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Chapter 1: Logging into TIENET

Your TIENET district System Administrator will create your TIENET account. You will be assigned a
User ID and temporary password. You will also be assigned to a security group that defines your
access rights.

LBL ESD TIENET Web Address

The TIENET application is accessed using a web browser. To login, you need the TIENET
application’s web address and a TIENET account.

https://tienet.Iblesd.k12.or.us

TIENET Login Screen

User ID
e |s not case sensitive.
o Always begins with the letter “u”
e Typically uses first initial and last name
o Islimited to 10 characters (excluding the letter “u”)
Example: Staff member, Alice White, will log in with UserID “uawhite”.

Password
e 8-20 characters
e May not include spaces
e Must include at least one number or punctuation mark.
e Is case-sensitive; “Portland07” is not the same as “portland07”.

If you cannot remember your password, contact your System Administrator. They can reset your
temporary password.

Temporary Password

Your System Administrator activates your temporary password. The system-generated temporary
password uses a complex string of characters that are often difficult to enter. Instead, System
Administrators are advised to change the system-generated password to a simpler format.

A simple temporary password format uses the staff member’s first initial, last name and then your
district’s 3 digit ID number. For example, if Alice White works in the Sweet Home school district
whose district ID is “028”, her temporary password would be “awhite028”.

Initial Login
When you log into TIENET the first time you use your temporary password. After entering your

account information you will be prompted to set a standard password. The system will not allow
you to retain the original temporary password.

To log info TIENET for the first time and set a standard password.:

1. Open your web browser.
2. Type https:/itienet.Iblesd.k12.or.us in the address field and press return.
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3.

7.
8.

Enter your account information in the TIENET login screen.
School/District ID (3-digit LBL district code)

(1]

User ID (remember to include “u”)
Password (use your temporary password)

Press [Enter] or click [Sign In].
The Change Password dialog is displayed.

Change password for SuzetteSLP France
Enter your current password |
Enter the new password |
The passwoed Mmust 0o Mo 8 10 20 chavaciers i lengin mid O SD3C0es aloned 1t mus

FOSSG
have a1 /B8 GO NUMEC CADICTEr Of SUNCA/BSOT mark

Enter the new password again |

Enter a Password Hint Phrase .. ...
(optional)

Emall Aadress

Figure 1-1

In the “Enter your current password” field, re-enter your temporary password.

Enter your new password.

Your password must be 8-20 characters and include at least one number or punctuation
mark. It is case-sensitive; “Portland07” is not the same as “portland07”.

Re-enter your new password.
Click [Accept].

The next time you log into TIENET use the standard password you’ve created.

To change your standard password:

1.

o gk wD

From your Home Page, expand the Personal Options/Content menu in the Quick Access
panel.

Select Change My Password.
Enter your current password.
Enter a new password.
Re-enter the new password.
Click [Accept].

Resetting your Forgotten Password

After a specified number of failed login attempts, TIENET posts an “Account temporarily disabled
due to incorrect password attempts” dialog which contains a reset password link. If you know you
have lost your password, you must still make the failed attempts to have the reset dialog posted.
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To reset your own password:

1. Select the Forgot Password? link.

2. Type the letters shown in the graphic image and click [Send Code].
3. Check your email for an automated “Reset Login” message from TIENET.
4. Copy and paste or type the numeric code in the email message into the TIENET screen

shown in Figure 1-2.

@ TIENET Technology for Improving Education

Enter the code you received by email. I

Submit Cancel

Note that you have 14 minutes to enter the code before it expires.

Figure 1-2

5. Click [Submit].
The Change Password dialog will be displayed.

6. Enter a new password and re-enter it as a confirmation.

Creating a Desktop Shortcut Icon

The quickest way to access the TIENET login screen is to create a desktop shortcut icon.

To create a desktop icon to the login screen:

1. Open your web browser (Internet Explorer, Firefox, or Chrome).
2. Type https:/itienet.Iblesd.k12.or.us in the address field and press return.

3. Position the mouse cursor over the small TIENET icon or padlock icon in the Address field
(far left), hold down the left mouse button, drag the icon to the desktop and release.

4. Right-click the shortcut icon on your desktop and select “Rename”.
5. Change the name to “TIENET Login”.
6. Double-click the shortcut icon to launch the TIENET login screen.

Creating a Bookmark

You may want to create a web browser bookmark to access the TIENET login screen. Steps may
vary based on the web browser you are using. These are instructions for the Internet Explorer 11.x
web browser.

The web browser menu toolbar must be visible to complete these steps. If you do not see the
toolbar (File, Edit, View, Favorites, Tools, Help) move your mouse into a blank area to the right of
the address field. Right-click and select Menu Bar to display the Internet Explorer toolbar.
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To create an Internet Explorer bookmark:

1. Open your web browser.

2. Type https:/itienet.Iblesd.k12.or.us in the address field and press return.
The login screen will be displayed.

3. In your web browser, select Favorites>Add to Favorites....

4. Inthe “Add a Favorite” dialog, edit the Name field by entering an easily recognizable label
such as “TIENET Login”.

5. Click [Add].
Logging Out
You should log out of TIENET when you have completed your work.
{, Search H Curriculum Q Communication an Reporting Suzette France (4 _EBLBa?e
w TIENET ﬁ =& Senice Capture -:n Help
Figure 1-3
To logout of TIENET:

1. Select Logout in the page header.

Timeout Behavior

As a security measure, TIENET ends a login session after a certain amount of time in which there
has been no “activity” in the application. “Activity” is defined as selecting a link or clicking a button. If
you are typing data for an extended time (such as in a Present Levels), be sure to click the [Save,
Continue Editing] button periodically to avoid receiving the timeout message. Table 1-1 shows the
timeout messages.

Description Dialog Posted
TIENET will post a warning X
message When yOU return to 5 You have not dicked on a button or link in 40 minutes. Click a button or link within the next 5 minutes to keep your
the application after a period B
of inactivity.
If your. session has tlmed OUt’ Sorry, your TIENET session has timed out.
you will see the following
message. Password
To continue working, click :
. Exit TENET Reconnect
[Reconnect to Session],
enter your password, and
click [Reconnect].
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Chapter 2: Home Page and Navigation

Each user has a TIENET home page. It provides a toolbar menu, panels and a list of students that
have been manually assigned to you or any student that you have been entered as their Case

Manager on their Special Education Profile.

Toolbar

Figure 2-1 shows the TIENET toolbar. It contains links to dropdown lists. Other links may be
available based on your security privileges. Each TIENET page displays the toolbar at the top of

the page.
I_ & e ﬂ LBL Base
A S =) @ Communication g =4 Suzette France (Alsea Elementar

@) TIENET 43 & ten
Figure 2-1
Table 2-1 describes the toolbar dropdown lists.

i 0.0
{ Search @ Communication goll Reporting o” Helo =4 Senice Capture
== Students Iy Standard Reports Help Guides Senvice Calendar
Stafl " Support My Completed Service
or ren
Q‘E"':!q Anpoyncements

ﬂ Calendar
Return to your | Access to Access to Access to reports. | ACCESS to 0“'(;”9 Access to the Service
Home Page search for gjnensgl?r?(?esrhents ﬁ;ﬁﬂ;ﬁgs an Capture features used
from any form. | students, and your personal Can send an for Medicaid billing and

sFaff., or calendar. email request to DIStll;I-C'[ Service
districts. your district tracking.
TIENET system
administrator(s).

What's New?

Logout

View generic release
notes created by
Maximus.

Log out of TIENET.

Table 21

Home Page Layout
Figure 2-2 shows a TIENET sample home page. Your security privileges control what panels are

available.
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7 My Mome Page
Seminct LIXENON  Aluea Demertary Schood
Quick Access Messages: You have 1 new message(s)
Saaren Socent Subject Erom Dste
Soudactn Receartty Worked Wth USFRANCE (St France) LSy R

= D) Samplo, Meszodas Astogo Clwewe (1ZACTES) Adwes Elarertwy Sonat Vimd 0924 AM

Lo Cheesn, Cheddar

Peraonal Cptons/Content Reports
Cane Manager Roports
7 Consus Diga Vakdation (Actv) by Cane Manage =
o BeEvpin Due (coioecoded) @
Qfer Shandant Spas
My Studenes Edi  Selct Growp  [(AF Wy Stuenn] )
3 Last Pt o Auending . 4 lonisESg Case Prim Elig :"'.T'D:" Primary Cutrest  Ann Rew
Neme  Nameo < School sy Date Managec Oate - Drisabiliny LPOate Due Date
Ty Date
1ines Vale Actve 0
00T 12MACTEST Chewse Asiago () b ¥ Schoet 03002013 France Swetie 0301208 03012077 Communication 04 08015
Charter Schoal
Age Disorder
Arng
(00 12348TESS Cheese Beu 0 Ewmartary AT em0014  Sackvoredma 030IGOM  DBN2A0ST 50 - Commuskanon o nano1s | 0427001
- Sy Agw v
52t
: =) Alses Acavw 0 - Emotional
aed 12MCOTEST Cheese Cothage O Elermostany Schoot France, Sucetie 1028201) 1028209 Distirbencs W/ 1027200
Sehost Age 5 ¢

Figure 2-2

Select Location

A user’s security rights determine whether they have district-wide or location-wide access to
students. District-wide provides access to all students whereas location-wide restricts access to
certain schools. With location-wide access, staff must have schools where they work entered in
their Staff profile. If multiple schools are entered, the Home Page displays a Select Location
dropdown list. A user must select the school location before searching for a student, viewing a
report, or using Service Capture features

Select Location: | |Alsea Elementary School

Alsea Elementary Schoal
Quick Access | Alsea High Schoal

Figure 2-3

Home Page Panels

The Home Page panels can be expanded to display links or menus. Panels provide quick access to
frequently used items. Panels such as Messages, Reports or Calendar will be on your home page if
your security privileges grant access to those features. Similarly, your security rights will control
what items are available in the Panel menus.

To collapse a panel, click the “* arrow. To expand a panel, click the *~ arrow. Panels (except
My Students) can be dragged to a new location on the home page to suit personal preferences.

Panel Description

Quick Access Access to:
e Search Student (by name or District ID)
e Recently selected students
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o Discussion groups

e Help topics

e The Personal Options/Content menu allows you to set personal
preferences and to change your password.

Messages e Displays TIENET messages.

Reports o Displays links to reports that you have subscribed to or that have been
published by your System Administrator. Your System Administrator can set
a report to have a color highlight.

Other Standard Reports..
e Use as a shortcut to access all reports.

My Students e The My Students list is also called your “home page listing”.
e Students can be added to the home page in one of these ways:

o The student is assigned to the staff person as the Case Manager on the
Special Education profile.

o The student is manually assigned to the staff person using the Caseload
profile.

o A staff person uses Edit on their home page and adds a student to their
Standard Caseload (if they have security rights).

Table 2-2

Quick Access Panel

The Search Student field in this panel provides a quick way to search for a student by name or
District ID number. Or, you can select a student from the “recently worked” with list. This panel also
provides access to Discussion groups, Help Resources, and Personal Options/Content.

Help Resources

The TIENET System Administrator can select a manual or web site to include in the Help
Resources panel. To view other help topics and manuals, see “Using Online Help” at the end of this
chapter.

Personal Options/Content
Service Capture Options

o  “With service capture, use last service record of student as default values for next
one”
This option copies data from the last service record you created to the next service record
you create for the same student.
Note: If you set the last service record to “Completed” the new service record will have
“Completed/Ready for Billing” set to “Yes”. It's best to turn this feature “on” when you need
to create multiple, similar service records for a student and then turn it “off”.

e “Show services time range on service calendar”
This option displays the start and end time of a service on the Service Capture calendar. It
requires that the start time and minutes are entered in the Service Record.

e You may also choose a default view for your Service Calendar (monthly or weekly).
Profile Search Options

o “Include Inactive Profiles by Default in Profile Searches (Quick Search)”
This option will include “deactivated” students in a student search.
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o “Remember last accessed profile form across multiple quick searches”
This option enables you to display a profile for a student and when you select the next
student the same profile will be displayed. This allows you to quickly visit the same profile for
multiple students.
Note: This only works if you access Profiles using Search>Students. It does not work if you
select the #¥ icon to view a student’s Profiles from your home page listing.

To change a User Option setting:
1. From your Home Page, expand the Personal Options/Content menu.
2. Select Set My User Options.

3. Checkmark an option to select it.
Or, uncheck an option to remove it.

4. Click [Set Options].
Change My Password

You can change your password. A password must be 8-20 characters and include at least one
number or punctuation mark. It is case-sensitive.

To change your password:
1. From your Home Page, expand the Personal Options/Content menu.
Select Set My User Options.
Select Change My Password.
Enter your current password.
Enter your new password.
Re-enter your new password.
Click [Accept].

No o wDdN

Messages Panel

This panel displays TIENET messages. You can open and respond to messages. Chapter 17,
“Sending Messages and Announcements” describes Message features and related tasks.

Mannagaa: You hove | new message(s)
Sy

g serdo Jerenery evd

Figure 2-4

Reports Panel

Reports can be added to the panel in two ways. You can subscribe to a report or a System
Administrator can publish a report to selected security group.

Subscribed Reports Published Reports

, .- [ e Published reports do not have an icon
e Reports with a icon are reports you

have subscribed to. e Published reports can only be removed

e You can unsubscribe to these reports. by the System Administrator
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Reports can also have a color highlight applied.

Reports Save )

Case Manager Reports

E JEP Status-15 and Younger B < Subscribed report
E Case Manager Activity Planning
E ReEvals Due

E ReEvals Due (colorcoded)

Other Standard Reports...

] Published reports

Figure 2-5

To subscribe to a report and add it fo the Reports panel:

1. If your home page has a Reports panel, select “Other Standard Reports.... or select
Reporting>Standard Reports.

Open the report that you wish to add.
Click [Subscribe].

Select “Yes”.

Click [Set Options].

Select ﬂ to return to your Home Page.

o gk wD

To remove a “subscribed” report from the Reports panel:
[___1
1. Click the ™ icon on the report and select Unsubscribe.

My Students Panel

This panel lists students that you have been assigned and is also called the “home page listing”.
Tasks associated with the My Students panel are covered in Chapter 4 “Selecting Students” and
Chapter 5 “Managing Caseloads.”

Navigation Trail

As you navigate in TIENET, a “bread crumb trail” lets you know where you are. Figure 2-6 shows a
“trail” for a user who is viewing a Review IEP for Ricotta Cheese. To return to the student’s
document table, you click the student button. Or, to return to your home page you click the My
Home Page button. The “bread crumb” trail is displayed navigating to student profiles, staff profiles,
or reports.

r_i‘j My Home Page [=] Ricotta Cheese (1234RCTEST) = Documents Review: Oregon Individualized Education Plan (2014-13)

Figure 2-6

Customizing Home Page Columns

The home page layout has 13 default columns. The default layout can be changed. When you
customize columns, all current, selected columns are removed except for District Student ID, Legal
First Name and Legal Last Name. You must select any other profile fields you want.
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On your home page “My Students” , select Edit.

Click [Customize Columns].
The Demographics/Enrolliment profile will be displayed.

Checkmark each field you want as a home page column.

Select other profiles from the Filter by Section dropdown list to make additional selections.
Click [Save].

If you want to modify your selections, return to Edit on your home page.

a. Click [Customize Columns].

b. Change your selections or click [Revert To Default Columns] to restore the default
headings.

c. Click [Save].

N e

o g bk~ w

Using Online Help

The Help menu is available from any page. The menu includes generic online help guides,
resources, and several LBL TIENET manuals. Help topics are displayed in a new window so you
can refer to your current page easily. To return to TIENET, close the help topic browser window.

LBL ESD TIENET Documentation

The Help menu has links to the LBL ESD TIENET User Manual and Service Capture Manual.
These and other LBL-specific documentation (Manuals, Quick Reference Guides, and Release
Notes) are located on the LBL ESD web site:

https://www.Iblesd.k12.or.us/information-systems/tienet/documentation

If prompted for a user id and password on the LBL ESD web site, call the LBL Help Desk
(877-967-7733) for the account information.

Maximus Generic Documentation

The Special Education Users Guide, Reporting Guide and System Administration Guide are generic
Maximus TIENET documents. To quickly browse a document, open the document and select
Complete Printable User Guide. This opens a single PDF file. You can scroll through the document
or search for key words.

To search the complete printable MAXIMUS User Guide:

1. Select Help>HelpGuides.

Select Special Education Users Guide.

Select Complete Printable User Guide.

From the Find dropdown list, select Open Full Reader Search...
Enter a word or phrase in the search field and click [Search].
From the search results, click the item you want to view.

Click the X in the upper right corner of the Help window to close it.

