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E D I T I N G  V A L U E S  

Admin Session 5: 



Forms & Batches 

  District admins are in charge of activating the forms 
for their district, and of creating and updating 
batches. 

  There are a variety of forms available for IEPs, 
evaluations, and other actions, some in multiple 
formats. All of the state model forms are available in 
E-Com. 

  There is no restriction on the number of batches you 
may have – just remember, if you activate new forms 
or deactivate old ones, you must update the batches 
individually. 



Forms 

  Go to the Form screen by clicking the pink Form 
button. 

  You can find active forms or all forms by selecting 
one of the two green ‘Actions…’ buttons. 

  You may also search for specific forms using the Find 
button. 
  Search options include long name, short name, and text in the 

‘Purpose/Notes’ field in addition to form number and form 
owner. 



Forms 

  Active forms are noted  
with an ‘x’ in the  
Active checkbox. 

  State model forms are noted with ‘SMF’ in their long 
form name. 

  If you click on the triangle in front of a form with 
‘SMF’ in the name, you get the form detail screen. 

  Here you can see which state model form it is, along 
with other information. 



Form Detail Screen 

  The form detail screen all sorts of valuable 
information; there is also room there for you to make 
notes. 

  If the form is a state model form,  
the state model form number will  
be entered here. 

  Note: state model form numbers are frequently very 
different from E-Com form numbers. 



Form Detail Screen, cont. 

  If you use district forms, you may  
need to check the following boxes: 
  IEP Date Warning: Shows a warning if the  

form’s IEP date doesn’t match the student’s  
current IEP date. IEP cover forms use this setting. 

  Leave unlocked when batch is locked: This box is for forms 
that may still need to be edited after the batch is locked. 
Progress reports (13.x) are currently the only forms with this 
box checked. 

  Team Eval with Areas of Service: If you are using form 4.5 or 
4.51, this box should be checked. If it is not, areas of service 
listed on the form will not populate to the student record.  



Form Detail Screen Tabs 

  The form detail screen has two tabs, the Details tab 
and the Default/Required Fields tab. 

  The Details tab has fields for form purpose and form 
help. 
  Text in the form purpose field is visible on the form list. If you 

allow staff in your district to view the form list, they can see 
this text. 

  Text in the form help field is visible to all staff when they select 
“E-Com Form Help” from the Help menu while on that form. 

  Any value lists that the form contains are also shown 
on the Details tab. These must be edited from the 
form, however. 



Form Detail Screen Tabs 

  The Default/Required Fields tab is new in the latest 
version of E-Com. It shows all the fields that contain 
default text or that are marked as required for staff 
to complete. 

  You may edit the default text for the field, or edit the 
message that is given when staff do not fill in a 
required field, from this tab. 

  You may also delete default text or field 
requirements here. They must be set on the specific 
form, however; they cannot be set from this location. 



Form Detail Screen, cont. 

  The form detail screen also tells you whether this 
form has a version in a different language. At this 
time, only Spanish is available, and only for certain 
forms. 

  If your district uses E-Com for tracking 504 
students, you can decide whether a form will be 
available to the 504 or the SpEd program, or both. 

  You may also make notes about the use of the form 
in the Notes section. These will not be visible on the 
forms list; only admin staff can see them. 



Batches 

  You edit batches from the Admin menu, by selecting 
Batch Editing. 

  If you deactivate a form on the forms list, you must 
manually remove that form from any batch that 
contains it, and replace it with the form you activated 
instead. 

  You can do a search for batches containing the form 
you deactivated, so make a note of the form number 
for both the deactivated form and the replacement 
form. 



Batch Editing 

  To find batches where you need to replace deactivated 
forms, go to Batch Editing. 

  Once there, open any batch. Click the  
Find button, and enter the deactivated  
form number into the “form ID” field. 

  When the search is complete, check the number of 
batches found, in the top right corner. You can move 
through the batches found using the back and forward 
arrows here.  

  Remove the deactivated form from the list, and replace it 
with the new version of the form. 



Batch Editing, cont. 

  If you create a new batch, be sure to select a type for 
the batch. The choices are IEP, Eval, and Other. 

  In addition, be sure to select a program; even if your 
district only uses E-Com for Special Education, be 
sure the Special Education box is checked. 

  Add forms to the batch, and order them as you want 
them.  

  Activate the batch once you are through, so that it 
will appear on the batch list for staff. 



Sample Batches 



Sample Batches, cont. 



Sample Batches, cont. 



Edit Value Lists 

  Another thing that districts frequently want to do is 
to customize value lists on forms. 

  Most value lists appear as drop-down lists, but some 
also appear as checkboxes. 

  To edit these, go to the form list by clicking on the 
Form button.  

  Find the form you want to modify the value lists on, 
and click on the blue underlined name in the list. 

  Once on the form, go up to the “Form Options” menu 
and select “Edit Lists.” 



Edit Value Lists, cont. 

  “Edit Lists” will take you to a detail screen that 
shows all the lists for that particular form. 

  Click on the black triangle in front of the list you 
want to edit, and it will open. 

  Add new items, edit the items that are there, or 
delete items using the red ‘x’. It’s as simple as that! 

  If a form is available in both English and Spanish, 
there will be two sets of list items. Please enter both 
the English and the Spanish for these forms; there is 
no translation function in E-Com. 



Edit Value Lists, cont. 

  You may set the order in which the items appear by 
numbering them in the “Sort Order” field. 

  When you are through editing the list items, choose 
the “Go to Form” button, and check to make sure 
that your changes took place, and appear as you want 
them to. 


