EdPlan: Locate and Create Progress Reports “HOW TO”

1. Log in to EdPlan
2. Select Wizards from toolbar
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3.  Select Progress Report Wizard
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4. After selecting Progress Report Wizard, a new window opens. See below snapshot.
5. Select the month in the Reporting Period 

6. Select Students who will need a progress report

7. Select  “Continue”
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This wizard will guide you through generating Progress Reports for your Students

Please be sure to select the correct Reporting Period

« Select the Students for whom you would lie to update status and/or generate Progress Reports

« Students that do not have a currently valid final IEP / ISP / IFSP will not show in this list

« Students who transferred into this school system with events but without detailed historical information
may show as having a current IEP / ISP / IFSP, but will also not appear below and will need a new IEP /
ISP /IFSP before a Progress Report can be created.
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8. The Progress Report will be generated.

9. Choose from dropdown menu in Status.

10. Add narrative, which should include data.

11. If Starting % and Target % was added to the IEP, then complete the Current % to fill in the graph. The graph will be produced on the progress report.

12. Person who updated and date of the update will appear in the final column.
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Progress Report for Ashley Test (2010-2011 - March) (Student 1 of 3)

Annual Goal: By December 2011, Ashley wil retell and summarize the main ideas and relevant details of grade level appropriate narrative, informational, and functional text to a target of 6.0 on the Brigance.
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13. At the bottom of the progress report page choose one of the selections:
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14. After all progress reports have been created for a caseload, select MAIN MENU.

15. Go to a. MY ACCOUNT, select b. MY DOCS from the dropdown.
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Documents for Students of
This page lists documents you've created, or that were created by someone else for Students for whom you aref < 13.  Atthe bottom of the progress report page choose one of the selections:

(including draft documents that have not expired), or a subset of those documents if the search page was us

Wizard. This page appears immediately after running the Progress Report Wizard, and can always be access

menu above. To print a document, click on the "Document Type" entry in the list, then use the printer icon that ap
‘above the document itself.

My Docs
Reports Inbox

DateCreated  Created By Student Batch Document Year/ReportPd  Status

03/29/2016  David Testuser  Katherine Test ¥/ Progress Report (20152016 - March) ~ PDF  2015-2016/March ~ Final (e g e v o v

03/29/2016  David Testuser  Stephanie Test ¥ Progress Report (20152016 - March) ~ PDF  2015-2016/ March ~ Final

03/29/2016 David Testuser ~ Scott Test 2 K4 Progress Report (2015-2016 - March] PDF  2015-2016/March  Final
03/29/2016 David Testuser David Test v Progress Report (2015-2016 - March] PDF  2015-2016/March  Final 14. After progress reports have been created for a caseload, select MAIN MENU.
o | arreneem | Beie O | imieLetier or il 15.  Select When the BATCH of Progress Reports is created, each student’s progress report will be listed.
03/15/2016  Anne Defever David Test ( MET Process Doc PDF (Draft)
03/04/2016  Anne Defever Scott Test 2 ( REED PDF (Draft)
03/04/2016  Anne Defever Scott Test 2 ( MI-REED-Notice PDF (Draft) Documei r stude avid Testuser
X Jear tndiuding. ;z:‘ Gocumants matnave not e, o .;’3’2?:2‘:." Fimo soarcn Da06 was used of § coming rom he brogress

(ZZEEND | AriErSni | BEEst L 85 Execuive Summary (FEF =T Duton i e manu avore. Ta o ;";’:;,?.?:7;15‘.&' e o e it em use e Biote 1on ey S5pears inth tootbar
02/04/2016  Andrew Smith David Test ( B5 Executive Summary PDF Final N

[ateCreated [ Createady || stugent |[satcn Document [ YeartReportpo |[Statua
12102015 AncrewSmith  StephameTest (| B5 Executive Summa - - 012012011 || Davia Testuser | Ashiey Test || oL || Prosrass Repan 2010-2011 e 11| POF || 20102011 1maren || Finar

S s 91292011 D Teswaor [ Davo Dawa Test | 2 || Erostass Repon ot02011 8 0] or | 2010207 rwaren | v
09/15/2015 Emily Lougheed  David Test ( Invite Letter PDF Final 4212010 T naa Tasnisar [ ashiay Tast ISl e roarann Ranot 20102011 R 21l ene 120102011 /0ctonar 1| Finas |
09152015 RoxanneKudwa Ned Teststudent () Invite Letter PDF Fr - 16.  Ifyou selecta student’s progress report, it will open a page of the document.
08/26/2015  Anne Defever David Test ( Reevaluation IEP PDF Final
08/26/2015  Anne Defever David Test ( IEP. One Time Consent Notice PDF Final
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08/26/2015  Anne Defever David Test ( MI-IEPNotice PDF Final 2
08/25/2015 Emily Lougheed  David Test ( REED PDF Final
08/25/2015 Emily Lougheed  David Test ( Invite Letter PDF Final
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16. A list of the most recent documents will appear. Check student reports for printing.  Go to bottom of page and select VIEW DOCUMENT BATCH.
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This page lists documents you've created, or that were created by someone else for Students for whom you are the Case Manager, within the past year
(including draft documents that have not expired), or a subset of those documents if the search page was used or if coming from the Progress Report
Wizard. This page appears immedately after running the Progress Report Wizard, and can always be accessed by using the "My Docs” button in the

menu above. To print a document, click on the "Document Type" entry in the list, then use the printer icon that appears in the toolbar that appears directly

above the document itself.
03/29/2016  David Testuser  Katherine Test Progress Report (20152016 - March) 20152016/ March ~Fi
03/29/2016  David Testuser  Stephanie Test ¥ Progress Report (20152016 - March) ~ PDF  2015-2016/ March ~ Final

03/29/2016  David Testuser ~ Scott Test 2 ¥/ Progress Report (20152016 - March) ~ PDF  2015-2016/ March ~ Final
03/29/2016  David Testuser ~ David Test ¥ Progress Report (20152016 - March) ~ PDF  2015-2016/ March ~ Final
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17. The documents selected will appear as a PDF.  The case manager will be able to print all the documents at the same time. In the snapshot above, 4 student’s progress notes were selected. Notice in the example below there are 6 pages available to print. This prevents the case manager from having to print each document from the individual student’s document folder. In this example, the printer icon is in the upper right hand corner.
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Another way:
18. A case manager could go into an individual student’s document folder and print the progress report created. 
2. Wizards





3. Progress Report Wizard





7.  Continue





6.  Select Students





5.  Reporting Period
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