No o~ wDd
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Chapter 3: Form Fields

TIENET forms have a consistent “look and feel”. Becoming familiar with a few basic features will
help you quickly learn how to enter data in TIENET.

Required Fields

Required fields are highlighted pink. Figure 3-1 shows a required Date field. When the form is
saved, the required field color changes to yellow.

Date: | e Date: [6/7/2009 =
Figure 3-1
Data Entry Methods

There are several ways to enter data in forms. This section describes the common data entry
methods.

Reason:
Text Field =
A text field allows you to type data
into the field. =l

Evogrme s Towesrd Gom loav | Coe

Progrees Regoet 1 72012 3 [irerem -

Dropdown List

A dropdown list provides a
predefined list of menu items. The
Progress dropdown list from the
Progress Report section is an

Cocnmants:

Progrees Report 2

Comunents

example.

Fly-Out LiSt Dem V.v‘f.::"' cut
A “fly-out” list is used to select el B

profiles and document sections. Stdent I soecal e

o i
A "~ icon indicates a fly-out
menu. To collapse the menu,

click the ™ icon or move your
mouse off the fly-out list.
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IEP Meet Date:

Date Fields

Date fields have a Calendar icon.
To enter a date, click the calendar
icon and click the date you want. It
will be inserted into the date field.
Or, you can type a date. If you use
an inappropriate date format the
system will post an alert.

(ID) lookup

The (ID) lookup link opens a search form.
The Staff — Quick Search form will also provide
a list of recently selected staff.

Case Manager | U (D) oo

egular Education Teacher | |1 (D) teckup :

n 1

Special Education Teacher | | (1D) ook i
1

1 1

(ID) lookup manual entry field

Some (ID) lookup fields provide an additional
“manual entry” field. If a person or a location is
not going to be added in TIENET, you can type
the entry. You should use either the (ID) lookup
link or the manual entry field — not both.

| (ID) fosieo

District Representative

A

(ID) lookup/non-lookup field

Form Fields

“ = 4| 4 September2012  [¥1 »

S M T W T F 5§

2 3 4 5 86 7
37 10 11 12 13 14

3 15 16 17[18]19 20 2

3/ 02 23 M B 2B 27T B

40 29 30
e
|
! \
Staff - Quick Search Form \ Select Recent Staft |
Erow oo ¥ S5 i Sk . ) |
! 1
\
[ .
Last Nomw (1
First Nams
Works A | |
—l 0
Catuloas =
-l ]
p Sesrcn

In this example, the District Representative’s
name was typed into the manual entry field

| (D) toskus

|Alexander Wrenwood

District Representative

Manual entry text field

In newer forms, you select whether a
field will function as an ID lookup field or

Private General Ed Teacher

I:|D} lookup J'r'nn-lookug

as a manual entry (non-lookup) field by
clicking the appropriate link.

f

Manual entry text field
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Check box

. . REFERRAL REQUEST
Checkboxes can be used in different ways. [ Referral Team Early Entry into KG? | I Yes ¥ No
You can select multiple items from a group of [ initial

items, checkmark a single box to indicate a
task is completed or checkmark a Yes or a No
box.

[T Re-evaluation

" Special Evaluation

Stylized Text Box

Text fields with Stylized Text
provide simple formatting such as
font, face (bold, italic, etc.), tabs,
underscore, bullets, etc.).

The Present Levels has the Stylized Text option.

The _Enable Stized Text. link turns on the feature and displays

the Stylized Text toolbar.

B/ A= 0 EHESEE B & Insert Statements

Simple text changes like bold and ifalic can be included using Stylized Text.

Y'ou can also create simple tables.

Evaluation

Description

Date

Score

[Click to edit

Click to edif]

Click to edif]

Click to edit

[Click to edit

Click to edif

Click to edif

Click to edit

To copy data from another application into a Stylized Text field:

You can copy information from another application and paste it into the field. Complex tables or
extra wide tables may need adjustment.

Copy the data in the application.

Select &, Edit This Section of the form you want to copy to.

Click the Enable Stylized Text link on the field if the Style toolbar is not displayed.
Paste the data into the field.

Click [Accept].

a s wbdh e

Multiple Data Rows

The Measurable Annual Goals section and Service Summary section display a default number of
data rows. The Measureable Annual Goal page displays two short-term objective data rows by
default. After entering text in the default rows, clicking [Save, Continue Editing] will add two more
rows. The maximum number of short-term objectives is 8.

In the Service Summary form, there are four default rows for Specially Designed Instruction,
Related Services, etc. When the default rows are used, a new blank row will be added
automatically.
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To reorder multiple data rows:

In a form with multiple rows of data, you may wish to reorder rows to organize the data logically.
1. In Edit mode click the ™ or J-arrow to move an item above or below its current location.

To delete a data row:

1. In Edit mode, click the ™ icon.

2. Click [Save, Done Editing] or [Save, Continue Editing].
The row will only be deleted AFTER you save the form.

Insert Statements

An Insert Statement is a pre-defined word, phrase or statement that can be inserted into a field. The
Insert Statement link displays a list of statements from which you can choose one or more items. An
Insert Statement may include macros which automatically insert a student’s first name, last name,
or other gender pronouns into the statement.

{FirstName} {LastName} {.He She} [ .he,she} {_ him her} { His Her}
Figure 3-2
There are two types of Insert Statements: Public and Private.

Public statements
e Public statements are available to all users on the system.
¢ Individuals cannot modify public statements.
¢ Only a System Administrator updates public statements.
Private Statements
¢ Individual users can create private statements.
e Private statements are only visible to the individual who created them.

e Anindividual can submit a private statement to their administrator who can then publish the
statement to make it available to everyone.

To use an Insert Statement:

1. Click the Insert Statements link.
Public Statements are selected by default.

2. Click each item from the list of Insert Statements that you want to include.
A selected item will show a horizontal line through the text.
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Click any statements below to insert them. Select: | Public Statements (general}j B ciose window

=" Print Statements
* The sirengths of the student
. i i o

* The present level of academic performance, including the student's most recent performance on State or district-wide
assessments;

Figure 3-3

3. Click Close Window to return to the form.
The selected statements will be inserted into the data field.

To create a Private Insert Statement:

1. Navigate to the form that you want to add a Private Insert Statement.
Click the Insert Statements link.

From the Select dropdown list, select “Private Statements”.

Click Edit Statements.

Type your statement and enter a Return.
Note: Remember to use the macros to insert a student’s name or pronouns into your
statements.

Repeat for additional statements.
7. Click [Save] when done entering statements.
8. Select [Close Window] to return to the form.

a s oD

o

To use a Private Insert Statement:

1. Click the Insert Statements link.

2. From the Select dropdown list, select “Private Statements”.
3. Select the private statement.
4. Click [Close Window] to return to the form.

Spell Check

A Spell Check icon is available for documents. If a commonly used word is not in the TIENET
dictionary, you can add words to a personal dictionary. Spell Check will ignore words you have
added to your personal dictionary.

Cover Sheet ™

————

| |
Save, Done Editing Save, Continue Editing Cancel Editing | @ |
e —

Figure 3-4
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To run Spell Check:

1. Select the document you want to spell check.
2. Select "%, Edit This Section .

i
3. Click the Spell Check icon #&¢ .
If Spell Check encounters a misspelled word, it highlights the word and allows you to
change the word.

ﬂ." Spell Checker - Windows Internet Explorer

e https://tienet.lblesd. k12.or.usspellcheckerpopup. aspx

Ricotta has performed simple matchhing tasks.

Ignore Word Change Word To...
Ignare All
Suggestions:
Add User Word

unreformed

Finish unperformed
re-formed

Figure 3-5

4. Make changes as desired and click [Finish].

To add words to your personal dictionary:

1. Run Spell Check in a form.
2. In the Spell Checker window, select the word you wish to add to your dictionary.
3. Click [Add User Word] and [Finish].

To view or delete words added to your personal dictionary:

1. Go to your Home Page.

2. Expand the Personal Options/Content menu.

3. Select Set My User Options.

4. Click [Your Spelling Words].

5. Optionally, checkmark the entries you wish to remove and click [Delete Checked Words].
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Chapter 4: Selecting Students

TIENET provides several ways to select students:

e Quick Access panel
¢ My Students (home page listing)

e Search>Students in the toolbar

Quick Access Panel

The Quick Access panel displays a list of recently selected students. The & icon displays the
student’s Profiles and the icon displays the student’s Documents. Or, you can use the Search
Student field to search for a student by name or District ID number.

My Students (Home Page Listing)

A user’'s home page displays a list of students. Students are added to the home page in one of
these ways:

o The student is assigned to the staff person as the Case Manager on the Special Education
profile.

¢ The student is manually assigned to the staff person using the Caseload profile.

« A staff person uses Edit on their home page and adds/removes students to their Standard
Caseload (if they have security rights).

You can use the " icon to go to the student’s Profiles or use the icon to go to their
documents. If you are using the Service Capture module for Medicaid billing, the Services

calendar [l icon will also be available.

My Students
& Last Pt Asesding ;‘“«: sl Elly Prim g TV pimaey Cument  Ana Rev
Name  Name % Sehool e Datu ~Aee NansT Date g ot Cinabiling EFDme  Due Date
Type Date
Alsen Acwve »
- T0 1ZMBTESS Chose  Blaw ” Ewenacrary School 620 Blackmare.vla 50217 Commumcanon MV MRS
Schoo Age Desorder
- P o " Neoea wign ALt = € X 3 - Injedmctiy
Aaad 1234FCTEST Chet e L - P W20 Hante Soete 1000 100V203 -
% hoct Srhon AQe Yaataty
Figure 4-1

This menu opens the Quick Search Form. It includes search fields for Attending School, Birth Date,
Case Manager, Gender, Grade, Preferred Name, Primary Disability and SpEdRecordType. The
Students — Quick Search Form also displays a list of recently selected students for quick access.

Students - Quick Search Form Select Recent Student
Enter one ov move felds and ook e Seash b v
3 sudants with Ine same e\t marmanan o~ ¥ Choese, Rcotta

e — - B Cheese, Pamesan

0

) Chaose, Swss

Last Name | i } Cheese, Cheddar
d } Sample Test

First Name - B Cheese, Asiago

Figure 4-2
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If you have system-wide access you can access any student in the database. Location-wide access
restricts your access to students at the building(s) you have been assigned.

To search for a student:

1. Select Search>Students in the toolbar.

2. Enter only a few characters of the first and/or last name as shown in Figure 4-3.
This helps to find students whose hame may have been misspelled or entered with an
alternative spelling.

Students - Quick Search Form

Enter one or more fields and click the ‘Search’ button to
find students with the same field information.

| LastName [cn :

First Name |
Attending =]
School =| (D) lookup
Birth Date Between e and | B (inclusive)

Figure 4-3

3. Click [Search].
The Search Results displays records matching your search criteria. To modify your search criteria

select Quick Search.

Sptu Thaws Yaar

Allndeeg kit | i Pramary Cnvent foevw
n Lhe Fiut Namw  Crsde Hecont e Cann Munagei T Tl Dvw i
N 100! Ouie [ [Esutitity EPOute Dun Date
Tyom [
‘i(‘r'gs Active 50
@ 2 B 12MACTEST Cheese Asago 06 c:: School 03092013 France Suzette 03012014 03012017 Communication 03092014 DA0E2015
o
Schoot A Discedar
Alsea Active 50
#E f 12M487ESS  Cheese Blew 12 Elemertry School 06022014 Blackmore Juks 05022014 05022017 Commumcation 04292014 04282015
Schoot Ags Disordet

Figure 4-4

4. Inthe Search Results, click the L icon to view the student’s Profiles or the icon to
view Documents.

Using Search Criteria

The Quick Search Form has fields you can type into, (ID) lookup fields to select an Attending
School or Case Manager, and dropdown lists to make selections. If a dropdown list has the entry
(Select Multiple. . .), you can select more than one item. Figure 4-5 shows an example of selecting
multiple disabilities.
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U rbelectual Lisabiity
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Figure 4-5

Students with a “deactivated” Profile are excluded from a search. Use the “Include Inactive student
Profiles” checkbox to include these students. This option can also be set in your Personal
Options/Content settings.

Customizing Student Search Results

You can customize the search results list by adding or removing data columns. A new search will
display the column headings you selected.

To customize Search Results column headings:

When you customize columns, all current, selected columns are removed except for District Student
ID, Legal First Name and Legal Last Name. You must select any other profile fields you want.

1. Perform a search.

On the Search Results page, click [Customize Columns].
The Demographics/Enrollment profile will be displayed.

Checkmark each field that you want displayed in the Search Results.
Select other profiles from the Filter by Section dropdown list to make additional selections.
Click [Save].
If you want to maodify your selections, select Search>Students.
a. Click [Customize Columns].

b. Change your selections or click [Revert To Default Columns] to restore the default
headings.

c. Click [Save].

A

o g b~ w

Printing Search Results
Due to the number of default columns in the search results, it's best to use Print Preview to change
the layout from Portrait to Landscape. If needed, you can also change the scale to fit the content to
the page.
1. Perform a search.
Click [Print Search Results].
Click [Print This Document]
Click [Cancel] in the Print dialog.
Select File>Print Preview in the web browser.
Change to landscape mode.
Change the scale value if needed.

© N O gD

Click the printer icon in the Print Preview window.
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Chapter 5: Managing Caseloads

Your TIENET home page displays a list of students that you have access to. The list includes any
student that you have been assigned as the Case Manager on the student’s Special Education
profile or any student who has been manually assigned to your Caseload Profile.

My Students % Edit A
. . . . . Three .
D Last First Grade Attending  Initial Case Prim Elig Year Eval Primary Current Ann Rev
Name Name School Elig Date Manager Date Disability |IEPDate  Due Date
Due Date
o Alsea 50 -
|| @ 5 1234ACTESS Cheese Asiago 08 Elementary 03/01/2013 France,Suzette 03/01/2013 03/01/2016 Communication 05/01/2013 04/30/2014
School Disorder
o Alsea 50-
|| @ r:‘ 1234BTEST  Cheese Bleu KG Elementary Blackmaore Julia Communication
School Disorder
Figure 5-1
Home Page Color-Coding

If you are a student’s Case Manager, the student is part of your Case Manager Caseload. These
students display in grey rows and bold text. They are automatically displayed on your home page.

Other students that you need access to, but are not their Case Manager, are part of your Standard
Caseload. These students display in white rows and regular text. These students must be manually
added to your Caseload profile.

Managing/Updating the Home Page Listing

Your TIENET system administrator sets the security rights for your district’s database. In some
cases, districts choose to allow users to add and remove students from their home page by granting
“Edit” rights. Other districts choose tighter security and the TIENET system administrator assigns
and removes students to staff which updates their home page listing.

District Allows Staff to Update the Home Page Listing

If the My Students listing has an S, Edit icon, you can edit your home page listing. There are two

types of caseload: Standard Caseload and Case Manager Caseload. Your security privileges
control whether you can edit both the Standard Caseload and Case Manager Caseload.

fat My Home Page My Student Caseload

‘ = Add Studentsto... « | ][ Remove Students from...
Standard Caseload == New Caseload Group
Case Manager Caseload

Figure 5-2

o If you are NOT the student’s Case Manager, choose Standard Caseload from the
[Add Students to...] dropdown list.
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e If you are the student’s Case Manager, choose Case Manager Caseload from the
[Add Students to...] dropdown list.
Note: If the add to Case Manager Caseload option is not available, contact your TIENET
system administrator to update the student’'s Case Manager field in their Special Education
profile.

Your district determines if you can edit both types of caseload. Often, rights are only given to
Standard Caseload. The Case Manager Caseload option changes the student’'s Case Manager field
on the Special Education profile to your name. Because users often choose the wrong Caseload
assignment and cause “cleanup” issues, rights to this option may be excluded by your district.

To add a student fo your home page listing:
1. Go to your Home Page.
Select " Edit |
Click [Add Students to...] and select “Standard Caseload” or “Case Manager Caseload”.
Enter your search criteria and click [Search].
Checkmark the student you wish to add.
Click [Add Students Marked Below/Above to Caseload].

o gk DN

To remove a student from your home page listing:

1. Go to your Home Page.
2. Select “Edit

3. Click [Remove Students from...] and select “Standard Caseload” or “Case Manager
Caseload”.

4. Checkmark one or more students that you want to remove.
5. Click [Remove Students Marked Below/Above to Caseload].

District System Administrator Manages Updates to Home Page Listings
Some districts have the TIENET system administrator update Caseload profiles. There is a student
Caseload profile and a staff Caseload profile. Updates can be made to either profile using the Add
to Caseload or Remove from Caseload options which update the home page listing.

Student Caseload Profile

A student’s Caseload profile lists staff members who have been assigned to the student using one
of these methods:

e Add To Caseload on the student’s Caseload profile
e Add to Caseload on the user’s Caseload profile
e Editing your home page listing using [Add to Standard Caseload]

Figure 5-3 shows the Caseload profile for student Kayla Sample with two assigned staff members.

