Special Ed Documents on Portal

Last Modified on 03/11/2024 8:46 am CDT

Draft Plans | Edit Draft Plans | Lock Draft Plans | Other Locked Special Ed Documents

Classic View: Student Information > Special Ed > General > Documents

Search Terms: Special Ed Documents

Special Ed Documents can be set up to allow parents/guardians and students to view the student's
Plan(s), Evaluation(s), Progress Report(s), and Prior Written Notice(s) (Ohio only) on the Campus
Parent and Campus Student Portal. Nevada users have additional Portal functionality for
electronically signing plans.

Draft Plans

The following conditions must happen in order for draft Plans to display on Portal:

Step

1. The Portal
Preferences, Special
Education Plan AND
Draft Special Ed
Plans, are marked.

Navigation

System
Administration >
Portal > Preferences
> Display Options

Note: Portal
preferences are
set by school.
See the Portal
Preferences
Display Options
documentation
for additional
information.
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s Tool
Note: | nis is enabled, the Report Cards, Transcripts and configured Schedule reports display in the Documents ool
if Publish to Portal s selected in the Report Preferences

Reports and Plans

Academic Progress.

Default Student Schedule
Personal | Learning Plan

ation Plan

® Special Education Other Documents
Custom Modules @
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Personal Learning Plan

[ Response to Intervention
Special Education

Draft Special Education Plan Portal Preference
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Step

2. The user has the
Read right to the
Publish Draft to
Portal tool right.

3. The user publishes
the draft plan by
clicking

the Publish/Remove
Draft button on the
Special Ed Documents
tool.

A warning displays:
"This document is
unlocked and will be
sent to Portal with the

Navigation

Student Information
> Special Ed >
General >
Documents > Plan >
Publish Draft to
Portal

Student Information
> Special Ed >
General >
Documents >
Publish/Remove Draft

draft watermark on each

page." Click Ok to

publish or Cancel to go

back.
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Publish Draft to Portal Tool Right

Open n Lock/Unlock Copy
New Document E Upload Document

Documents List
=[] 2020-2021 (3)
=[] Plans (. 3)

9,0 Amend  [{x} Delete

Publish/Remove Draft

ﬂ Print

) Campus Default IEP (With PLAAFP) (D1f16f2021 uma/auzn [Copied 1)

&) Campus Default IEP (With PLAAFP) (01/16/2020-01/14/2021) (Copied Original)
) 2019-2020 (1)
5y 2014-2015 (1)
) 20132014 (1)

Publish/Remove Draft Button
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Step Navigation Image
Click to Enlarge

4. The Document Detail = Student Information —

. . . Portal: Draft Published 05/26/2021 12:42:23

indicates that the plan > Special Ed > Locked: No Ty

. Date: 01/25/2021 - 01/24/2022

"Draft Published." A General > Craated Date: 05/26/2021 12:31:16 Created By: Administrator, Demo
Last Modified Date' 05/26/2021 12:42:22 Modified By: Administrator, Demo

paper and checkmark Documents >

icon displays next to the = Document Detail Draft Published Document Detail

plan name on the
Documents list.

5. The Parent/Guardian Portal > Documents —

and Student will see the > Special Education

Plan with "Draft" in the EES'EEE:E,‘EZ’,‘QEZ”“‘“"”"““’

name of the Plan and a s D e L]

Draft watermark when ot A

they select the ot

document. Draft Plan

Campus IEP Page |
Individualized Education Program
Plainview School
123 Main Stecet
Metro City, MN 55555
(763)555-5555
Student Information
Student Name: Dyl Vicor Abega DOB: 09/1572003 Stndent Number: 177900007

Address: 4321 109th Avé NE, Blaine, MN 55449 District of Residence:
School of Attendanc o Grade: 11 Gender: M [ Race (Edhnicity Codey: Hispanic

