
General Session 3: Student Records 

E-Com User Training 



Student Records 
  The student record has a number of special functions that we 

will cover in this webinar session: 
 These include warnings about “misaligned” areas of service, 

Medicaid eligibility, upcoming IEP and evaluation due dates, & 
compliance alerts & warnings. 

 You can also exchange and store information, and make a note 
of “To Do” items using the Notes tab. 

  We’ll also cover doing searches for students. 
  And we’ll talk about the use of the “My Students” button on 

the staff screen, as well as the “My Template” button. 



Student Warnings: Areas of Service 
  Misaligned “Areas of Service”: 

  If in use at your district, this warning will appear on both the 
student’s Form tab and Placement tab when the goal forms in the 
most recent IEP batch do not match the areas of service assigned via 
either the most recent 4.5 form or via the Placement tab. 

  The “Compliance Warning” checkbox at the bottom of the student 
screen will check, and the student will appear on the Admin screen as 
a student whose IEP goals are not aligned with his or her Areas of 
Service. 



Student Warnings: Medicaid 
  For the most part, Medicaid information must be handled by an E-

Com administrator.  
  You can see if a student has been marked as eligible for Medicaid; 

his or her student record should have a red header. 
  If a “Consent Expiration” date has been entered in the student 

record for Medicaid eligibility, that date should also appear in the 
header. 

  If the expiration date has passed, the Compliance Warning 
checkbox at the bottom of the screen will be checked, and the 
student will appear on the Admin screen as requiring action. 



Student Warnings: IEP/Eval Dates 
  IEP/Eval Dates have color coding that will turn them green, 

red or yellow under certain circumstances: 
  Green - when the IEP or Evaluation should be started (the 1st 

warning); 
  Red - when the IEP or Evaluation due date is getting close or is 

overdue (the 2nd warning).  
 The default settings for the IEP warnings are 30 and 7 days respectively for the 1st and 2nd 
warnings.  The Evaluation defaults are 60 and 14 days. These may be modified by your district’s 
E-Com administrator. 

  Yellow - If the student is developmentally delayed and is within 60 
days of his/her 9th birthday; or if the student is within 120 days of 
his/her 3rd birthday and the Evaluation date is older than that date. 



Student Warnings: Alerts 
  The “Compliance Warning” box at the bottom of the student 

screen checks when:  
  The student’s areas of service in the most recent IEP do not align with 

the areas of service assigned via the Placement tab or the most recent 
4.5 form; or  

  When their Medicaid consent expiration date has passed. 
  The “Compliance Alert” box will check when a student is active 

and at least one of the following criteria are met: 
  The next IEP date has passed;  
  The next evaluation date has passed;  
  The student’s disabling condition is developmentally delayed and s/he 

is older than 9 years of age; or  
  The student is within 120 days of his/her third birthday and the next 

evaluation date is outside that timeframe.  



Student Record: Notes Tab 
  The Notes tab on the Student screen allows staff to manage case 

notes and the like, as well as providing a method of adding “To Do” 
items for staff. 

  The way to add items to a student’s Notes tab is to select one of 
the buttons at the bottom of the tab.  

  The Add Note button will add a note, pre-assigned to the staff 
member clicking the button.  
  You can edit the type of note (a drop-down listing allows for the most 

common choices, but you may enter anything you like).  
  There is also a field for more description. A timestamp appears here 

automatically; it may be removed. 
  The To Do and Done checkboxes are unchecked. You may check the To Do 

box to turn this into a To Do item. 



Student Record: Notes Tab, cont. 
  You can edit the type of note (a drop-down listing allows for the 

most common choices, but you may enter anything you like).  
  There is also a field for more description. A timestamp appears 

here automatically; you may enter additional text. 
  The “To Do” and “Done” checkboxes are unchecked. You may 

check the “To Do” box to turn this into a To Do item. 
  Clicking the “To Do” checkbox and entering a staff name causes 

this item to appear on that staff person’s Staff screen, with the To 
Do tab to the front. It will stay that way until they either assign to 
another individual, or mark it as done. 

  The email icon to the right allows you to email the Note details, if 
your district allows this feature. 



Student Records: Notes Tab, cont. 
  You can also go to the Notes detail screen, where you have more 

options. To get there from the Notes tab, click the black triangle at 
the right side of the note in question. 

  You can add tickler dates here, as well as time spent.  
  Using the green buttons, you may delete or print the note.  
  You can also print a report. Clicking this button allows you to find 

some or all of the notes for this student and print a simple diary 
report, in date order, of the notes selected. 

  You may also do a Find for a particular note, by selecting the green 
Find button at the top of the nav area. If a student has a lot of 
notes, this may be easier than scrolling through them.  
  Be sure to check student name, at the top of the screen, as the search 

will go through ALL student notes, regardless of the student record 
you start the search on. 



Student Records: Searches 
  Please be sure you have the Find screen up before you begin 

to type student information.  The Find screen has empty 
fields, with a small magnifying glass icon in fields where you 
can enter search parameters. Do not overwrite student 
names or numbers and then click Find! 

  Search terms should be only as narrow as they need to be – 
the first three letters of the first and last name, for instance, 
rather than the full name. The more detailed the parameters, 
the more likely a typo will mess them up! 



Student Records: Searches 
  Some useful search delimiters:  

  “…” between dates (3/21/11…4/10/13), ages (8…12), and the like 
will find everything within that range. So if you want to find all IEPs 
due between this month and next, you can hit Find, enter 4/1/13…
4/30/13 in the Next Due IEP field, and then hit enter of Find again. 

  “=” will find an empty field. If you want a list of students without 
some piece of data in their record, you simply click the Find button, 
enter an equal sign in the field, and then hit enter or Find again. 

  “>a” will find a field that has any text in it. 
  Please note, at the top of the Find screen, there is an option to 

omit records as well as include them. So if you want to find 
students who are not active, for instance, you can click Find, check 
the Active checkbox, select Omit, and then hit enter or Find 
again. 



Student: My Students Button 
  At the bottom of the staff screen, there are two buttons: “My 

Students” and “My Template.” 
  The “My Students” button will give you a list of all active students 

assigned to you in the role on the tab where you clicked the “My 
Students” button. So, if you were on the Case Manager tab, 
selecting this button will give you a list of all active students you 
serve as Case Manager. If you have a long list of students, this may 
be the best way to work with them. 
  Once you have the list of students, you can work through them, 

omitting ones you have finished with or don’t need to work with 
currently. As long as you use the “List” button (not the Back button), 
you can go back and forth between the List and the individual student 
records. 



Student: My Template Button 
  We recommend that staff have a template student, where they can store 

preset forms and batches that can be duplicated to students on an as-
needed basis.  

  To do this, click on the “My Template” button. If you do not already have 
a template student, this will create one. Format is generally “Sample” as 
first name, your last name as last name. Then set up forms and batches as 
you like. 

  If you have been using another student record for this purpose, you can 
set this student as your template if you like. We recommend against 
using an actual student record for this purpose, however. To do this: 
  Find the student record you want to use.  
  Go to the Special tab on that record. 
  Near the bottom of that tab is a field labeled “Template for:” 
  Click in the yellow box and select your name from the pop-up list. 