Caseload for Student: Ricotta Cheese (1234RCTEST)

JBLACKMORE Blackmore Julia

SFRANCE France Suzetie Alsea Elementary Scheol

Figure 5-3
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Note: The Caseload profile does NOT include students that automatically display on your home
page listing because you are the student’s Case Manager.

To view a student’s Caseload profile:

1. If the student is on your home page listing, click the || icon.
Otherwise, use Search to find the student and click the ¥ icon to view their profiles.

2. Select Demographics/Enrollment ™ > Caseload.

To add a staff member to a student Caseload profile:

1. If the student is on your home page listing, click the ™ icon.
Otherwise, use Search to find the student and click the ¥ icon to view their profiles.

Select Demographics/Enrolliment 1 > Caseload.

Select [Setup..] = Add To Caseload

Use Staff Quick Search to find the staff member.

Checkmark the staff member.

Click [Add Staff Marked Below/Above to Caseload].

Click <student name> to return to the student’s Caseload profile.

No s

To remove a staff member from a student Caseload profile:

1. If the student is on your home page listing, click the icon.
Otherwise, use Search to find the student and click the ¥ icon to view their profiles.

Select Demaographics/Enrallment ) > Caseload.
Select [Setup..] >]il | Delete From Caseload.
Checkmark the staff member.

Click [Delete Checked Items].

Click [OK] to confirm the deletion.

o g bk wN

Staff Caseload Profile

A staff member’s Caseload profile lists students who have been assigned to the staff member using
one of these methods:

e Add To Caseload on the student’s Caseload profile
e Add To Caseload on the user’s Caseload profile
e Editing your home page listing using [Add to Standard Caseload]

Note: The Caseload profile will NOT include students that automatically display on your home page
listing because you are the student’s Case Manager.

Figure 5-5 shows the Caseload profile for staff member, Suzette France, with two assigned
students. She is not the Case Manager for either student.
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Caseload for Staff: Suzette France (SFRANCE)

Managing Caseloads

Lamt L Anenimy sl Lig Prum Chy Y Cwerent
Gradn Hwcors 1 ave Manage el D Primary Disabibey
Mae  Mams Scdoct Date e POt Dun Duttw
Ty Tte
Agoa Actve 50
71 1232BTESS Cheesa Bl 03 Elamentary Schoot DE022014 Blsckmore Miia 06022014  0GN22017 Communcaton 0AA2015 04272016
Sehool Age Disordar
Chimens Artow 00-Vieusl
~ - Vaual
) 1233PCTEST Ohesss  Pamsgan 05 Promary Schooh DBNS2008  Parcy Linda 2132015 QaN32018 : 2132015 02NM20016
Inpanment
School Aga

Figure 5-5

To view a staff’s Caseload profile:

1. Select Search>Staff.

2. Use Staff Quick Search to find the staff member.
3. Click the ¥ icon to view profiles.

4. Select Main I\, > Caseload.

To add a student tfo a staff Caseload profile:

1. Select Search>Staff.

Use Staff Quick Search to find the staff member.

Click the T icon to view profiles.

Select Main X, > Caseload.

Select [Setup...] > #= Add To Caseload .

Use the Quick Search form to find the student you wish to add.
Checkmark the student or students whom you wish to add to the caseload.
Click [Add Students Marked Below/Above to Caseload].

© N WD

To remove a student from a staff Caseload profile:

1. Select Search>Staff from the toolbar.

Use Staff Quick Search to find the staff member and open their profile.
Select Main I, > Caseload.

Select [Setup] > {iii Delete From Caseload .

Checkmark the student(s) whom you wish to delete.

Click [Delete Checked Items].

Click [OK] to confirm the delete request.

N o ok owDd

Creating Home Page Student Caseload Groups
If you have a large number of students on your home page listing, you may want to group the
students into different lists. For example, you could group students by school or grade level.
To organize students info Caseload Groups:

1. Goto your Home Page.

2. Select " Edit

3. Click [New Caseload Group].
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4. Enter a name for the new group.
5. Checkmark the students to add to the new group.

6. Click [Accept].
Your home page will display the newly created group.

My Students . § | Setect Groug

Three Yo

i |L.au Fiest Geade Anending jedtial Elig Case Prim Elig Eval Due Primory Cusrom Ann Reex
" \
|unmn Name School Jate Wanager (Oate Doto Olsabitiny iLPOote Due Date
50
am - N Adsas Hgh = - — =
12MACTESS Cheese Aslage 09 School ']4-01 01) France Suzetie 03012013 03012016 Communication 95012013 04302014
I | Disordier
W e 2o YI‘:H:\:v Riots 10 LoeaHigh p1o12013 Sacmece duka 10422011 | 1022014 10~ Riuieg
| Setrol
———— 1
Figure 5-6

The Select Group dropdown list shows the group you created. To view all your students, select
“(All My Students)”.

Note: Caseload Groups are not updated automatically when students are added or removed from
your home page listing. You must update the groups manually.

Printing Your Home Page “My Students” Listing

You may want to print a list of students that you work with. There are three methods: print your
home page listing directly, use a report, or export your home page listing to Excel.

Note: When printing the home page listing, it's necessary to change the page layout to “landscape”
orientation in Print Preview. It may also be necessary to adjust the 100% percentage to fit all the
columns in certain web browsers.

To print your home page listing:

=

From your home page, click the = icon.

Select Print this document.

In the Print dialog, click [Cancel].

Select File>Print Preview from your web browser toolbar.

Change the page layout to “landscape”.

Adjust 100% to a smaller value to ensure columns will fit (Internet Explorer and Firefox only).

Click the printer icon or [Print] (depending on browser) in the preview window.
Click [Print] or [OK] (depending on browser).
Select Back to previous screen to return to your home page.

© ©® N g wDhPRE

To print a selected Caseload Group:

1. From your home page, choose the Caseload Group you wish to print from the Select Group
dropdown list.

2. Select the = icon.
3. Select Print this document.
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N o g s

8.
9.

In the Print dialog, click [Cancel].
Select File>Print Preview from your web browser toolbar.
Change the page layout to “landscape”.

Adjust 100% to a smaller value to ensure columns will fit. (Internet Explorer and Firefox
only).
Click the printer icon or [Print] (depending on browser) in the preview window.

Click [Print] or [OK] (depending on browser).

10. Select Back to previous screen to return to selected Caseload Group.

To print your home page listing using the “User Caseload (new)” report:

The “User Caseload (new)” report includes students that you are assigned as the Case Manager
and any students who have been manually assigned using Add to Caseload. Frequently, your
TIENET system administrator publishes this report to your home page.

To run the User Caseload (new) report from your home page:

© ©® N g wDN

In the Reports panel on your home page, select User Caseload (new).

Select '=' Print |

Select Print this document.

In the Print dialog, click [Cancel].

Select File>Print Preview from your web browser toolbar.

Change the page layout to “landscape”.

Adjust 100% to a smaller value to ensure columns will fit (Internet Explorer and Firefox only).
Click the printer icon or [Print] (depending on browser) in the preview window.

Click [Print] or [OK] (depending on browser).

10. Select Back to previous screen to return to the report.

To run the User Caseload (new) report from Standard Reports:

1.

© ©® N gk 0N

From your home page, select Reporting>Standard Reports.
Expand the “Caseload Reports” report category.
Select the “User Caseload (new)” report.

Select '=' Print

Select Print this document.

In the Print dialog, click [Cancel].

Select File>Print Preview from your web browser toolbar.

Change the page layout to “landscape”.
Adjust 100% to a smaller value to ensure columns will fit (Internet Explorer and Firefox only).

10. Click the printer icon or [Print] (depending on browser) in the preview window.
11. Click [Print] or [OK] (depending on browser).
12. Select Back to previous screen to return to the report.
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To export your home page listing to an Excel file:

From your home page, click S, Edit .

Click the f= icon at the right edge of the My Student Caseload header.
Click [Save].

Select a location on your desktop to save the file.

Click [Save].

Click [Close].

Open the Excel file, update the format (if desired) and print.

No o~ e
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Chapter 6: Working with Student Profiles

Student Profiles record student information. There are profiles for different types of information.
Figure 6-1 shows a list of student profiles. Profiles also record Related Services, Specially
Designed Instructions, Supplementary Aids, and School Supports for Personnel. Optional modules
such as Section 504 and Service Capture also have profiles.

Student Profile data auto-populates certain document fields and is also used in reports.

fat My Home Page | Cheese, Asiago (1234ACTEST)

7 Profile Documents (%] Events & Security

Demographics/Enroliment I, | % Edit 5} Condeoe Colondar &5 Drint Mare =

[Demographics/Enrollment] Transportation School Supp Personel

Student Name:  Family Contact Section 504 Child Finds

Student Ir Special Education Medicaid Service Records
Medical Caseload ISPServices Related
Services Summary Services Related ISPDesigned Instructions
Census Data Designed Instructions
Census Summary Supplementary Aids

Figure 6-1
Note: Only profiles that you have been given access rights are available.

The Demographics/Enrollment and Family Contact Profile are typically populated from your district’s
student information system. If your district uses TIENET as a standalone application, this data is
entered manually. Figure 6-2 shows a portion of the Demographics/Enroliment profile.

Student Name: Ricotta Cheese {1234RCTEST) Birth Date: 01/02/1997
Student Information
District Student ID | 1234RCTEST SSID | 212121
Legal First Name | Ricotta Partial SSN
Legal Middle Name | FeliciaX Address
Legal Last Name | Cheese City | Oregano
Birth Date | 01/02/1997 State | OR
Age (16 Zip Code | 97330-4444
Gender | Female Home Phone | 541-111-2222
Grade |10 Primary Language | English
Early Entry into KG?| [T Yes M No Limited English Pmﬁﬁ_‘g;; [ Yes ¥ Mo
Transition or Post- .
Secondary r Language of Origin

Figure 6-2
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To access a student profile for a student on your home page listing:

1. Click the ™ icon of the student record.

The Demographics/Enrollment profile is displayed.
To view other Profiles, select from the Demoaraphics/Enrollment ™ list.

To access any student profile:

1. Select Search>Students.

2. Enter the first three or four characters of the student’s last or first name.
3. Click [Search].

4. Locate the desired student in the search results.

5. Click the ¥ icon to view the student profile.

The Demographics/Enrollment profile will be displayed by default
To view other Profiles, select from the Demaographics/Enroliment 1 [ist.

To update a student profile:
1. Access the Student Profile that you want to update.
2. Select %, Edit .
3. Update the record.
4. Click [Accept Changes].

Updates from Student Profiles to Documents

Certain profile fields auto-populate fields in Draft or Review IEP documents. If profile data is
changed or is different than the current document, you may receive an “update” message when
editing a document. Figure 6-3 shows an example.

Information in the student profile has changed. Update the following document field(s)? FirstName
Update Document NMow, Ignore changes

Figure 6-3

The “update” message lists fields that can be located in any section of the IEP. You can choose to
update the document with the latest changes or ignore the changes. The example above indicates
the student’s First Name has been updated in the student’s profile. The First Name populates the
IEP Demographics page as well as other pages. When the IEP is edited, TIENET prompts whether
the profile change should update the current IEP.

Using the Update Document Now Link

The profile field(s) listed in the prompt can be in any section of the document — not necessarily the
section being edited. If you do not know what data is in a profile field, first go to the profile and
make a note of the data. Compare it to the IEP data. If you want the changes made, then use the
Update Document Now link.

The Update Document Now feature updates ALL the listed fields. There is no option to choose only
certain fields that you want to update. In a few instances, it may be necessary to update all the
fields and then re-enter the correct data in the document packet.

Example: A Draft IEP is created for a new student. In the “Extended School Year (ESY) Services”
section, “Yes” has been marked for the “ESY services to be provided” field. Later, the student’s
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Birth Date is corrected in the Demographics/Enroliment profile. When the Draft IEP is re-opened,
TIENET will display this prompt:

Information in the student profile has changed. Update the following document field({s)? BirthDate, esyYes
Update Document Now, lgnore changes

Figure 6-4

Selecting Update Document Now will update the Birth Date field on any sections and the ESY field
on the ESY Services page. Because it is a new IEP, the ESY field will be blank on the Special
Education profile. The update will take the blank entry from the Profile and change the “Yes” to a
blank in the ESY Services section. This is an example where you would need to use the Update
Document Now link and then re-enter “Yes” for ESY services on the ESY Services section.

Student Profiles and Finalized Documents

When a document packet is set to Final status, certain Profile fields are updated from the finalized
sections. For example, when an IEP is set to Final status the IEP date will be populated on the
Special Education Profile and the Census Summary Profile.

Student Profiles and Reports

Student Profile data fields are the primary source of TIENET report data. It’s very important to keep
Profile data updated to ensure accurate reports.

¢ The Demographics/Enroliment profile contains student name, age, grade, and attending and
resident school.

e The Special Education profile records items such as Case Manager, Disability Codes, and
Eligibility Dates.

e The Census Data Entry profile has census data such as federal placement code, serving
agency, exit code, exit reason and SpEdRecordType.
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Chapter 7: Child Find Profiles

The Oregon Department of Education (ODE) requires school districts submit data for the annual
Child Find (Indicator 11) collection at the end of the school year. The collection reports all children
for whom parent consent to evaluate was received and initial evaluation and eligibility determination
was completed between July 1 and June 30 of the current school year. Students who had an initial
evaluation are included whether or not they were found eligible.

The Child Find profile(s) record required data for the collection. Districts decide who enters Child
Find data. Case Managers sometimes enter this data. Other districts may have a dedicated person
who manages and verifies data entry.

It is very important to have accurate data. TIENET reports use the profile data for the Child Find
collection.

To create a new Child Find profile:

1. If the student is on your home page listing, click the ¥ icon.
Otherwise, use Search to find the student and click the & icon to view their profiles.

2. Select Cemaographics/Enrollment 1 > Child Finds.
3. Select %= Add New Child Find from the Setup menu.

Note: The Student Name () and Student Information section will be auto-populated after
you save the profile.

4. Complete the Child Find data fields.
These fields must be entered manually — they do not populate from other forms.

5. Click [Accept Changes] to save your Child Find data.
To update Child Find data for a student:

1. If the student is on your home page listing, click the L icon.
Otherwise, use Search to find the student and click the # icon to view their profiles.

Select Demaographics/Enrollment 4 > Child Finds.

Click the Q icon to open an existing profile.
Select "% Edit

Enter data and/or changes.

Click [Accept Changes] to save your changes.

© g > w N
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Chapter 8: Common Student Profile Tasks

This chapter provides step-by-step instructions for several common profile tasks.

To assign a Case Manager:

1.

No g wDd

If the student is on your home page listing, click the & icon.
Otherwise, use Search to find the student and click the ¥ icon to view their profiles.

Select Demaographics/Enrollment *1 > Special Education.

Select &, Edit

Scroll to the IEP Team Information section.

Select the Case Manager (ID) lookup and search for the person you wish to add.
Click [Select] on the person’s row.

Click [Accept Changes].

To exit a student from Special Education:

1.

© ©® N gk wN

If the student is on your home page listing, click the ¥ icon.
Otherwise, use Search to find the student and click the @ icon to view their profiles.

Select Demaographics/Enraliment » > Census Data.

Select %, Edit .

Select “90-Exited” from the Serving Agency dropdown list.

Enter the exit date in the SpEd Exit date field.

Select the exit reason from the SpEd Exit Code dropdown list.
Select “Exited School Age” from the SpEdRecordType dropdown list.
Click [Accept Changes].

Next, go to the Special Education profile.

10. Remove the Case Manager name in the Case Manager field.
11. Click [Accept Changes]
12. Next, go to the student’s Caseload profile and remove any assigned staff.

a. Select [Setup]>Delete From Caseload.

b. Checkmark the staff member(s) to remove.
c. Click [Delete Checked ltems]

d. Click [OK] to confirm.

To enter census data for a student:

When an IEP is set to Final, the Federal Placement Code from the IEP Placement Determination
form will populate the Census Data profile.

1.

If the student is on your home page listing, click the 7 icon.
Otherwise, use Search to find the student and click the ¥ icon to view their profiles.

Select Demographics/Enroliment *J > Census Data.
Select &, Edit |
Enter the census data fields:
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Special Education Resident District

Secondary Federal Placement Code (if applicable)
Serving Agency

Enroliment Type

5. Click [Accept Changes].
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Chapter 9: Document Packets

A variety of documents are created for a student in the Special Education process. TIENET
provides a set of Oregon Department of Education (ODE) compliant special education forms. Other
commonly used forms are also available.