Guardian

Work Phonc
(763)555-0198

Relationship to Student
Father

‘lms)sss-nm

Gl Phone
(763)555-0197

Abege, Millie
il

Paren(Twoinfinitecampus.com

[Sreet Address, City, State, Zip
4321 109th Ave NE Blaine, MN 55449

Fareat's Guardian's Name
Ruger, Maria
il

[Street Address, City, State, Zip
9876 Maple Street Blaine, MN 55449

Plan Information
Meeting Date: 01/11/2021 Start Date: 01/252021 | End Date: 012472022 | Evaluation Date: 10/09/2013

Draft Watermark Plan

Edit Draft Plans

If a Plan has been sent to the Portal and changes need to be made, it must be removed from the
Portal first:
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Step

1. Select the Draft Plan and
click Publish/Remove Draft.

A warning displays: "This document is
already displayed on Portal. Selecting Ok
will remove it from Portal."

2. The Document Detail indicates that the
plan "Draft Removed." A paper icon
displays next to the plan name on the
Documents list.

Lock Draft Plans

Image
Click to Enlarge

Open n Lock/Unlock m Copy
New Document E Upload Documen
|

Documents List
=1 (] 2020-2021 (3)
= Plans (3}

BN Campus Default IEP (Wi ) (01/25 01/
[ Campus Default |EP (With PLAAFP) (01/16/2021-01/15/2022) (Copied 1)
! ' @By Campus Default IEP (With PLAAFP) (01/16/2020-01/14/2021) (Copied Original)

- () 2018-2020 (1)

) 2014-2015 (1)

-8 2013-2014 (1)

Remove Draft Plan

Document Detail
Portal: Draft Removed 05/26/2021 13:45:26

Locked: No Type:
Date: 01/25/2021 - 01/24/2022

Created Date: 05/26/2021 12:31:16

Last Modified Date: 05/26/2021 13:45:25

Created By: Administrator, Demo
Modified By: Administrator, Demo

Draft Removed Document Detail

If a user would like to lock a plan that has been sent to Portal:

Step

Image
Click to Enlarge
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Step Image

Click to Enlarge
1l SeleCt the Plan' then C“Ck Open ﬂ Lock/Unlock Copy Amend Delete EPnnt
LOCK/U n IOCk' New Document Upload Document Publish/Remove Draft

Documents List
=[] 2020-2021 (3)
[=1-(] Plans (3)
i Eb [Campus Default IEP (With PLAAFP) (01/25/2021-01/24/2022)
-8y Campus Default IEP (With PLAAFP) (01/16/2021-01/15/2022) (Copied 1)

A warning displays: "A draft document is
currently on Portal. Locking this

. Ea Campus Default IEP (With PLAAFP) (01/16/2020-01/14/2021) (Copied Criginal
document will replace the draft document 1 L ‘ . e
with this locked one. L G

- {8y 2013-2014 (1)

You will not be able to make additional
changes unless you have Unlock Rights.
Click OK to proceed or Cancel to go back."

Lock Draft Plans

2. The Document Detail indicates that the

plan is "Locked Published." A padlock icon L"M:'ﬁcked Published 0512612021 13:49:35
0CKed: Yes

Document Detail

. Type:
displays next to the plan name on the Date: 01/25/2021 - 01/24/2022

. Created Date: 05/26/2021 12:31:16 Created By: Administrator, Demo
Documents list. Last Modified Date: 05/26/2021 13:49:35 Modified By: Administrator, Demo

Locked Published Document Detail

Other Locked Special Ed Documents

The following conditions must happen in order for a locked Special Ed documents to display on
Portal:
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Step

1. For Plans: the Portal
Preference, Special

Education Plan, is marked.

2. For Evaluations,
Progress Reports, and
Prior Written Notices
(OH Only): the Portal
Preference, Special
Education Other
Documents, is marked.

Navigation

System Administration >
Portal > Preferences >
Display Options

System Administration >
Portal > Preferences >
Display Options

Image

Click to Enlarge

Documents

Special Education

in the Documents tool

Special Education Plan Portal

Preference

a2

Documents

Enable Documents Tool

Note If D
ifPubi

in the Documents tool

Special Education Other Documents

Portal Preference

Parent(s)/Guardian(s) and the student must have a valid Portal account in order to receive
locked Special Ed documents. See the Portal Setup (Admin) documentation for additional
information on how to set up a Portal account.
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