
S T U D E N T  S C R E E N  

Admin Session 3: 



Student Screen 

  The Student screen in E-Com is where most of the work gets done – 
and therefore it is jammed packed with information. 

  Today, we’re mostly going to talk about the information on the 
Placement and the Special tabs. 

  We’ll also cover the student “Active Program” and “Active” checkboxes, 
what each is used for, and how they can help you. 

  We’ll talk about the process of adding a new student record. 

  Then we’ll briefly hit merging two student records, and deleting student 
records, and why you’d want to do one rather than the other. 

  There should be plenty of time for questions and troubleshooting tips. 



The Student Placement Tab 

  In E-Com, the Placement tab is where the main historical 
records for the student are kept (outside of their assigned 
forms and batches). 

  Here you can see the current areas of service, any historical 
areas of service that have been archived, the program 
history, and the projected placement. 

  Generally speaking, the only access regular staff have to this 
tab is the ability to assign areas of service via a 4.5 or 4.51 
form. Anything else needs to be done at the administrator 
level. 



Placement Tab: Areas of Service 

  If a new 4.5/4.51 form is added to the student record, the areas will blank automatically 
until new ones are added on the new 4.5/4.51 form. If the form is deleted, the areas of 
service from the previous 4.5 form will reappear. 

  An error message will display if the areas listed are different from the ones selected on 
the current IEP goals and objectives forms. 

  Areas of Service are added to the student record 
automatically if staff use form 4.5 or 4.51 and add areas 
on page 4.  

  Note: The form must be marked as being a “Team Eval with 
Areas of Service” in the Form Detail screen in order for this 
to work correctly. 

  Areas of Service may also be added manually by admin 
staff using the “Add Area” button on the Placement 
tab. 



Placement Tab: History 

  Areas may be archived manually 
by Admin staff.  

  Use the green “Delete & Archive” 
button to move areas to the 
“History” section below the Areas 
of Service section 

  You may also delete them by 
clicking the red ‘X’ on the same 
line as the area you wish to 
remove. 



Placement Tab: Programs 

  The Placement tab also keeps  
track of the student’s Program  
history.  

  Some districts use E-Com to track  
their 504 students as well as their Special Ed students, and they can 
be differentiated in this section.  

  For most districts, this simply provides a location where staff can 
keep track of when students enter and exit the SpEd program. 

  If your district uses the student update, and admin staff do not add a 
program record manually, one will be added automatically, using 
the IEP date, when the student is marked as active in Skyward. 



Placement Tab: Program 

  The Active Program checkbox on the Student screen checks once 
a start date has been entered in the program record. It means 
that this student is receiving services from the program listed. 

  The checkbox is a good way to double-check your students’ 
status.  

  In order to keep the “Active Program” list up to date, you must 
manually exit students who are no longer receiving services.  

  Enter a past or current date in the end date field to inactivate the 
program checkbox. 

  This automatically deactivates the student’s Active status as well. 



Placement Tab: Projected Placement 

  The Projected Placement  
portion of the Placement tab  
is used for transitioning  
students from one building to  
another. It is currently limited to buildings within the same 
district.  

  You can do a Find and run a Projected Placement report for each 
school, or you can go to the School screen, and see the projected 
student names there. 

  Note: The Projected Placement button on the School screen does 
not work at this time. You can see the list of students projected to 
be in that school on the School screen, but you can’t print it from 
there. 



Special Tab: Section 1 

  The first section of the Special tab contains fields that show 
the age of the student as of the Federal and State count 
dates, as calculated using the dates entered in your district’s 
preferences. (Note: Some districts may not have access to 
these preferences; most do, however.) 

  It also shows the projected graduation date and the class 
year. If you use the student update from WesPAC, the 
graduation date will come from the update. 

Age on Special Tab Date Settings in Admin Prefs 



Special Tab: LRE Code 

  If your district uses the 14.1 form for your summary matrix, the LRE 
code section of the student’s Special tab will auto-calculate the LRE 
from the most recent 14.1 form. 

  In order for the LRE settings to correctly calculate, the 14.1 form must 
have minutes of service, the location of those services, and the LRE 
setting filled in.  

  In addition, the IEP date on the 14.1 form must match the IEP date on 
the student record. 

  Once that is done, the LRE code on the Special tab should auto-fill with 
the code that is correct for the current date. 

  This auto-calculated LRE code may be overwritten using the LRE 
Exception Code field.  



Special Tab 

LRE Code on Special Tab 

Percentage calculated on 14.1 form, bottom of page 1 

LRE Setting from 14.1 form, bottom of page 2 

Note: The “LRE Program” field 
on the Special tab should only be 
entered for students aged 3-5 



Special Tab: Eval/IEP Dates 

  Current and Next Eval & IEP date fields appear on the Special tab and 
are also displayed on the Student Information section on the Student 
Screen.   