Standard Document Template Packets

A document packet consists of a set of related forms. The IEP document packet, for example,
contains the ODE IEP forms and several other commonly used forms. Some forms, like a Team
Meeting Notice, may be included in more than one packet for convenience.

If a document template is not available, your district may not be using the document template or
your security group does not have access to the template.

Types of Document Packets

Figure 9-1 shows a list of document packets. The “Create New Document” dropdown list will show
document packets you have access to. The 15 & Younger IEP and 16 & Older IEP packets will be
retired in 15/16 because they have been replaced by the single, Oregon IEP.

Documents for Bleu Cheese (1234BTESS)

Create New Document. |

E3gibaty
Elgtrddy

Emonona Dstunancs

Spocal Education Noace of Tean Moetng
Sacthion 504

Medcax
Medcaid Service Log
Evatuaton Consert

(Fin-Lased Docarmmn
Figure 9-1

Figure 9-2 shows a student’s document table. It lists document packets by school year. Prior year
paperwork can be easily be referenced.

Documents for Ricotta Cheese (1234RCTEST)

Create New Document Go

~ Eligibiliry
Emtoos Qunubancs DGRt 06230013 Tee, 222150

Figure 9-2

© LBL ESD 2015 all rights reserved 2015-07 Page 43 of 105



LBL ESD TIENET User Manual Document Packets

PreReferral Document Packet

This packet contains forms that can be used to gather and record data for a student. Districts may
choose whether to use these forms.

Include which = geject All | Select Mone |

sections? M Pre-Referral
¥ strengths
W' ireas of Concemn
¥ Pre-Referral Team Meeting Motice
¥ Pre-Referral Meeting Motes
Figure 9-3

Referral Document Packet

This packet provides forms that can be used when a student is referred for evalution for special
education. The IEP team can use these for planning and identifying areas of assessment. The
Referral packet forms are listed in Figure 9-4.

Include which  gglact All | Select None |

sections? M Referral ™ Permission te Obtain and Release Information
[ Referral Team Meeting Motice ¥ Assistive Technology
¥ TestDomains ™ written Agreements between Parent and District
V' Wedical Statement or Health Assessment r Special Education Motice of Team Meeting
V' authorization/Protected Health Information (HIPPA) ™ Prior Motice of Special Education Action
¥ Meeting Motes/Conclusions ¥ Decision to Evaluate
¥ Assessment Planning

Figure 9-4

Decision to Evaluate Form

The Decision to Evaluate form is an important form. It records the IEP team’s decision whether the
child will be evaluated, whether it is an initial evaluation, and the date that the parent and/or
guardian signed consent for evaluation. If your district chooses to use this form, a Child Find profile
must still be manually completed.

Child Find Profile

If a decision has been made to evaluate a student for eligibility for special education services, the
Child Find profile in Student Profiles provides a form to record data that will be submitted in the
ODE Child Find collection. If your district ensures that the Decision to Evaluate form is completed,
an administrator can refer to the form to obtain/confirm Child Find data. Otherwise, the evaluation
data must be gathered by other means.

Evaluation Consent Document Packet

This packet contains the Prior Notice about Evaluation/Consent for Evaluation form (permission to
test) and Student Assessment List form.

Prior Notice About Evaluation/Consent for Evaluation
This form is used to obtain parent/guardian permission to evaluate the student to determine if the
student is eligible for special education services.
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Assessment tests can be listed in this form. However, typically the Student Assessment List is
completed to indicate selected tests and test descriptions. The statement “See attached student
assessment list” is inserted in the permission to test form.

Parweds of » chid vtk » chastabty hawe soslectian under 1o procesisdd sdeguants For 2 copy of e rocetbent asfsguards w wssstance n urderstardieg tes sformatias, plasss caslact the person named ato

CONSENT FOR EVALLATION

WO 10Gu0s your 0onsent hecause

Thes s an indial evadultion and will B (oo 32 Selonmiss nhelhal your Chbs o 4 C0BE with @ duaddty and 22 detinmme sORcal sduzilioe teelds

This sduation wfl ncogo malgmce o pononaity tedsng

Ths 1o 0 re-evaluation and wil Be weod 3 Jede your chéds Ccortinued sligbéty ondior education seads. JExcept for 1eets of talbgence and parsonainy. ¥ yoo doat sespone 15 B requeet S witon consent
for o re-espluston, that svabustion may be conducted wihout yoer consert

W plan 5o use the following svalusion procedurnis) nsssssnnms andion tesfs)

naed Statements  Bastos Detdl e

See attached student assassment ks

Figure 9-5

Student Assessment List
The Student Assessment provides an extensive list of tests organized in assessment area
categories. You checkmark any assessment area hame to expand the list of tests in that area.

Note: Publishers update standardized tests every few years. We administer the most recent
versions provided by the test publishers. Each assessment area may have up to three tests
identified. At least one of the tests will be administered.

Be sure and check with your assessment specialists to make sure the assessments you selected
are available in your area. This form is a combination of district and ESD assessments used across
the state. It has been approved by ODE.

Student Assesament List
Sondont M ot Fesca Cleote Oon: [T T

Nofe Puosatans wpninte sSendenfioed Sty suery e paary e 3ranaie’ Bhe MO0 ACROT VIVIXNS SrDw i Oy S I 2etAshes Fach SSsAnTYet awa My
fave up & Boee feats siedved A7 et sre of the iz ot e stersatered

L ' Procsdues -

Tha folowng professianas witl be arvotved b Bie ndvadatl asmesamernt cathned above.

) Specodw I Sehost Paythologet Spesch Langoage Natoiogal
Decupamone Thecapnt ] Papsca Thenapest [} Otter

Figure 9-6

Figure 9-7 shows an excerpt of the Assessment of Academic Achievement expanded assessment
area.

B' v "l PP Y

T Maubman Tael of Edus stz Achigvoment - This lest MO32UIEs SX3dEME GCAMNYOMON in (030NG, Math, and wilten Knguago for indricusls 30es & 6 % 26 0

O Weche indoodual Ach Test- Thes skl i word onadng, seadieg cory decodng - 3. FumeOC
SPUINONS, MPORng, witing Iskening ¢ ¥ a0 009l e

[ Woodeoh Jonnscn Tasts of Achosgmant - Engish - Tha tamery meludos ndhaduaily asministersd pohiavement tosts at moasuse readang, mathemates.
and aniten larnguage skl

[ Satecia 11 Yoodtoct-Mufias. Prostas de apcavechaments - This Spanah nomed Safiery nctides ndradus sdmnateeed 3¢ haverment tests (el messsry
reatvg manenates and wimen Leguae ssifs

[] Bucken Bask Concopt 52 - Engleh ana Spanah - This test measwes the endersianding of many base concopes for chidren batwosn e ages of 2€ and
& 11, A Schosl Readisuss Conpoans cam aiss be demvmd shch nchides knceledon of sunben, lelee, colon, compaeates. and shapes A Sparish
wermon of fim fewt shao in svarlabie

Figure 9-7
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At the bottom of the form, you indicate the professional staff that will be involved in the
assessment(s). To add another type of title/position, select “Other” and type the title/position name.

The following professionals will be involved in the individual assessment outlined above:

Ll Specialist L] School Psychologist [] Speech-Language Pathalogist
] Occupational Therapist ] Physical Therapist [ Other;l
Figure 9-8

Evaluation Document Packet

This packet contains forms that can be used to plan and record evaluation information for a student.
Figure 9-9 shows the Evaluation packet sections. The Assessment Grid can be used to identify
assessment areas and assign staff responsible for the assessment area. There are 17 Specialist
forms based on each specialist category (Audiologist, Behavior Specialist, Counselor, etc.). Each
specialist involved in the evaluation completes a Specialist form. This form includes assessment
areas, assessment summary, and summary of results and recommendations.

Include which  Select All | Sslect None
sections?

¥ Assessment Grid r Fhysical Therapist
¥ Evaluation Summary r Regular Education Teacher
r Audiclogist 2 School Psychologist
I autism Specialist ™ social Warker
r Behavior Specialist r Special Education Teacher
[T case Manager r Speech/Language Pathologist
I counselor r Title/Reading Teacher
r Hearing Specialist ™ vision Specialist
I nurse I Other
r Qccupational Therapist
Figure 9-9

After the Assessment Grid and Specialist sections are completed, the Evaluation Summary
provides a summary of any evaluations that were conducted. It will automatically include the
Assessment Areas categories identified in the Assignment Grid. The Evaluation Summary also
includes a section for each Specialist.

The section will auto-populate the “Summary of Results and Recommendations” text entered by the
Specialist on their Specialist form and a statement(s) referring the reader to either the complete
TIENET Specialist form and/or to a external document that has been uploaded to the student’s
documents.

Eligibility Document Packet

Currently, the Emotional Disturbance eligibility form is in a separate document packet due to
changes made by ODE (April 2012).

Eligibility
Eligibility
Emotional Disturbance

Figure 9-10
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Figure 9-11 shows other forms available in the Eligibility document packet.

Include which  Selact All | Select None |

sections? [T autism Spectrum Disorder [ Specific Learning Disability

I communication Disorder ™ Traumatic Brain Injury
[ DeafBlindness - Vision Impairment
I Hearing Impairment ¥ Meeting Motes
[T Intellectual Disability ™ Prior Notice and Consent for Initial Provision
r COrthopedic Impairment ™ Prior Notice of Special Education Action
™ other Health Impairment

Figure 9-11

Eligibility forms have a signature section at the bottom of the form. You select a Title from the
dropdown list. If you do not know a title or an appropriate title is not in the dropdown list, you may
want a team member to hand-write their title when they sign the form.

This special education sligibifity determination avoids racial, ethaic, lingwistic, and sociceconomic bias in 3 manner which complies with
the axisting reluvant Stam and Fedarsd faws,

Signatures of Team Members Tite Agree Nsagree

.w’i;mna‘ B ] ’ ™ ™
.,rm'.r.;; _'_J ' [ "
Figure 9-12

The (BlankName???) entry in the Title dropdown list is used to create a blank row for a handwritten
entry.

Sipratures of Tomm Membery | Titm

(Blank Name 757)
| [adapirve PE Specabs

Figure 9-13

OR IEP Document Packet

This packet contains the ODE IEP forms as well as other Special Education forms. Figure 9-14
shows sections available in this packet. The ODE IEP forms are checked.

W] Demographics [ £sY Data and Recommendations

W] Meeting Participants [ special Education Placement Determination

i Special Factors [T wiritten Agreements between Parent and District
M Eresent Levels O Summary of Performance

W Transition O Special Education Motice of Team Meeting

W] statewide Assessment [ Prior Notice and Consent for Initial Provision

W Districtwide Assessment [ Prior Notice of Special Education Action

Wl Annual Goals ] Manifestation Determination

M services O Meeting Naotes

Il ESY Services [ Notice of Transfer of Parent Rights

[ Data Tracking Sheet.
[ Amternative Data Tracking Sheet

Other sections
4] Progress Report

Figure 9-14
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School Age Forms Document Packet
This packet contains an assortment of forms.

L] Assistive Technology [ Permissien to Obtain and Release Information
[ Authorization/Protected Health Information (HIPPA) [ Record of Request for/or Disclosure of Student
[ Manifestation Determination [ Referral Team Meeting Motice

[] Medical Statement or Health Assessment (Rev 3!14]|:| Special Education Motice of Team Meeting

[l IMeeting Motes ] Special Education Placement Determination

[] Notice of Transfer of Parent Rights ] Summary of Performance

[ Prior Notice and Consent for Initial Provision L] written Agreements between Parent and District

L] Prior Notice of Special Education Action

Figure 9-15

The School Age Forms packet is used most frequently when an additional Prior Notice of Special
Education Action or Team Meeting Notice form is needed. Although the IEP packet has these
forms, only one can exist in the packet. A School Age Forms packet can be created with just the
needed form(s). Figure 9-16 shows how a Label/Comment can be added to clearly identify the form.

Figure 9-16

w Other
=) School Age Forms ((2nd Teamhdtg 11-15-2015)) Draft

LBL Referral Document Packet

This packet contains 3 forms used by LBL ESD. Two forms are specific to the Special Education &
Evaluation Services (SEES) department and one for the Cascade Regional Programs department.

[] Education Evaluation and Consultation Center
] cascade Regional Services
[ Pre-Referal ASD Form

Figure 9-17

Private School ISP Document Packet

This packet contains ODE forms to create an Individual Service Plan for a private school student
receiving Special Education services.

I Service Plan

M 18P Measurable Annual Goals/Objectives

M Private School SpEd Notice of Team Meeting
] Meeting Motes

Figure 9-18
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Medicaid Document Packet

This packet contains forms related to Medicaid services. These forms can be used without
purchasing the Service Capture module that provides forms to log and report Medicaid services.

] Meeting Notes

] Prior Notice of Special Education Action

U Special Education Motice of Team Meeting
[l written Recommendation

[l written Consent to Access Public Insurance
[l written Notification to Parent

Figure 9-19

Section 504 Document Packet
This is a purchased module. It contains forms to complete ODE Section 504 forms.

| Parent/Student Rights

] Request for Health/Medical Information

W1 Prior Notice and Consent to Evaluate

] Eligibility Determination and Accommeodation Plan
W1 Manifestation Determination

W1 Section 504 Notice of Conference

Figure 9-20
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Chapter 10: Working with Documents

Document packets contain related forms. A document packet may require certain sections be
completed. Required sections cannot be omitted from the packet. Your System Administrator
identifies which sections are required in each document packet.

Figure 10-1 shows the Oregon IEP Document Setup screen. It lists the available documents in the
IEP document packet.

New Oregon IEP Setup
Document Draft: Oregon IEP for Ricotta Cheese (1234RCTEST)

For Year: 2015-16

Label/Comment:

Include which | select All I Select None |

sections?

¥ Demographics [ esy Data and Recommendations

] Meeting Participants | Special Education Placement Determination

] Special Factors [ written Agreements between Parent and District
¥ Present Levels O Summary of Performance

[ Transition [+ Special Education Notice of Team Meeting

¥ statewide Assessment ] Prior Notice and Consent for Initial Provision

[ Districtwide Assessment [ Pricr Notice of Special Education Action

M Annual Goals [ manifestation Determination

™ senices [ meeting Motes

™ EsY Senices [ Motice of Transfer of Parent Rights

¥ Dpata Tracking Sheet.
™ Aemative Data Tracking Sheet

Include other & Progress Report
sections?

Additional [] Copy information from another (previous) document
Setup Options

New Cancel

Figure 10-1

Documents with a checkmark are either required sections or pre-selected for your convenience.
You can accept the pre-selected items, modify the selections, or use [Select All]. To accept the
default selection, click [New].

Note: You cannot remove a required section.

Document Packet Status

A document packet can be in Draft, Review or Final status. A new document packet is in Draft
status. When a draft version is ready, status is changed to Review or Final status. Review status
allows you to notify team members to check the document is complete and accurate before it is set
to Final status.

A document packet can be modified in Draft or Review status. A Final status document cannot be
edited except for designated sections.

Your Special Education department establishes guidelines for whom, how, and when document
packets are set to Final status. Districts may have a System Administrator review all paperwork to
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ensure accuracy and set document packets to Final status. Or, users may be allowed to set
document packets to Final.

Status |Description

Draft The content of the document packet can be edited.

Review | The content of the document packet can be edited. The Review status can be used if
you wish to notify selected users to review and/or approve the document.

Final The content of the document packet cannot be edited.
Note: The IEP packet is configured to allow the Progress Report, ESY Data and
Recommendations, and Data Tracking sections to be edited in a Final IEP.

Table 10-1

To set document status:

1. Open the desired document.
2. If you are in Edit mode, click [Cancel Editing].

3. From the [Set Document...] dropdown list, select the appropriate status (ex. “Status from
Draft to Review”, “Status from Review to Final”).

Confirm the status in the Change status from ... dropdown list.
Optionally, enter a comment.

Select or lookup the users who you want notified of the status change.
Click [Accept].

Click [OK] to confirm your choice.

© N o g &

Accessing Documents

If a student is on your home page listing, you can easily access their documents. If the student is
not on your home page list, you use Search>Students to locate the student and then access their
documents.

To view a student’s documents (student is on your home page listing):

1. Click the [Z]icon.
The student’s table of documents will be displayed.

Decuments for Bleu Cheese (1234BTESS)

Create New Document 0

Other

s Qreqn IEE Dt Qr2L0015 Tua 1025 A0 - -
~ Eligdbility
Elgisity Fra DSN20015 Tee D857 AN I7Q12015 Tue, 1025 AM (7212023 Tue, 1025 4M
« Other
o | Referral Foed Fingd 022300148 Thu 03 55 PM . D72102015 Tue, 1023 AM 07212095 Tue, 1023 AM
Figure 10-2
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Note: If the student does not have documents, only the Create New Document dropdown
list will be visible.

