen tracks the 
type of document which 
was sent.  On particular 
‘consent’ documents, it 
also tracks whether or 
not the Parent/Guardian 
gave their consent or not 
(either Date Accepted or 
Date Refused.)   
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Student Review Process 

Menu Path- Special Education ‘Main’ menu > Student Reviews 
The Student Review screen includes all the processes that occur in between the referral and the 
evaluation phase. The decision date and the team’s decision on whether the student should be 
evaluated will be tracked in the Outcome tab (see page 9.) This is also where the information will be 
tracked if the student is not evaluated due to not receiving consent from their Parent/Guardian. 
 

 

 

Menu Path- Special Education ‘Main’ menu > Student Reviews > Basic Info tab 
 

 

The Review Date 
reflects the date that 
the Team Decision 
was made on whether 
or not to evaluate the 
student. 

To access 
a student’s 
‘Review’ 
information, 
highlight 
the record 
and click 
the ‘View 
Modify’ 
icon. 
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Menu Path- Special Education ‘Main’ menu > Student Reviews > Participant tab 
 

 

 

Menu Path- Special Education ‘Main’ menu > Student Reviews > Outcome tab 
 

 

This field 
displays the 
student’s 
Evaluation 
Case 
Manager.   

If the team decided not 
to evaluate, or the 
Parent did not give 
consent, then an 
appropriate 
discontinuation code 
would be chosen for the 
‘Outcome’ field and the 
discontinuation date 
would be entered in the 
‘Next Follow Up Date’ 
field. 

The 
‘Outcome’ 
field tracks 
the Team’s 
decision on 
whether to 
evaluate.   
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Student Eligibility Determination Process 

Menu Path- Special Education ‘Main’ menu > Eligibility Determination 
The Eligibility Determination screens displays a student’s initial evaluation and any subsequent re-
evaluation information. 
 

 
 

Menu Path- Special Education ‘Main’ menu > Eligibility Determination > Basic Info Tab 
Click the ‘View Details’ icon to view a screen with eight tabs. The tabs you will access the most are 
Basic Info, Decisions, and Needs. 
 

 
 

Highlight a 
‘Disability 
Category’ 
and click 
the ‘View 
Details’ icon 
to view a 
student’s 
eligibility. 

 
The Eligibility Report 
Start Date is the 
student’s Evaluation 
Date.   
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Menu Path- Special Education ‘Main’ menu > Eligibility Determination > Decisions Tab 
The Decisions Tab displays the student’s Evaluation Date (Determination Date), Re-evaluation Date 
and the student’s Eligibility code(s). Other fields on this screen will not be used during this phase of 
the project.  

 

 

Menu Path- Special Education ‘Main’ menu > Eligibility Determination > Needs Tab 
 

 
 

New Eligibility 
notes and previous 
Sped Lite 
Important Dates 
narrative  are now 
located on the 
Needs tab in 
SPED Advanced.   
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Student IEP Process 

Menu Path- Special Education ‘Main’ menu > IEP/Services Plans  
Click the IEP/Service Plan Summary option from the main menu to view current and historical 
information pertaining to a student’s IEP. Highlight an IEP/Service Plan Summary record and click the 
‘View Details’ icon to view more information about the selected IEP.     
 

 
 

Menu Path- Special Education ‘Main’ menu > IEP/Services Plans > Basic Info Tab 
After clicking the ‘View Details’ icon, a screen with 13 tabs will display, starting with the Basic Info tab 
shown below.  There are additional tabs after the IEP Team tab that you can access by clicking on the 
arrow.  However, the tabs which you will be accessing the most during this roll-out phase include the 
Basic Info, Parents/Guardian, PLOP/Goal, Services 1, LRE and Testing.   
 

 

Highlight 
the 
record 
you wish 
to view, 
and click 
the 
‘View 
Details’ 
icon. 

TABS to the right 
of ‘IEP Team’ are 
shown below. 
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Menu Path- Special Education ‘Main’ menu > IEP/Services Plans > Parents/Guardian Tab 
 The Parents/Guardian tab reflects information keyed by the student’s home school in core eSIS.     
 

  

 

Menu Path- Special Education ‘Main’ menu > IEP/Services Plans > Services 1 Tab 
The IEP Services 1 Tab looks a lot like the Special Education Related Services tab you are used to 
accessing.  We have added two new columns; Specially Designed Instruction and Loc (for location) 
and the minutes per week calculations at the bottom of the screen.  These new fields will not be used 
until we begin with the IEP Writer phase of the project. 
 

 
 

Additional 
Parent/Guardian 
information is 
available when 
the scroll bar is 
not completely 
filled in.   

Please note that when a student ‘exits’ 
from a service, the Frequency column 
will display the word EXIT.  The Exit 
Date and Exit Reason information will 
still be in the fields located above. 
Scroll to the right to see that 
information. 
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Menu Path- Special Education ‘Main’ menu > IEP/Services Plans > Services 2 Tab 
The IEP Services 2 tab displays the Related Services and Supplementary Aids and Services for your 
student.  Special Education Lite did not track the minutes provided for Supplementary Aids and 
Services. A zero will display in the minutes column for records converted to Special Education 
Advanced. 
 

 
 

Menu Path- Special Education ‘Main’ menu > IEP/Services Plans > LRE Tab 
The fields at the top of LRE Tab are identical to the LRE tab used in Special Education Lite.  The 
additional fields on this screen will be used during the IEP Writer phase of this project. 
 

 

These are the only 
LRE fields used 
during the roll-out 
phase of SPED 
Advanced. 

Related 
Services will 
display here. 
 
Supplementary 
Aids and 
Services will 
display here.  
All converted 
records will 
display as zero 
minutes. 
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Discontinued Eligibilities/Withdrawn Student Process 

Menu Path- Special Education ‘Main’ menu > Eligibility Determination  

 
 

Menu Path- Special Education ‘Main’ menu > Eligibility Determination > Basic Info Tab 
The SPED - Eligibility Determination screen (above) does not have a specific field to track a student’s 
Withdraw Date and Withdraw Code.  This important information will be tracked on the Eligibility 
Determination Basic Info Tab (below.)  The ‘Level’ field contains the student’s Withdraw code and the 
‘Formal Referral Date’ displays the student’s Withdraw Date.  The names of this withdraw fields will be 
changed to match their actual usage in a future enhancement to the Special Education module.   

 

 

Highlight 
the record 
you wish 
to view, 
and click 
the ‘View 
Details’ 
icon. 

The ‘Level’ field 
displays the 
student’s Withdraw 
Code. 
 
 Field name will 
change with future 
enhancements to 
SPED Advanced.

‘Formal Referral 
Date’ displays the 
student’s Withdraw 
Date. 
 
 Field name will 
change with future 
enhancements to 
SPED Advanced. 