  Revisions made to dates on either screen will update dates on the other.   

  Conforming to state and federal standards, the Next IEP and Next 
Eval fields default to 1 or 3 years minus a day (respectively) from the 
current date set. 

  To override the default date for the next Eval or IEP, enter the desired 
date in the respective “Exception Date” field. 

  Adding an Exception Date will also modify its respective Next/Due field 
entry. 

  There are also date fields for IEP Due Dates and Extension Dates.  



Special Tab: Referral & Other Dates 

  Also available on the Special tab are fields that allow you to 
keep a more complete history of actions regarding the 
student, including referral dates and reasons, parental 
consent, eligibility information, and the like.  

  You may also include information on extensions and 
addendums. Newer versions of E-Com may also have an 
IEP meeting date field. 



Special Tab: Medicaid 

  The Special tab is also where you note whether a 
student is eligible for Medicaid. 

  If you click the “Yes” radio button next to Med. 
Eligibility, the student record will be marked with a red 
header. 

  You can also keep track of the Medicaid verification, 
consent, and consent expiration dates in this section. 



Special Tab: Other Fields 

  Other fields have been added to the Special tab at the request of some 
districts, or for the use of Portage Bay staff. 

  Those fields for district use include Roster and Transportation notes, 
and the “Template for:” field, as well as the various checkboxes for 
things like adult student, interpreter or surrogate needed, etc. 

  The “Template for:” field will tell you if this student record is being used 
by a staff member as a template student. 

  Resident & Serving Districts are set by the Home School and Serving 
School assignments to the left side of the student screen. 

  The other fields on the Special tab are not used by district staff very 
often, but they can tell you when and by whom the student record was 
created and last modified. 



Adding Student Records 

  The recommended method for adding a new student: 
  Create the new student record by clicking the green “New” button under 

“Actions” on the left-hand side of the Student screen.  

  If you use the student update, enter the SSID or student number to populate the 
student data fields. 

  If you have assigned a case manager or evaluator, click the Active checkbox at the 
top of the record. This makes the student record visible to their assigned staff on 
the Staff screen. 

  If you use the student update, go to the Special tab and enter a referral date. This 
will allow the student record to remain active for 45 days in E-Com, even if they 
are not yet active in Skyward. 

  You may add a program entry now, as well, with referral date and, if known, 
parent consent date. The program checkbox will not check until an start date has 
been assigned. 



Exiting Students 

  Once a student has left the program for any reason, you should exit 
them on the Special tab, by adding an end date to their program history 
record. You may also select an exit code and write a brief note, if you 
choose. 

  Once you enter an end date, both the Active checkbox and the Program 
checkbox on the student screen should uncheck.  

  Consider locking all batches at this time, to prevent accidental changes. 

  The student record will remain in E-Com, along with all the forms and 
batches. It will no longer be visible on an assigned staff member’s 
screen unless they uncheck the “Active Only” checkbox there. This 
allows them to see all students assigned to them, past and present, 
active or not. 



Merge Students 

  Sometimes you may find two student records with the same 
name.  

  First, check them over carefully to verify that they are 
actually for the same student. It may be that a staff person 
has accidentally overwritten a student name. 
  Look at the SSID or student number, the parent names, etc.  

  If the records are for different students, and your district uses the 
student update, you can delete and retype the last digit of the student 
number or SSID on the incorrect record. This should refresh the 
record and replace the proper name. 

  If both records are for the same student, you can merge 
them. 



Merge Students 

  In order to merge student records, you should do a find so that you have 
both records as a result. A merge will not work with more than two records. 

  Check the records over and decide which one you want to keep.  
  If one has “Other Documents” attached, you may want to keep that record, as those are not 

currently included in the merge process. 

  Mark the record you want to keep as active and the other as inactive, using 
the Active checkbox at the top of the screen (not the Active program 
checkbox). 

  Go to the menu labeled “Admin” and select “Merge Students.” Click Yes to 
complete the merge. 

  Placement areas may need to be updated once the merge is complete. 



Deleting Student Records 

  The circumstances under which you would delete a student record do not 
occur very often. It is usually better to merge records if you find duplicates, 
rather than deleting them. 

  While you do not lose forms and batches, you may lose other historical 
information for that student if you delete the record. 

  However, it does occur that a student may be in a district for such a brief 
time that there is no history to lose, and in that case, you may want to 
delete the record. 
  Do a find for the student whose record you want to delete. 

  From that record, go up to the menu labeled “Records” and select “Delete Record” from the 
drop-down.  

  The record will be deleted, and will disappear from all staff records. 

  Note: If you need to reenter this student into E-Com in the future with the same student 
number or SSID, you will need to contact Portage Bay Solutions. 