2. Click the E icon of the document packet you wish to open.
The first section of the document packet will be displayed. Figure 10-3 shows an open IEP
document packet.

—l rf"r Iy Home Page [=] Ricotta Cheese (1234RCTEST) = Documents Draft: Oregon IEP (2015-16)

‘ Demographics ™y
‘ Save, Done Editing Save, Continue Editing Cancel Editing
Figure 10-3
3. To view other sections, select the desired section from the fly-out list.

To view a student’s documents (student is NOT on your home page listing):

1. Select Search>Students.

2. Use Search to locate the desired student.
Enter the first three or four characters of the student’s last or first name.

3. Click [Search].

4. Inthe Student Search Results list, click the E icon of the student you wish to view.
The student’s table of documents will be displayed.

Creating New Document Packets

To create a new document packet:

1. If the student is on your home page listing, click the =l icon.

Otherwise, use Search to find the student and click the E1 icon.

2. Inthe Create New Document dropdown, select the type of document
you want to create and click [Go].

3. Select the appropriate school year (if needed), add optional comments (if desired), and
select the document you want to create.

4. Click [New].

The first section in the document packet will be displayed in Edit mode.
If this is not the section you want use the fly-out list to select a different section.

5. Click [Save, Done Editing] to save your data.
Editing a Document Packet
Sections in a Draft or Review document packet can be modified.
To update an existing section:

1. If the student is on your home page listing, click the E icon.
=

Otherwise, use Search to find the student and click the =' icon to view their documents.
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2.

3.

Click the =l icon of the document packet you wish to view.

The first section of the document packet will be displayed in Edit mode.

If you wish to view or edit a different section, click [Cancel Editing] and use the fly-out list to
select the section.

Click [Save, Done Editing] to save your changes.

Adding a Section to a Document Packet

A section not included when a document packet was created can be added to a packet that is in
Draft or Review status.

To add a section to a document packet:

1.

o g s wN

If the student is on your home page listing, click the Elicon.

Otherwise, use Search to find the student and click the E icon.

Select an existing document packet.

If green Save buttons are displayed, click [Cancel Editing] to exit Edit mode.
Select [Set Document...] > Sections.

Select the section(s) you wish to add to the packet.

Click [Accept].

Removing a Section from a Document Packet
A section can be removed from a document packet if it is not a required section.

To remove a section from a document packet:

1.

a > wb

If the student is on your home page listing, click the E icon.
Otherwise, use Search to find the student and click the = icon.

If green Save buttons are displayed, click [Cancel Editing] to exit Edit mode.
Click [Set Document ...] > Sections.

Checkmark the section you wish to remove.

Click [Accept].

Deleting an Entire Document Packet

To perform this task, your security group must have appropriate access rights.
Warning: This action will delete the ENTIRE document packet, not just the section you are
viewing. To delete an individual section, use [Set Document...] > Sections.

To delete an entire document packet:

1.

ook v

If the student is on your home page listing, click the E [

Otherwise, use Search to find the student and click the
Select the document packet you want to completely delete.

If green Save buttons are displayed, click [Cancel Editing] to exit Edit mode.
Select [More ...] > Delete This Document.

Click [Delete].

Click [OK].

con.

= icon.
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Guided Actions

Document templates may have “guided actions” which help users complete documents in a
compliant manner. These “alerts” may:

e provide context-sensitive explanations

e warn the user about questionable entries

e warn the user of missing data

e prevent the user from entering an invalid format
e post instructional reminders

Saving Your Data

There are three options available when saving your data.

Button Description

Save, Done Editing | Saves the work you have completed on the page and exits Edit mode.

Save, Continue Saves your work on the page and lets you continue to enter information. This is
Editing recommended when entering data for an extended time to ensure data is saved in the event of
a power outage or network difficulty.

Cancel Editing Exits Edit mode and does not save data changes.

Note: If you save your changes and the system posts a guided action that you want to ignore
at this time, click [Cancel Editing] to exit Edit mode.

Table 10-2

Required Fields
TIENET forms often have required fields. If a required field is not completed, a warning message
will be posted when you save the form.

_-""I-_:'I Section was saved, but is incomplete until all required fields (red highlighted) are filled.

Figure 10-4

You can complete the required field and re-save the document. Or, use [Cancel Editing] to leave
the required field blank. However, all required fields must be completed before setting a document
packet to Final.

[Set Document ... ] Dropdown List

The [Set Document...] dropdown list lets you add and remove sections, change document status,
and add a label to a document packet.

SetDocument.. = '?J' Print... -
Sections
Status from Draft to Review
Status from Draft to Final

LabellComment

Figure 10-5
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Sections

This allows sections to be added or removed from the selected document packet. If a section is a
required section, it cannot be removed.

Status from ....

This action is used to change the status of the document template. The document template’s
security settings control what status (Draft, Review and Final) you have access to.

Label/Comment

The Label/Comment field can be used to add a short description to the document packet name. A
label is usually added when the packet is created. However, it can be added any time before the
document packet is finalized. Figure 10-6 shows examples of document packet names with
comments.

+ Eligibility
[£] Eligibility ((Aut, Comm, OHI) <
+ Other
E’I School Age Forms ((2nd team mta notice)) <::|
Figure 10-6

[More ...] Dropdown List

The [More ...] dropdown list shows available actions. You can use spell check, send a message
with a document, compare documents, update a document from student profiles, change document
year, and delete a document. This section describes the [More...] dropdown list items. Items will
vary based on your security rights and the status of the document packet.

Spell Check Entire Document
This action runs spell check on the sections in the document packet.

Send Message With Document

This action opens a Message window to create a message that can be sent to selected individuals
or a Messaging Group.

Copy Information from Other Document
This action enables you to copy from one document packet to another.

Compare With Previous Document

This action generates a document that shows differences between the current document packet
and previous document packet of the same type.

Refresh This Section
This action redisplays the section and retrieves information again from the server.

Update Document from Student Profile

This action updates the document packet with student profile data that is different than what is in
the document packet. If a student profile field has been changed, the system posts a prompt:
“Information in the student profile has changed. Update the following document field(s):” when you
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open the document packet. The prompt lists the data fields that will be updated. These fields may
exist in any section of the document packet — not necessarily the section you are viewing. Figure
10-7 shows an example of the alert.

Information in the student profile has changed. Update the following document field{s)? BirthDate, ID, Parent2MName
Update Document Mow, lgnore changes

Figure 10-7

If you are unsure whether to proceed, write down the data field(s) in the prompt and select Ignore
changes. Compare the data fields in the document packet to the profile data fields. It’s best to
check your data first before selecting Update Document Now. There is no Undo for this action.

Create Revision of This Document

This action creates a copy of the document packet and titles the document “<document packet
name> (Revision)”. In the student’s table of documents, the “revision” document will show the
original document in the Preceding/Original Document column. The Amend date should be entered
in the “Revision date(s) to annual IEP” field on the IEP Cover page of the “Revision” document.
Figure 10-8 shows a “Revision” IEP.

Note: This feature is only available for document packets in Final status.
Creation Modification Finalization

v Documents for 2012113 Status Preceding/Original

Date ¥ Date Date LT Document

071172013

15 & Younger IEP (Revision) Draft | Thu, 10:46 — — — Revision Of. [£]15&

Younoer IFP

Figure 10-8

Modify Document Year

If you use “Create Revision of This Document” to amend a document packet created in a prior
school year, the Revision document packet will be created in the prior school year. You may want to
relocate the Revision document packet to the current school year.

To change the school year assignment on a Revision document packet:

1. Select the (Revision) document packet.

Select [More ...] > Modify Document Year.

In the For Year field, select the school year for the document packet.
Click [Accept].

Select the <student name> to return to the student’s table of documents.
The “Revision” document packet will show in the school year you selected.

o s~ D

Delete This Document

This action deletes the ENTIRE document packet, not just the section you are viewing. To delete an
individual section, use the [Set Document...] dropdown list.

[Navigate To ...] Dropdown List

The [Navigate To ...] dropdown list allows you to add events to a student record and attach external
files. If your district has purchased the Spanish translation module, you will be able to translate a
document to Spanish.
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Mavigate To... = | More... -

¥ Student Profile
Evenis for This Document
File Attachments

Language Translations
Figure 10-9

Events for This Document

Comments can be entered in an Event Log on a student record or individual document. For
example, if a team meeting has been rescheduled, you may wish to record this in the student’s
record.

TIENET logs other activities in the Event Log such as changes to document status. The Event Log
many have many auto-generated items.

Event Date/User/Document Subject/Description

(Auto) 07/11/2013 Thu, 11:43 AM 15 & Younger IEP for Ricotta Cheese (1234RCTEST) Set to Final Status

% 1 User: ADMIN (Security Administrator) Status of 15 & Younger IEP for Ricotta Cheese (1234RCTEST) changed from draft to
Document; 15 & Younger IEP final.

%, 1 07/11/2013 Thu, 11:42 AM 15 & Younger |IEP: Ricotta Cheese (1234RCTEST)
User: ADMIM (Security Administrator) Team meeting cancelled because parents did not attend. Meeting has been
Document; 15 & Younger IEP rescheduled.

Figure 10-10

To add an event to a student record:

1. If the student is on your home page listing, click the icon.
Otherwise, use Search to find the student and click the ¥ icon.

2. Click the Events tab.

. == Add New Event
3. Click

4. Complete the event information and click [Accept].

To add an event to a student document:
1. If the student is on your home page listing, click the = icon.
Otherwise, use Search to find the student and click the icon.
2. Select the document packet.

3. Select [Navigate To ...] > Events for This Document.
Note: If you do not see [Navigate To..] click [Cancel Editing] to exit Edit mode.

4. Select == 4ddEventFor This Document |

5. If desired, select a section from the Link to section dropdown list. Or, leave the default
“any/all” to add the comment to the document packet.

6. Complete the event information and click [Accept].

File Attachments

External files such as MS Word, PDF, or scanned images can be uploaded to TIENET. There are
two ways to upload documents. The File-based method requires that you create a File-based
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document packet and upload an external file(s) to the document packet. The Attachment method
allows you to upload external files as attachments to a document packet. Figure 10-11 shows a
File-based document packet with an uploaded file and a Referral packet with an attachment.

+ Documents for 2013/14 Status Creation Date Modification Date Finalization Date Translations
+ Other
[£] File-based Dncument:<:| Dra | 071172013 Thu, 02:01 B B _
April 0TESTDOC. pdf PM
=] Referral Draft | 05/22/2013 Wed, 07/11/2013 Thu, 02:01 B B
:’> Attachment: medicalevaluation.docx 11:45 AW P
Figure 10-11

Refer to Chapter 18 “Uploading External Documents” for a detailed description of File-based
document packets and attachments.

Language Translations

Districts that want to use Spanish translation must purchase the TIENET translation module.
Chapter 21 “Translating a Document” provides instructions for translating a document packet to
Spanish.
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Chapter 11: Printing Documents

It's possible to print individual sections, selected sections, or an entire document packet.

Print Layout

TIENET forms are designed in portrait (8.5 x 11) mode. Only two forms, the Data Tracking Sheet
and the Alternative Data Tracking sheet, are printed in landscape format.

Page Breaks

When possible, page breaks have been coded into TIENET forms. However, logical page breaks
cannot be anticipated in many forms. Although data entry in TIENET resembles a word processor, it
does not have the page breaking rules of a word processing application. Thus, multiple page forms
may break in the middle of a section.

Web Browser Page Option Settings

Web browser page options are used to set page margins and header/footer information. The
TIENET header and footer content (such as date or page numbers) are web browser settings.
Typically you will want to delete the date and web address in the header and/or footer.

Page Margins
Web browser page margins should be set to .5 inch for the top, bottom, left and right margins.
Note: Some browsers may override the .5 in margin settings. This is outside the control of TIENET.

Header and Footers

Web browsers print a default header and footer on every page. Page numbers and web address
are common default values. To include only a title and page numbers on TIENET printed forms, the
web browser settings are changed.

To set page margins and update header and footers in Internet Explorer Version 11 x:

1. Open Internet Explorer.

2. Select File>Page Setup.
The Header and Footer sections each have three dropdown lists. The first dropdown list
selection will be left-aligned on the page, the second selection center-aligned, and the third
selection right-aligned on the page.

3. Inthe Header section, select Title in the first dropdown.
This will add the Title of the page, left-aligned in the header at the top of the page.

Select -Empty- for the remaining two Header dropdown lists.

In the Footer section, select -Empty- in the first and second dropdown lists.
Select Page # of total pages in the third dropdown list.

Enter .5 in each of the four margin fields.

N o g s
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Figure 11-1
8. Click [OK].

Printing Documents

To set page margins and update headers and footers in Mozilla Firefox:

1. Open Firefox.
Select File>Page Setup.

Enter .5 in each margin fields.

N o g~ wDd

Click [OK].
This is the completed form.

Select the Margins & Header/Footer tab.

Select Title from the first dropdown list in the first row.
Select Page # of # in the third dropdown list in the last row.

Headers & Footers

| Titie MR T
Left: Center: Right:
[-blank-— | |-blank-  *| |rage zof = ¥|
Figure 11-2

To set page margins and update headers and footers in Chrome:

Chrome does not support customizing header/footer information. Header/footers can only be turned
on or off. To have page numbers on TIENET printed forms, the header/footer information must be

“‘On”.
1. Open Chrome.
2. Click the = icon located at the right margin.
3. Click Print ...
4. Click + More Settings.
5. From the Margins dropdown list, select Custom.
6. Drag the four margin sliders to .5 inch or type 0.5 in the black value boxes.
7. In Options, check that Headers and footers is checked.

© LBL ESD 2015 all rights reserved v2015-07

Page 62 of 105



LBL ESD TIENET User Manual Printing Documents

To remove header and footers in Macintosh Safari:
1. Open Safari.

2. Select File>Print.

3. Select “Safari” from the Copies&Pages dropdown list.
4. Uncheck “Print headers and foots.

5. Click [Print].

Using the “Shrink-to-Fit” Option in Internet Explorer Browser

The “Enable Shrink-to-Fit” option can be used to choose a percentage value to “shrink” a printed
document. This can be useful if the last page of a document has one or two lines of text and you
want to “squeeze” the document to fewer pages.

To turn on “Shrink-to-Fit” in Internet Explorer:
1. Open Internet Explorer.
2. Select File>Page Setup....
3. Checkmark “Enable Shrink-to-Fit”.

To “shrink” a document in Internet Explorer:

1. Navigate to the TIENET document you want to print
2. Click "= Print.. and select your print option.
3. Click [Cancel] in the Print dialog that is displayed.
4. Select File>Print Preview... from the web browser menu.
5. Inthe “Shrink To Fit” dropdown list, select a percentage (like 90%) and check if the dangling
lines are moved to the previous page. If not, try another percentage.
. Click dh icon in the Print Preview window.
7. Click [Print] in the Print dialog.

Using the “Scale” Option in Firefox Browser

The “Scale” option can be used to choose a percentage value to “shrink” a printed document. The
“shrink” value is selected in Print Preview. This can be useful if the last page of a document has one
or two lines of text and you want to “squeeze” the document to fewer pages.

To turn on “Scale” in Firefox:
1. Open Firefox.

2. Select File>Page Setup....

3. Uncheck the “Shrink to fit Page Width” option.
This will cause the Scale option to display “100"%.

4. Click [OK].
To “shrink” a document in Firefox:

1. Navigate to the TIENET document you want to print
2. Click ="' Print.. and select your print option.
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Click [Cancel] in the Print dialog that is displayed.
4. Select File>Print Preview... from the web browser menu.

5. Inthe “Scale” dropdown list, select a percentage (like 90%) and check if the dangling lines
are moved to the previous page. If not, try another percentage.

6. Click [Print] in the Print Preview window.
7. Click [OK] in the Print dialog.

Printing Documents

You can print a single section, selected sections of a document, or an entire document packet. After
printing a document, select Back to previous screen to return to the previous display.

To print a single section of a document packet:

1. Select the document section you want to print.
2. Select [Print...] > This Section.
3. Click [OK] in the Print dialog.

To print selected sections of a document packet:

1. Select [Print...] > Selected Sections.

2. Checkmark the documents you want to print or click [Select All] to select all of the
documents.

3. Optionally, checkmark “Print large spaces for hand writing”.
4. Click [OK].
5. Click [OK] in the Print dialog.

To print all sections in a document packet:

1. Select the document packet you want to print.
2. Select [Print...] > All Sections.

3. Click [Print] in the Print dialog.
Note: If the Data Tracking Sheet and/or Alternative Data Tracking Sheet are included in an
IEP document packet, you should not use print “All Sections” link. Because these sections
are intended to be printed in landscape mode, web browsers may shrink the font
dramatically in all sections to try to accommodate these pages. Print the tracking sheets in
landscape and then print the other sections using “Selected Sections”.

