Directions to run a report for compliance dates for active and inactive students.

2015 End of Year SEAS Data Report

1. Log into SEAS

2. Click the “Main Menu” bar (green bar far left)

3. Click on “Reports”

4. Click on “Report Designer”

5. Under “Data Source” choose “Student Information

Report Designer

Select Regorl
Datasource Options

Datasource
Information
Related Services
Discipline Records
Staff Information
Assigned Staff
Records Request

riam Feny

Select

Elements  Propert

tep 1: Select your datasource or a report.

Eleme

6. Click “Select”

7. On “Report Option”, “Table” should be marked, so click “Next”

Report Designer

o

Select ﬁegurt
Datasource Options
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@ Table List

Select
Elements

J Crosstab

Element Chart Name
Properties Options Report

tep 2: Select type of report you wish to build,

Report Scope Date Format | CSV Headers |
[inciude a graph [ ciobal MM/DD/YYYY Vv [ Exciude

If the “Exclude” chackbox
is chacked, the repart will
only display in CSV format.
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8. Under “Available Elements” double click each of the following so they move to “Selected
Elements” column:

o Active

¢ Name

e Birthday

e Student Testing Number

e Attending School

o Date of Initial Parent Consent

e Primary Disability

e Secondary Disability

o Date Subsequent IEP

o Date Re-Evaluation Three Year

Report Designer

Select RePort Select Element Chart Name
Datasource  Options Elements  Properties  Options Report
ep J: Select the elements you wish to add to your report.
previous |[  Mext
04
04 Eligibility Date )

04 Exit Date
04 Plan Date
ge

ttending School

ttending School Code

urthday

ASID

aseload Special Education

hild Count #

lassroom Teacher

ocoperative

orrectional

ounselor

ount

urriculum

‘ate Annual Review

late District Enrollment

rate Early Childhood 6 Month Anniversary
Jate Early Childhood Entry

tate Early Childhood Exit

yate Exit From District

late IEP Initial

tate IEP Initial Due

rate 1EP Interim

late IEP Subsequent Due

late IEP Subsequent\Intenm Due
late IEP Subsequent\Subsequent Due
yate Initial Evaluation Completed
iate Initial MEETS.

‘ate Initial MEETS Due

‘ate Initial Parent Consent

[=[+]

9. Click “Next”

10. 2015Under the “Element Properties” fill in the following Radio button:
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Active — Dropdown List
Name — Text Entry
Birthday — Text Entry

Student Testing Number — Text Entry

Attending School — Dropdown List

Date of Initial Parent Consent — Text Entry

Primary Disability — Dropdown List

Secondary Disability — Dropdown List
Date of Subsequent IEP — Text Entry
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e Date of Re-evaluation Three — Text Entry

Select Rero Select Element Chart Name
Datasource  Options Elements  Properties  Optons Report
lep 4: Select filters and element properties.
‘Previous |
) Text Entry
® Dropdown List B N - . N
\ctive O [ 1.0 Left v 1w
Range
None
®) Text Entry
Dropdown List - r s r =
lame L] ] 1.0 Left v 2 v
Range
None
®) Text Entry
Dropdown List
Jirthday ) O O 1.0 [ 3 v
Range
None
®) Text Entry
Dropdown List . . - . .
itudent Testing 0 0 1.0 Left v 4 v
lumber | S e —
Range

11. Click “Next”

12. Enter a report name: ex. “2015 End of Year”

teport Designer

Select REPDR Select Element Chart Name
Jatasource Options Elements. Properties Options Report
#p 6: Enter your report name and save,

Previous
tport Name: |End of Year SEAS Data Report ]
Save

13. Click “Save”

14. Click “View Report”

(Note: If you have any missing information/dates on this report you will need to go into each
“Student Demographic” page and click on the “Compliance Dates” drawer (located on the right
side on the Student Demographic page) to add any missing dates. Be sure to “SAVE”.
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How to Save a Report from SEAS:
Once areport is run:

Uncheck the “NULL” box under Active. Then click the “True” radio button. This will
filter your report to show you only your Active students.

1. Click the “Select Format Files” dropdown list

dive ' ® True U Faise [ oL Name AT T Wiew Report
rthday 3 mw Student Testing Number LT TN
ort By: | Active v Sort Dwrection: Ascendng hdd

i 4 of1294 F FH i xport )
XML file with report data 4\
CSV (comma delimited
st End of Year SEAS Datal™" .
E

VIS 10 1R PM CST

2. Select “Excel”
3. Click “Export” to the right of the dropdown

4. Once your document opens in “Excel” select “File” and then “Save As” you will then be
able to name your document and choose the location.
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Saving a Forms Packet to a PDF

If you would like an electronic copy of your paperwork from SEAS please follow the
instructions below.

1. Log into SEAS
2. Click the “Main Menu” bar (green bar far left)
3. Click “Print”

4. Choose “Print Forms Packet”

Forms Packet

Forms
1EP
Student Information
Setup
Print
Print Form

Print Forms Packet <_

Print Goal/Progress - Goal & Objectives
Print Goal/Progress - Goals Only

Print Blank Form

Print Blank Forms Packet

Reports

Filed / Archived Documents
Transfer Student Records
Assessment Report Manager

riain renu

5. Select the packet type you would like to print

Messages Arry—
Forms Packet 2012: OAAP Assessment Pages (Old Form)
— 2013: Child Outcomes Preschool Exit
2013: FBA/BIP/Manifestation Determination
IEP 2013: Medical Report and Release
Student Information 2013: Parent Contact & Notification of Meeting
2013: 504
S 2013: Amend Services
Print 2013: Child Outcomes Preschool Entry Forms
Print Form 2013: Consent and Written Notice

2013: Consent and Written Notice (Extended)
2013: ESY-Consideration of Services; ESY Services
2013: FBA/BIP

2013: IEP (Age 16 w/ Voc Rehab Referral)

Print Forms Packet

Print Goal/Progress - Goal & Objectives
Print Goal/Progress - Goals Only

Print Blank Form

2 2013: 1EP (Age 3-5 w/Preschool Entry)
R Ernt Bankc Foras Pecket 2013: 1 (Age 6 through 2nd Grade)
_5 Reports 2013: 1EP (Grades 3-7)
'Z Filed / Archived Documents 2013: 1EP (Graduation w/SOP)
2013: 1EP with Transition (Grade 8)
Transfer Student Records

2013: IEP with Transition (Grades 9-11)
Assessment Report Manager 2013: Initial Evaluation and Reeval w/Testing
2013: Record of Parent Contact

SmartEval
2013: Reevaluation without Testing
Services Accountability 2013: and Restraint Ox
Medicaid Claiming 2014: ISP Individualized Services Plan
OLD Assessment Critena Checkiist
~ Log Out

OLD: IEP Age 16 Transition; Voc Rehab; Ind. 13
OLD: IEP age 4 through 2nd grade

OLD: IEP Grade 3-8 OCCT

OLD: IEP Grade $-12 w/ Transition

OLD: IEP Graduation/Summary of Performance Year

AN TED Braerhanl Entrs (Taitial 16D Anar 2-S)
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6. Select the child by checking the box next to his/her name

7. Click “Print Preview” at the top of the screen

8. Click the “Save” button on the gray adobe toolbar.

9. Name your file and save to your desktop or favorite drive.
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