Printing a List of Documents
A student’s list of documents can be printed.

To print a listing of documents for a student:

1. If the student is on your home page listing, click the =licon.

Otherwise, use Search to find the student and click the [=] icon.

2. Select the = icon (row above Create New Document).
3. Select = Print this document to send the job to your default printer.
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Printing a Blank Document

TIENET has a feature to print blank forms. However, forms that include auto-populated fields and
macros may not print blank forms correctly. If you intend to print a blank form, check the form
carefully first. Otherwise, use the ODE standard forms posted on the ODE web site. The TIENET
Help menu provides a link the ODE standard forms.

To print a blank document:

1.

If the student is on your home page listing, click the E icon.
Otherwise, use Search to find the student and click the [=] icon.
Select [More...] > Print a Blank Document.

From Select a Template dropdown list, select the document packet.
The sections in the document packet will be displayed.

Checkmark the section(s) you want to print.
Click [OK] and then click [Print] in the Print dialog.

To access ODE standard forms from TIENET:

If a TIENET blank form is not acceptable, you can use an ODE blank form.

N e

o g b~ w

Select Help>Help Guides.

Select ODE School-Age Forms or ODE Standard IEP Forms.
A new browser window will be opened to display the ODE web site pages.

In the English column, select the desired file format.

Use File > Print from your web browser to print the blank form.
Close the ODE form.

Click £ in the TIENET Help window.
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Chapter 12: Working with IEP Documents

The IEP document packet contains ODE standard IEP forms. In a new document packet, required
forms are pre-selected. Other commonly used forms may also be checked. You can change which
sections you want by checking or un-checking items. Required sections cannot be removed.

New Oregon IEP Setup
Document Draft: Oregon IEP for Ricotta Cheese (1234RCTEST)

For Year: 2015-16
Label\Commant
Include which SeloctM-I Select Neoe
sections? o o A
¥ Cemographics
:, Maatin e

M Meeang Nows

L Note of Transter of Parert Rights

p——
nng Stest

Include other ¥ Prgress Regont

sections?
Additional Copy informaton from another (previous) docunent
Setup Options
New Cance
Figure 12-1
Creating an IEP

To create a new IEP:

1. If the student is on your home page listing, click the = icon.
Otherwise, use Search to find the student and click the [=] icon.

In the Create New Document dropdown, select Oregon IEP.
Click [Go].

Optionally, add a short comment.

Review the selected sections and make any changes.

Click [New].
The first section in the document packet will be displayed in Edit mode. To select a different
section, click [Cancel Editing] and use the fly-out list.

o gk w N

Editing an IEP

An IEP in Draft or Review status can be edited. When the IEP is completed, status is usually set to
Review. This allows you to notify and request that any other users check their content is accurate
and complete. If you are the sole author, you may want to notify other staff such as a paperwork
manager or your System Administrator. If you set your IEPs to Final status, you can decide if you
want to use Review status or go directly to Final status.
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To edit an IEP in Draft or Review status:

1. If the student is on your home page listing, click the = icon.
Otherwise, use Search to find the student and click the [=] icon.

2. Select the IEP document you want to review.
The first section in the document packet will display in Edit mode. To select a different
section, click [Cancel Editing] and use the fly-out list.

3. Make any updates.
4. Click [Save, Done Editing].

“Dangling” Draft/Review Status

After an IEP Meeting, the IEP should be updated with any changes and set to Final status. When
an |IEP is set to Final status, it updates the student’s Profiles. If an IEP remains in Draft or Review
status, the student’s Profiles are not up-to-date and reports may not be accurate.

Finalizing an IEP

Required sections and fields must be completed before a packet is finalized. If incomplete required
sections exist, TIENET posts a list of the sections. It's possible to override and ignore incomplete
sections, but this feature is typically restricted to TIENET System Administrators.

Prior to setting an IEP to Final status, you can remove a non-required section(s) that has not been
used. Refer to Chapter 10, page 54 “Removing a Section from a Document Packet” for instructions.

A Final IEP cannot be modified except for adding progress reports or ESY sections (if configured to
allow editing). Changes to the IEP can be made by creating a revision.

To set an IEP to Final Status:
1. If the student is on your home page listing, click the E icon.
Otherwise, use Search to find the student and click the [=] icon.

2. Select [Set Document...] and select the appropriate change status.
Note: If you do not see [Set Document...], click [Cancel Editing] to exit Edit mode.

Optionally, enter a comment.

Optionally, select the users you want to notify of the status change.
Click [Accept] to set the status.

Click [OK] to confirm.

o gk w

Revising (Amending) an IEP

A Final IEP should not be modified except for a minor correction. The IEP should be revised for
any significant changes. Creating a revision copies the original IEP to a new Draft IEP. The new
document has “(Revision)” added to the name. The default text “Revision” can be replaced by the
Amend date (ex. Revision 07-21-2015) using [Set Document...] > Label/Comments in Edit mode.
The Preceding/Original Document column lists the original document. Figure 11-2 shows a
“Revision” IEP.

Figure 12-2

If you revise an amended IEP, the system will automatically provide another amendment date field.
The Demographics section provides a maximum of 4 amendment date fields.

© LBL ESD 2015 all rights reserved v2015-07 Page 68 of 105



LBL ESD TIENET User Manual Working with IEP Documents

To revise (amend) an IEP:

1. If the student is on your home page listing, click ther licon.
Otherwise, use Search to find the student and click the [£] icon.

2. Select the student’s Final IEP that you want to amend.
Select [More...] > Create Revision of This Document.

4. Click [OK] in the confirmation dialog.
A new IEP is created as (Revision).

5. Click % Edit This Section -

6. Enter an amend date in the “Amendment Date “n” field where “n” is the number of the
revision.

7. Click [Save, Done Editing].

8. Select [Set Document...] > Label/Comment.

9. Update the Comment field by replacing “Revision” with “Amended mm/dd/yyyy”.
10. Click [Accept].

11. Make any other updates to sections in the document packet.

12. When the amended IEP has been approved, change its status to Final.

w

Creating a New IEP by Copying a Previous IEP

A student’s IEP is valid for one year. If a student continues to receive Special Education services, a
new IEP will be created annually. You can copy a previous IEP and then make your updates.

To create a new IEP by copying a previous IEP:

1. If the student is on your home page listing, click ther licon.
Otherwise, use Search to find the student and click the [=] icon.

2. Inthe Create New Document dropdown list, select the IEP you want to create.

3. At the bottom of the dialog, checkmark “Copy information from another (previous)
document”.

4. Click [New].

5. Inthe Copy Information From Other Document dialog, select the IEP you want to copy and
click [Accept].

6. Checkmark the sections that you want to copy and click [Accept].
The new, copied IEP will be displayed.

Deleting an IEP

To perform this task, your security group must have appropriate access rights. If you do not have
“delete” access rights contact your TIENET System Administrator to delete the packet.

To delete an IEP:

1. If the student is on your home page listing, click ther licon.
Otherwise, use Search to find the student and click the [£] icon.

2. Select the student’s IEP that you want to completely delete.

3. Select [More...] > Delete This Document.
Note: If you do not see [More...], click [Cancel Editing to exit Edit mode.

4. Click [Delete].
5. Click [OK].
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Chapter 13: Working with Goals and Curriculum
Banks

Each goal is a separate page. You can add, insert, duplicate, and delete goals. You select the goal
pages you want to view or modify from the “Select” dropdown list”. If you wish to change the order
of goals in the dropdown list, you can shift the goals up or down.

=
Annual Goals - Select: |1 - Reading Comprehension|w| | Annual Goals - Setup +

‘ Annual Goals S & ||

e !
Figure 13-1
Link Description
== Add New Goal Creates a new goal page. If you have five goals and click “Add New Goal” it will
insert a new goal page as number 6.
4 Insert New Goal Creates a new goal page directly in front of the goal you are working on. For
example, if you just completed goal 5 and click “Insert New Goal” it will insert a new
goal page as goal 4.
T_D Duplicate Goal Creates a duplicate copy of a goal that you can edit where necessatry.
Ml Delete Goal Deletes the entire goal and its corresponding data.
Shift Goal Moves the goal up one level.
P shift Goal Moves the goal down one level.
Table 13-1

Goal pages also include a progress report section. Refer to Chapter 15, “Creating Progress
Reports” for information.

Goals and Short-Term Objectives

Each goal has two default rows for short-term objectives. If more than two short-term objectives are
needed, you click [Save, Continue Editing] to add two more rows. You can enter a maximum of
eight short-term objectives per goal.

Creating Goals
There are several ways to create goals:

e Manually type a goal and short-term objectives
o Reference a curriculum bank and copy and paste into the goal fields
o Use the OR and PDX Goal Bank Curriculum to insert goals and short-term objectives

e Use Presets to insert pre-defined goals and/or objectives
Refer to Chapter 14, “Working with Presets”.
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Create a Goal Manually

To manually creafe a goal and short-term objective:
1. Select the Measurable Annual Goals/Objective section.
Select “, Edit This Section .
Type the Content Area category for the goal (ex. Math, Reading, etc.)
In the Measurable Annual Goal field, type the goal statement.
Complete the 4 progress measurement fields.
Enter the goal’s short-term objectives (if any).
Click [Save, Done Editing].

No o~

Using a Curriculum Bank when Creating a Goal
The Measurable Annual Goals page provides access to four curriculum banks.
e Common Core State Standards Math
e Common Core State Standards English/Language Arts
¢ OR Early Childhood Foundation
e OR and PDX Goal Bank

Curriculum Organization

Curriculum items are organized in a hierarchy. Banks may have different levels and all subjects
may not have all levels. Figure 13-1 shows a third grade Common Core Math standard. When you
select the lowest level item, higher level items will be automatically selected.

B OR Common Core State Standards Math

1 = .
| Subiect | = B © Mathomaties

***** B © crade3Mathematies] Grade | f——
'MAasoAamm' EOL“E'”__I ffffffffffffff
4P MA.3. © Reprasa i iplicati

MA.3.3.0A.1 © Inlerpret prcducis of whole numbers, e.g., interpret 5 = 7 as the total number of objects in 5 groups of 7
objects each.
MA.3.3.0A.2 & Interpret whole-number quotients of whole numbers, e g., interpret 55 = § as the number of objects in each
share when 56 objects are partitioned equally into 8 shares, or as a number of shares when 56 objects are partitioned into
equal shares of 8 objects each.
MA.3.3.0A.3 € Use multiplication and division within 100 to solve word problems in situations involving equal groups, arrays,
and measurement quantities, e.g., by using drawings and equations with a symbol for the unknown number to represent the
,,,,,, problem.
\ Standard | MA.3.3.0A.4 € Datermin

Figure 13-1

Navigating in a Curriculum Bank

A plus sign symbol =7l indicates an item can be expanded. Clicking the icon expands the next level

of items. To collapse an item, click the = minus sign

Selecting Items in a Curriculum Bank
Clicking the € icon selects an item. A strike-through highlight is applied to the text. Click the ©
icon again to unselect an item.

It's recommended to select your lowest level item first. When you do this, TIENET will automatically
select all the higher levels of the hierarchy.
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Identifying the Level of a Curriculum Item

To view the level of a curriculum item, hover the mouse over the & icon. The mouse cursor will
change to a hand icon and the level name will be displayed. To redisplay the level name, you must
click the mouse cursor in a blank area and then repeat the steps.

Goal Page Reference Section

The Reference Section shows the levels of a selected curriculum. The Reference section is only
visible in Edit mode. It is view-only and does not print with the goal page. The “Reference From”
dropdown list is used to identify the curriculum bank you want to reference when writing a goal. A
second | select From curriculum  dropdown list is used to make the actual curriculum selection. You must
select the same curriculum from both dropdown lists.

If “none” is displayed in the “Reference From” dropdown list and a curriculum is selected, the
system will post a warning message: “Sorry, the selected curriculum is not mapped to the form”.

The Reference section will auto-populate when you select a bank using | select from curricuum | expand
the curriculum, and make a selection.

“Clear Referenced Curriculum Fields” Checkbox

The Reference Section is a read-only section. You can change the content by making a new
selection from a curriculum bank. The system will post the prompt “Replace Existing Text?” and
allow you to replace an existing selection. Or, the section may be completely cleared using the
“Clear Referenced Curriculum Fields” checkbox.

Note: The “Clear” feature does not remove text from the Content Area field.

Goal Page Content Area
The Goal Content Area field of the goal page is auto-populated after saving the section.

Goal Select Dropdown List

By default, goals are numbered (1, 2, 3, etc.). When viewing the goal dropdown list, it's helpful to
see the Content Area of the goal in the name. To accomplish this, you edit the Content Area field by
typing a character such as a period (.) at the end of the entry.

Making a Curriculum Selection
To select a curriculum bank, you must always select the same bank from both dropdown lists.
To select a curriculum bank:

1. First, select from the “Reference From” dropdown list.
A blank Reference Section will be displayed.

2. Next, select the same curriculum in the | Select From Curriculum  dropdown list that you choose in
the “Reference From” list.
The top-level of the selected goal bank will be displayed.

Expand the levels of the curriculum and make your selection.

4. Click E3 CloseWindow to exit the curriculum bank.
The Reference Section is auto-populated.
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Note: Only the OR and PDX Goal Bank will populate a goal statement and short-term
objectives. You must write your goal and objectives for any other curriculum bank.

To populate and update the goal Content Area field:
1. After closing the curriculum window, click [Save, Continue Editing].

2. Inthe Content Area field type a (.) period at the end of the entry.
3. Click [Save, Continue Editing]

4. Enter your goal and/or objectives.

5. Click [Save, Done Editing] when done.

Changing Your Curriculum Selection

After the Reference Section is populated. to make a change to your selection within the same
curriculum, return to the | select from curriculum  dropdown list. The expanded selection will be displayed.
Make your new selection and click [OK] to the “Replace Existing Text?” dialog.

If you wish to change to a different curriculum bank, use the “Clear Referenced Curriculum Fields”
checkbox to clear the “Reference From” section. Then, choose a different curriculum from the
“‘Reference From” dropdown list and choose the matching selection from the | select from curriculum  list.

Note: The “clear” feature does not remove text from the Content Area field.

Printing the Reference Section

The Reference Section is omitted when a goal page is printed. A [Print] button is not available for
this section. To print the Reference Section, you can use the [Print Screen] button on your
keyboard.

To print the Reference Section using [Print Screen]:

1. Open the Goal page in Edit mode.

Press the [Print Screen] button on your keyboard.
Open a MS Word document.

Paste the print screen image into the document.
Crop or size the image as needed.

Print the Word document.

o g ks wNN

Printing a Section of a Curriculum Bank

To print from a curriculum bank:

1. Select Curriculum>Curriculum Outline
In the Curculum: dropdown list, select the curriculum.
Expand the curriculum and make your selection.
Click = to print.
Select Print this document.

a ks b
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Using the Oregon State Standards and Portland Goal Bank
The Oregon State Standards and the Portland Goal Bank are in a single curriculum. The Oregon
State Standards only provide goal statements. The Portland Goal Bank provides both goals and

lower-level short-term objectives. Oregon State Standard items display with a =* pencil symbol. A
“PDX Eligible Content” label indicates items that are part of the Portland Goal Bank.

Oregon State Standards Portland Goal Bank
& and PDX Goal Bank & and PDX Goal Bank
B MA © Mathematics [ — ] EL & E@QM&%
~ 2 MADS Grade 1 # EL.03 Grade 03
= .
FMAO3A :‘2 Number and Operations - . .
4 MA03.2 _‘Z Number and Operations, Algebra. and Data Analysis g.ﬂ?ﬂ Cnmprehensmn (REEdIﬂESS]
£ ma.03.3 oL Geometry and Measurement | EL.03.1.01 PDX E|igib|E Content
S MA.03.4 Algebrac Refationshipe 4P EL.03.1.01.1 £ [EirstHamalwill increass

£ ma035 Geometry And Spatial Sense
Figure 13-2

This is the only curriculum which auto-populates goals in the Measureable Annual Goal page. If the
item is a Portland Goal Bank both the goal and short-term objectives will be inserted. In this
example, the text in the shaded box will be inserted as the goal and the lower level item as a short-
term objective.

™ and PDX Goal Bank
B EL © Englishilanguage Ads
& EL.03 Grade 03
= EL.03.1 Comprehension (Readiness)
| e EL.03.1.01 PDX Eligible Content

<4 P EL.031.011 ©

EL.03.1.01.1.1 £ Usa b

EL.03.1.01.1.2 & Discriminate between fact and fiction.
Figure 13-3

Note: The Portland Goal Bank does not differentiate short-term objectives based on grade level.
When viewing Portland Goal Bank items, grade levels will include the same set of short-term
objectives for a goal.

To create a goal from the OR and PDX Goal Bank:

1. Select “OR and PDX Goal Bank” in the “Reference From” dropdown list.
Click the | Select From and PDX Geoal Bank | button.

Select the “OR and PDX Goal Bank” from the Select dropdown list.
Expand the top-level category by clicking the 3 icon.
Continue to expand items to the lowest level choice.

Click the & icon symbol to insert the statement.
Click Close Window.

No s D
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This example shows the result of selecting two lowest level items from the Portland Goal Bank. The
“‘parent” items are highlighted automatically.

£ and PDX Goal Bank
1 «—B EL © EnglishiLanguage Arts
& EL.03 Grade 03
B EL.03.3 Literature
 EL.03.3.04 PDX Eligible Content
2 <— <[> EL.03.3.04.1 © [

EL.03.3.04.1.1 &) Identify and use a variety of nonfiction texts such as books, newspapers, and magazines.
EL.03.3.04.1.2 € Mak ' - -

3 < EL.03.3.04.1.3 5 -
snd of 3 stons in saguanca.
EL.03.3.04.1.4 & Beqin to understand the modes of writing by an authar.
Figure 13-4
Figure 13-5 shows the items inserted into a goal page. The top-level item populates the Content
Area. The next level populates the goal field. The lowest level items are short-term objectives.
1 Content Area English/iLanguage Arts
Measurable Annual Goal
2 Ricotta will increase ability to understand and respond to literature from various genres and geo-cultural groups to as
measured by (State Scoring Guide, teacher survey, performance assessment, etc.)
Progress will be measured as indicated below:
Criteria Evaluation Procedures How progress will be reported | When progress will be reported
to parents: to parents:
Measurable Short-Term Objectives
3 1| Make predictions before and during read aloud experiences.
2 | Retell a story read aloud to include characters, setting, main idea, beginning, middle, and end of a story in sequence.

Figure 13-5
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Chapter 14: Working with Presets

A Preset is a pre-defined goal or a set of goals. This is an efficient way to store goals, insert them
for any student, and then make updates for the specific student. You can create a personal set of
Presets for the IEP document packet. A Preset can be created manually or content from an
existing goal can be used to create a Preset.

Creating Presets

If you want to create and use Presets it is important to plan ahead. It's helpful to choose a logical
and consistent naming convention. Because staff may optionally choose to share their Presets with
other staff, it is important to use clear naming formats. Also, Presets are displayed in the Preset
dropdown list in the order in which they were created. Items cannot be easily reordered in the
dropdown list.

To create a Preset from scratch:

1. Select the Annual Goals page in the IEP document packet.
2. Click ™ Edit This Section _

3. In Edit mode click [Presets].
If no Presets have been created, the Presets window will display “None Created Yet”.
Otherwise, available Presets will be listed.

4. Click ==AddMew Personal Preset .
5. Enter the name of the Preset (max. 50 chars).

% Add New Personal Preset »
New Cancel

Preset Name Grade 5: Reading: identify stor}fline|

Source of Goal(s) | Manual Entry
Figure 14-1

6. Click [New].

A new goal page is displayed. The header displays the name of the new Preset. The pale
green background of the goal page indicates it is a Preset.

v o v

& Dot Camgon 55 or By Creess (17METRS: ) S Dty Prwset; T8 T Teadng o

Stacwrnt Namse: Do Cranne Dbemrict: £F Dute
ANNUAL ACADEMIC AND FUNCTIORAL GOALS AND CBJECTIVES

Gowt Aane

Avevasl Magnarabin Gonl (ctefing conditons end Awjeendy|

Otyecitms
Rulsted Costest Staocdareis], ¥ spplicabie

Hew progress aif b imesaises:

Now progress wil be teperisd, inchabg freqeency.

Figure 14-2
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8.
9.

10.
11.
12.

Th

Click %, Edit this Goal

You can use Insert Statements, the Goal Bank, or use macros just as you would in a
standard goal page.

Enter the goal data.

Click [Save].

Click [Copy Preset into Oregon IEP].

From the [Insert Where in Document?] dropdown list, select the location for the Preset.
Click [Copy].

e new goal page will be added for the student. It will also how be available as a Preset.

« Drait Oregon IEP for Bleu Cheese (1234BTESS) Presets

My Personal Presets Presets Shared by Others

Select a Preset Below for Section: Annual Goals

== Add New Personal Preset

Preset Name Shared With Others?

()  Grade 5:Reading: vocabulary No

Figure 14-3

To create a Preset from an existing goal:

Note:

If you typed a student name in a goal statement and wish to create a preset from the goal, be

sure to replace the student name with a macro such as {FirstName}. Otherwise, when you create
the preset, it will have the original student name in the goal statement

1.

N o g wDdN

8.
9.
10
Th

Select the Annual Goals page of the student that has a goal(s) that you want to add as a
Preset.

In Edit mode, click [Presets].

Click == Add Mew Personal Preset .

Enter the name of the Preset (max. 50 chars).

In the Source of Goal(s) dropdown list, select “Current Document”.
Click [New].

Click [Copy Preset into Oregon IEP].
The goal(s) will be listed (yellow rows) and are pre-selected.

From the [Insert Where in Document?] dropdown list, select the location for the Preset.
Scroll through the list of goals and uncheck any goals you do not wish to copy to the Preset.

. Click [Copy].

e selected goal(s) will be added to your Presets.

Viewing and Inserting Presets

To view Presefts:

1.
2.

Select an Annual Goals page in an IEP document packet.
In Edit mode, click [Presets].
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Note: If you are not in Edit mode, you can navigate to Presets using the [Navigate To...]
dropdown list.

Iy Personal Presets Presets Shared by Others

Select a Preset Below for Section: Annual Goals

== Add New Personal Preset

Preset Name Shared With Others?

()  Grade 5:Reading: vocabulary No
() Grade5: Reading: identify action words MNo
Figure 14-4

3. Select the <IEP for student name> link to return to the IEP document.

To insert a Preset info the Goals page:

1. Select the Annual Goals page of the student.

2. In Edit mode, click [Presets].

3. Click the C) icon of the Preset you want to use.

4. Click [Copy Preset into Oregon IEP].

5. From the [Insert Where in Document?] dropdown list, select the location for the Preset.
6. Click [Copy].

The new goal page will be displayed that was added using a Preset.

Editing a Preset
After creating a Preset, you may find that you want to change the Preset name or edit its content.
Before making changes, remember you may have shared the Preset with other staff. If the Preset
has been shared, be sure your changes are appropriate for other staff.
To edit Preset content:
1. Select the Annual Goal page of a student.
In Edit mode, click [Presets].
Click the © icon of the Preset you want to edit.
Click %, Editthis Goal
Enter your changes and click [Save].
Select <IEP for student name> to return to the regular goals page.

o g s~ w N

To rename a Preset:
1. Select the Annual Goal page of a student.
In Edit mode, click [Presets].
Click the Q icon of the Preset you want to edit.

Select [More...] >Rename Preset.
Enter the new name and click [Rename].

o gk w N

Select <IEP for student name> to return to the regular goals page.
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Deleting a Preset

To delete a Preset:

1.

o g bk w N

Select the Annual Goal page of a student.
In Edit mode, click [Presets].

Click the Q icon of the Preset you want to delete.

Select [More ...] >Delete Preset.

Click [OK] to confirm.

Select <IEP for student name> to return to the regular goals page.

Sharing Presets

A Preset can shared with one or more Messaging Groups. Members of the Messaging Group then
have access to the same set of Presets. Messaging Groups must be created before you set up
Preset sharing. Refer to Chapter 20 “Sending Messages and Announcements” for more information
on Messaging Groups.

To share a Preset:

1.

No g w N

Select the Annual Goals page of a student.
In Edit mode, click [Presets].

Click the Q icon of the Preset you want to share.

Select [More...] >Share Preset.

Checkmark the Messaging Groups that you want to give access to.
Click [Share].

Select <IEP for student name> to return to the regular goals page.

To check if a Preset has been shared:

1.
2.
3.

Select the Annual Goals page of a student.
In Edit mode, click [Presets].
Check the “Shared With Others” column.
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Chapter 15: Creating Progress Reports

During the school year progress reports are created for a student’s goals. Although IEPs set to
Final status are not editable, the progress report section is. If the %, g4t This Section PUtton is not
available, contact your TIENET system administrator.

Each goal page has a separate progress report section. It identifies how progress will be measured,
the frequency of reporting, and how progress data will be displayed.

Selecting Display of Progress Report Data

There are two ways progress data can be displayed on the progress report section. Only one
method can be selected per goal.

Progress Monitoring (Graph)

This option enables you to set a baseline data point and a target success point. You also enter a
start date and end date. On the progress report section, you enter a score and date. The system
plots a graph over the date range. Figure 15-1 shows a graph showing data entered between
September and June.

80
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Time
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¥2is0
£0/90
L2190

Figure 15-1

Progress Reporting (Text)

This options present progress report data in a simple tabular format including the date, code, and
teacher comments.

Progress Toward Goal Date Code
Progress Report 1: 101572014 IMaking Progress

Comments: Ricofia is engaged and has achieved 10% increase in use of vocabulary.
Progress Report 2: 12/15/2014 IMaking Progress

Comments: Ricotta is making consistent progress in use of simple noun and adjective combinations.

Figure 15-2
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Setting Up a Progress Monitoring (Graph) Progress Report

Progress report setup information on the goal page auto-populates the progress report section.
Actual data points and on-going progress dates are entered on the progress report section.

1.

© N g wDN

Select the Annual Goals section.

Complete the goal information

Complete the “How progress will be measured” field.

Complete the “How progress will be reported, including frequency” field.
Checkmark the “Progress Monitoring (Graph)”

Enter the baseline data point.

Enter the targeted success data point.

Enter the date monitoring starts.

Enter the date monitoring ends.

To create a Graph progress report:

1.

No o wDd

Select the Progress Report section.

Select a goal that is set up for a graph.

Scroll to the Data Point and Date section.

Enter the data point and associated date.

Click [Save].

Optionally, click [Edit This Section] and enter comments.
Click [Save, Done Editing].

Setting Up a Text Progress Report

The “How progress will be measured” and “How progress will be reported” fields auto-populate the
progress report section.

1.

a b e

Select the Annual Goals section.

Complete the goal information

Complete the “How progress will be measured” field.

Complete the “How progress will be reported, including frequency” field.
Checkmark “Progress Reporting (Text) ”

To create a Text progress report:

1.

N o o~ wDd

Select the Progress Report section.

Select the goal you wish to add progress report data.
Scroll to the Progress Report section.

Enter the Progress Report date.

Select the progress code from the Code dropdown list.
Enter your comments (required).

Click [Save, Done Editing].
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Printing Progress Reports

Progress report data is entered for each goal. You can print a progress report for a single goal or
progress reports for all of a student’s goals. Progress reports can also be printed for all of your
students. Refer to “Chapter 22: Bulk Printing Student Documents” for more information.

To print a progress report (single goal):
1. Select the Progress Report section.

2. Select the goal whose progress report you want to print.
Note: If you do not have the [Print...] dropdown list, click [Cancel Editing] to exit Edit mode.

Select [Print...] > This Goal.

Click [Print] in the Print window.

Select Back to previous screen to return to the progress report.
Select the next goal page and repeat printing.

o g bk~ w

To print a progress report (all goals):
1. Select the Progress Report section.
2. Select [Print..]>All Goal(s)
3. Click [Print] in the Print window.
4. Select Back to previous screen to return to the progress report.
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Chapter 16: Using Goal Data Tracking Sheets

Two types of data tracking sheets can be used to track goal progress. The Data Tracking Sheet
section provides a table with Date and Code cells. The Alternative Data Tracking Sheet has a
similar layout but includes a section where specific tasks/steps can be described for meeting a goal.
The tracking sheets are intended to be printed and the Date and Code cells are manually recorded.

Printing Data Tracking Sheets

The data tracking sheets require a landscape format (11 x 8.5). When printing a data sheet, change
the “orientation” from “Portrait” to “Landscape”. Typically, the print dialog has a Preferences button
where you can make this change.

If you have difficulty locating the option, click [Cancel] in the print dialog box. Then, select File>Print
Preview from the web browser menu. The Print Preview window typically has an icon to change
orientation. Figure 16-1 shows the landscape icon is selected in the Print Preview window.

S Pt Previens
o Al e | B B [TPgevew 9 (100w 5]

Oregoa IEP for Ricorma Cheese (1234RCTEST) Page 1 of |

Sargm Scnoot D! - Yo Frare
Vit Asvias Yout Oty OR Your 29

Student Nema: Rxoma Feva Cheosn Déstrice: Alsos SO 7J 1EP Date; 0772472015
Data Tracking Sheet

Student Neme: Ricots Feica Cheose [ Date of Birth; 01022002 | Distict Student ID: 1204RCTEST
IEP Dated: 07175920056
Anncal Gosl: Tha i & math gosl Logend:
* Dbpcive Mul
Chpechve Not Met

@ Sadl Emwigng'Cund
Uote |Ooto |Date |Dste |Dste |Oste |Dste |Uswe |Dste |Dste |Dase |Dase |Date |Dste | Doto | Uate

$Short.Torm Objectives: | Code | Code | Code | Code | Code | Code | Code | Code |Code | Code |Code | Code |Code |Code |Code | Code |

Figure 16-1
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Chapter 17: Reporting Related Services

A maximum of 6 Related Services can be reported to ODE for a student. Related Services can be
entered in the Services section and also in the ESY Services section. It's important to check
Related Services carefully. You can enter the same Related Service in both forms (Services and
ESY Services), but you cannot report both services to ODE. If the same Related Service is entered
in both sections, it can only be reported once.

The Related Services section in both forms has a checkbox to indicate if the service will be reported
to ODE. If “Yes” is selected, a required dropdown list is displayed. The dropdown list has numbers
1 through 6. You assign a unigue number (1-6) to services you wish to report to ODE. Figure 17-1
shows a Related Service that will be reported to ODE and is assigned number “1”.

Related Services yicrmim

24 [ Aga Row

lireer nLiangusge PathologyThecapy i Will this service be reported to ODE? M Yes | No !"—71

[Anbopates Ameant  Freq | Anticipeted Location [Swrt Dot TEnd dwie “Provetws | Hale Restronsitite for Manoring
rﬁ minutes .Z'.'.M»h ™~ .['rlf.*::uv-:n Room V] |[arazais Af'_-"'. 2018 -}LL'% SLP V] |[LEA - SLP ~
Figure 17-1

If the same number is assigned twice, a guided action, “You have assigned the number “n” to more
than one Related Service. You must assign a unique number (1-6)”, will be posted. The value “n”
will show the number that has been assigned more than once.

The ESY Services Related Services section has the same functionality. If you wish to report an
ESY Related Service select “Yes” to report to ODE and assign a unique number. When you save
the form, if the same number has already been assigned in the Services section, a guided action,
“You have assigned the number “n” to a Related Service in both the Services and ESY Services
sections. You must assign a unique number (1-6).”
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Chapter 18: Uploading External Documents

Documents created in other applications can be uploaded to TIENET. MS Word, Excel, Adobe
PDF, and scanned image files are examples of external documents. Adobe PDF documents can be
viewed directly in TIENET whereas MS Word or Excel files must be downloaded to your computer
and then viewed in the application.

Your district may sometimes only have a paper copy of a document(s). The document can be
scanned and the file uploaded to TIENET. In this example, a letter was scanned as an image file
(.bmp) and uploaded as an external document.

Modification Finalization Preceding/Original

+ Documents for 2013/14 s - . Date Date Translations D ment

- Other
[E) File-based Document:

Final 0711242013 Fri, 0711242013 Fri, 071272013 Fri, .
attornevietter0s-12-2013.bmp 08:59 AM 08:559 AN 08:55 AM
Figure 18-1
Upload Methods

There are two ways to upload an external document. The first method uses a “File-based”
document packet. It can only contain uploaded files. The second method uploads a file as an
attachment to any document packet.

Uploading to a File-based Document Packet
To upload an external document to a File-based document packet:

1. If the student is on your home page listing, click the@ icon.
Otherwise, use Search to find the student and click the [=] icon.

From the Create New Document dropdown list, select “(File-based Document)”.
Click [Go].

In the Upload dialog, select the appropriate year and enter optional comments.
Click [Select] to browse for the file you intend to upload.

Select the file and click [Open].

Click [Upload File(s)] to upload the selected file.

Click the desired document status.

Select the <student name> to return to the student’s documents.

© N o g e

©

To delete a File-based document packet and all of its content:

1. If the student is on your home page listing, click the E icon.
Otherwise, use Search to find the student and click the [£] icon.
Display the student’s document list.

Click the icon of the File-based document packet.
Click jjjj Delete Entire Document .
Click [OK].

o s~ WD
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To delete an uploaded file in a File-based document packet:

You can delete a file you have uploaded in a Draft or Review document packet.

1.

o gk w N

If the student is on your home page listing, click the =licon.
Otherwise, use Search to find the student and click the [=] icon.

Display the student’s document list.
Click El icon of the File-based document packet.

Click the Q icon.
Click 1l Delete File

Click [OK].

To replace an uploaded file in a File-based document packet:

You can replace an uploaded file in a Draft or Review document packet.

1.

© ©® N g r~w N

[EEN
o

11.
12.

If the student is on your home page listing, click the Elicon.

Otherwise, use Search to find the student and click the [=] icon.
Click El icon of the File-based document packet.

Click the © icon.

Display the student’s document list.

Click the El icon of the File-based document packet.

Click the & icon.

Select % Upload Replacement File

Click [Select] to browse for the file you intend to upload.
Select the file and click [Open] in the file dialog.

. Click [Upload File(s)] to upload the selected file.

The uploaded file will replace the original file.
Click the desired document status.
Select the <student name> to return to the student’s documents.

Uploading an Attachment to a Document Packet

To upload an external file as an attachment to a document packet:

1.

© N O Ghs WD

If the student is on your home page listing, click the =licon.
Otherwise, use Search to find the student and click the [=] icon.

Display the student’s document list.

Click the El icon of the document packet you want to upload an attachment.
Select [Navigate To ...] >File Attachments.

Click & Attach File(s)

Click [Select] to locate and select the file you want to attach.

Click [Open] in the file dialog.

Click [Upload File(s)].
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9. Select <student name> to return to the student’s documents.
+ Documents for 201516 Status Creation Date Modification Date Finalization Date Translations
« Other
Oregon IEP

Draft 07/21/2015 Tue, 01:57 PM 072172015 Tue, 03:06 PM - —

Attachment EvalD8-21-2015.docx

Figure 18-2

To delete an attached file:

1.

S e

If the student is on your home page listing, click the E icon.
Otherwise, use Search to find the student and click the [£] icon.

Click =licon of the document packet.
Select [Navigate To...] >File Attachments.

Click the Q icon.
Click T Delete File |

Click [OK] in the confirmation dialog.

To replace an attached file:

1.

© N O s WD

If the student is on your home page listing, click the = icon.
Otherwise, use Search to find the student and click the [£] icon.
Click icon of the document packet.

Select [Navigate To...] >File Attachments.

Click the @ icon.

Click “, Upload Replacement File .

Click [Select] to locate and select the file you want to attach.
Click [Open] in the file dialog.

Click [Upload File(s)] to upload the selected file.
The uploaded file will replace the original file.

Select <student name > to return to the student’s documents.
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Chapter 19: Using the Calendar

TIENET provides a personal calendar. You can add personal or group events to your calendar.
Items can be marked to send a reminder prior to the event date. Items can be shown as Busy,
Tentative, Free or Away. It’s also possible to attach a file to an event.

Group calendar events and calendar announcements can be created and posted to personal
calendars. Group events are posted with blue entries and announcements as pink entries.

Option Description

Busy, Free, Tentative When scheduling a meeting, these options will control how the personal calendar
event appears if you or another staff member schedule a meeting.

Mark Private If this checkbox is marked, no other used will be able to see the Subject line or
description of the event on your calendar.

Reminder Allows setting the number of days before the event that you would like a reminder for
the event to be posted on your home page

Table 19-1

Personal Calendar Events

To add a personal event:

1. Select Communication>Calendar.

2. Select the desired view (Day, Week, Month).

3. Right-click a date and select “New Personal Calendar Event”.
4. Enter the date and time.
5
6
7

Set the event options.
Enter a Subject.
. Add a description.
8. Click [Save and Close].

To delete a personal event:
1. Select Communication>Calendar.
2. Move your mouse over the personal event you wish to delete.
3. Click the “x”.
4. Click [OK] to confirm the deletion.

Group Events/Meetings

If you have access privileges, you can schedule a group calendar event/meeting. Any users invited
to the meeting must confirm their attendance before the item will be added to the calendar. To skip
this process, you can set a meeting option that will automatically add the meeting to users’
calendars without their confirmation. This meeting option only affects “required” attendees. Optional
attendees still have the opportunity to confirm their attendance.
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To schedule a group event/meeting:

1.

2.
3.
4

o

Select Communication>Calendar.
Right-click a date and select “New Group Calendar Event”.
Enter the date and time for the event.

Enter an event/meeting Subject.
This entry will appear in the Subject line of notification messages.

Set the meeting options.

Select the users whom you wish to attend. You can specify “required” attendees and
“optional” attendees by selecting the Required or Optional link.

Enter a meeting location.
Click the [Description] tab and enter your event invitation.

Click [Find Available Times] to view available time slots in attendees’ calendars.
Note: Staff must keep their Personal Calendar updated for this feature to provide reliable
time slots.

10. Click [Accept] to create the event/meeting.
11. Select [My Calendar] to return to the calendar.

To reschedule a group event/meeting (organizer):

If a meeting needs to be rescheduled, you can select the event and make changes. If the date or
times are changed, attendees will receive a new notification to confirm their attendance.

P wbd P

From your home page, select the calendar event you want to modify.

Fa -
Select % Edit
Update the date, time, subject or location as needed.
Click [Accept].

To view group event/meeting attendees:

1.
1.
2.

Select Communication>Calendar.

Double-click the calendar event you wish to view.

Click [Attendee Information).
Individuals specified as attendees will be listed and their status (attending, not confirmed).
If desired, use Add Attendees to invite additional staff.

Attendee View of a Calendar Event/Meeting

If a meeting option is set to allow staff to confirm their attendance at a proposed meeting, they will
receive a notification on their home page.

An event can be opened and responded to. If desired, a message to the meeting organizer can be
added. Accepting the meeting will place the event on their calendar.
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My Home Page Group Calendar Event

Properties Discussion Thread
Actions  w
Message To Moderator: —I
(Cptional) _I
-

Click your attendance status: | Attending Conflict Not Attending Cancel

Group Calendar Event

Date and Time
Subject
Options

My Attendance
Status

Figure 19-1

07/25/2013 Thu(All Day)
Overview of ODE Changes
= Allow required attendees to confirm date/time

Not Confirmed

To respond to a meeting request:

1. From your home page, select the calendar event or double-click the event in your calendar.
Select [Actions] >Edit Your Attendance Confirmation.

a k> w

Optionally, enter a message to the meeting organizer.
Click [Attending], [Conflict], or [Not Attending] to indicate your attendance status.
Select [My Calendar] to return to your calendar.
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Chapter 20: Sending Messages and
Announcements

The Messages panel on your home page displays new messages and announcements.

Messages: You have 1 new message(s) ~

Subject From Date

USFRANCE (Suzette France) 03/20/2015

B | missing service end date Alsea Elementary School Fri 08:04 AM

Figure 20-1

You can read and reply to messages from your home page. You may choose to reply, delete,
forward, or mark the message as Read or Unread. To retain a message in the Message panel,
mark it as Unread. Otherwise, opening a message removes it automatically from the Messages
panel, but the message remains in your Messages Inbox.

The Messages folder has an Unread, Inbox, and Sent folders that organize your messages.

To read a new message:

1. On your Home Page, click the =7 icon of a message in the Messages panel.

To view your Inbox messages:

1. On your Home Page, select Communication>Messages.

& 54 Messapm 13 Weetage * Reheen Delete S Mowe Markas « ™ o = Y Settngs

srena 1) o ¥ o

1o
USTRANCE [Steette § rance) TAANING Mervice end date QANFOIS iy, 0RO AM
Flagoed

Sant

Figure 20-2

2. Click & Inbox to display your messages.
3. Switch to the other folders (Unread, Flagged and Sent) if desired.
4, Selectﬁ to return to your home page.

Message Actions

Action Description

,ﬁiﬁl Send Message Opens a new message.

7 Refresh Redisplays mail messages to capture any incoming messages.

i Delete Deletes the selected message(s).

[ Move Moves a message to a folder. This action also provides a Create New Folder button.
Mark as Allows you to flag a selected message(s) as Read or Unread. Messages flagged as

“Unread” will be kept in the Messages panel on your Home Page.

- Adds or removes a flag from a message.
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T

Exports a message to Excel format.

1t Settings Accesses your personal Message Forwarding settings. Message Forwarding allows TIENET
messages to be forwarded to your standard mail application. If Message Forwarding is
turned on in your database, you must turn on your personal message forwarding.
Table 20-1

To send a message:

1.

© N O gk

On your Home Page, select Communication>Messages.
You can also access Messages if viewing your calendar.

Click =] Send Message
Select To>Staff User ID.

Search for and select the person(s) you want to send a message to.

Enter a Subject.

Optionally, select Show Cc & Bcc if you wish to enter staff in these fields.

Enter the body of the message.
Click [Send].

Message Responses
When reading a message, you can respond in several ways.

Action Description

#= Reply Opens a message to enter a reply to the sender of the original message.

= Reply All Indicates your reply to the message will be sent to all the recipients of the message.
=) Forward Sends the message to an individual(s) you select.

[=7] Mark as Unread

Sets the “Unread” flag on the message. This retains the message in Unread messages.

i,?_,l Print Prints the message.

Table 20-2

To create a message folder:

1.
2.
3.
4

5.

On your Home Page, select Communication>Messages.

Click [ Move ]
Click Mew Folder

Enter a folder name.
A new folder will be created in your Inbox

Click * to close the dialog.

To move a message to a message folder:

1.

a oD

On your Home Page, select Communication>Messages.

Checkmark the message you want to move.
Click [/ Move .

Select the folder.

Click [Move].
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Message Forwarding

Message Forwarding takes TIENET messages and sends them to your standard mail application. If
Message Forwarding is turned on in your database, you must still turn on Message Forwarding for
your personal account. A Message Forwarding configuration setting specifies if email addresses are
entered in your Staff Profile or in the Message Forwarding dialog when you turn on your account.
Typically, email addresses are entered in Staff Profiles.

To turn on personal Message Forwarding:
1. From your home page, select Communication>Messages.
2. Click %% Seftings

3. Change the Action When Message Is Received field from “None” to the “Send email
notification....” item.

4. Use the following table to verify and/or enter your email address.

Email Address Field Description

Displays your email address but it is grayed out  |Indicates your email address has already been
entered in your Staff Profile. Verify your email
address is correct.

Displays blank field and the email address field Indicates your email address needs to be entered

cannot be selected to enter text in your Staff Profile

Displays blank field but the email address field Indicates that you must enter your email address
can be selected in the Message Forwarding dialog

Displays your email address and you can edit the |Indicates you have previously entered your email
field address in the Message Forwarding dialog

5. Click [Accept] to save your changes.

Note: If your System Administrator changes the Message Forwarding Configuration settings in your
database, you may have to re-set your personal Message Forwarding options.

Messaging Groups

If you frequently send messages to particular users, you may want to create a messaging group(s).
A messaging group allows you to assign multiple users to a group. You send the message to the
messaging group instead of selecting individual names.

It's also possible to share a Messaging Group you've created. If you choose to “share” a
Messaging Group, it's available to each individual listed in the group. TIENET also uses Messaging
Groups as a method to share Presets with other users. The Presets “share” option allows you to
select one or more Messaging Groups with whom to share the Preset(s). Individuals in the
Messaging Group will have access to the Presets when working with student goals. Remember,
Messaging Groups must be created before you set Preset sharing.

If your System Administrator has assigned a Messaging Group ID to each TIENET security group,
you can select a Security group and send a message to all members in that security group.
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To create a Messaging Group:
1. From your home page, select Communication>Messages.
Click =] Send Message .

Select To>My Messaging Groups.

Click =f=Add Mew Messaging Group

Enter a Group ID and Description.

© g > w N

Use the Staff User ID lookup to search for individuals you want to assign to the messaging
group.

7. Optionally, indicate if you want to share the group with other users and/or share your
calendar with other users.

8. Click [Save].
The name of the new Message Group will be displayed.

9. Click x| to close the Messaging Groups window.
10. Click [Cancel] to close the Send Message window.

To send a message to a Messaging Group:
1. From your home page, select Communication>Messages.
2. Click =] SendMessage .
3. Select To>My Messaging Groups.

Click [Select] for the Messaging Group you wish to send the message to.

Repeat steps 3 and 4 if you wish to send the message to additional Messaging Groups.
Complete the subject line and body of the message.

Click [Send].

N o o s

To send a message to a Security Group:
1. From your home page, select Communication>Messages.
Click =] Send Message .

Select To > select Security Groups.
Select the security group you wish to send the message to.
Complete the Subject and Body of your message.

Click [Send].

© g s~ w N

To modify a Messaging Group:
1. From your home page, select Communication>Messages.

2. Select = Send Message .
3. Select To>My Messaging Groups.

=
[TTT1

LA
4. Click icon to edit a Messaging Group or click the [lllicon to delete it.

5. Click [Save] to save your changes.
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6. Click x| to close the Messaging Groups window.

7. Click [Cancel] to close the Send Message window.

To share a Messaging Group:

1. From your home page, select Communication>Messages.

Select = Send Message .
Select To>My Messaging Groups.

o,
Click the " icon to edit the Messaging Group you want to share.

Checkmark the “Share This Group Other Users” checkbox.
Click [Save].

Click x| to close the Messaging Groups window.

© N o o > WD

Click [Cancel] to close the Send Message window.

To access a Shared Messaging Group:

1. From your home page, select Communication>Messages.

Select =) Send Message .

2
3. Select To>My Messaging Groups
4

Click the [Messaging Groups Shared by Other Users] tab.
The Shared Groups and users in the groups are displayed.

5. Click [Select] for the o choose a Shared Messaging Group, click [Select].
The Shared Messaging group name will be inserted into the To field in the Send Message
dialog.

6. Complete the subject line and body of your message.

Click [Send] to send the message to the Messaging Group.
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Chapter 21: Translating a Document

The Spanish translation module is a purchased module. Spanish forms are available for document
packets except for the LBL Referral and Pre-Referral packets. If ODE has Spanish forms, LBL has
matched the ODE translations. Other forms, not provided by ODE, have been translated by an LBL
Translator. TIENET uses Google Translate for the automated machine translation.

Note: The Oregon Curriculum and Portland Goal Bank statements and district Insert Statements
do not have hard-coded translations. If you use either of these methods to create Annual goals, the
translation program will translate the inserted statements. Be sure to proof the machine-generated
translations carefully.

Document Status

A document packet in Draft, Review or Final status can be translated. For efficiency, a document
packet should be complete as possible. If a section has not been saved or has required fields that
have not been completed when you select Language Translations, a warning will be posted.

The following sections are incomplete and cannot be translated yet: Transition, Special Education Placement
Determination.

Figure 21-1

If you send an incomplete document packet for translation, the incomplete sections will be omitted
from the Spanish document packet. To obtain the missing sections, you must complete the English
sections and retranslate the entire document packet. It's not possible to select only certain sections
to be translated.

Spanish Document Packet

The translated Spanish document is a separate document packet. After translation, the Spanish
version is listed in the Translation column of the student’s document table.

Figure 21-2 shows an IEP that has been translated. The Spanish translation must be proofed to
confirm each translated field.

07/21/2015 Tue, 11:03 | O7/21/2015 Tue, 01:40 072172015 Tue, 01:40
A

[E) Cregon IEP Final Spanish (Draft)

Figure 21-2

Translating a Document Packet

To franslate a document:
1. Select the student’s document packet that you want to translate.

2. Select [Navigate To ....] >Language Translations.
Note: If you do not see the [Navigate To...], click [Cancel Editing] to exit Edit mode.

3. Click == Add Translation
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Language Translations
Final Oregon IEP for Ricotta Cheese (1234RCTEST)

= L. Add Translation

1D Language Name Status
None
Figure 21-3

4. Click [Accept].

5. Click the Q icon to translate the document packet.

The translated document will be displayed.

For each open text field, there are two fields. The Untranslated Text displays

the original English text.

Salvaguardias procesales

/

Untransfated Text: A copy of the Motice of Procedural Safeguards has been given to the parent.
Machine Translation: T
Una copia de la Motificacidn de Garantias Procesales se le ha dado a los padres.

Figure 21-4 \ The Machine Translation displays

the Spanish translated text.

Proofing/Editing a Translated Document

Translation programs cannot always interpret context or special vocabulary accurately. It’s your
responsibility to proof the Spanish translation. The Machine Translated fields must be read and
confirmed to copy the Spanish text to the respective text fields. You decide if the Machine
Translated text can be used without modification or if it needs to be edited.

When each Machine Translation field has been addressed, the section can be set to “proofed”.
Each section of a document packet must be marked as “proofed” before the translated document
can be set to Final status.

To proof and edit a translated document:
1. Display the student’s document list.

In the Translations column, select the Spanish (Draft) link.

Select a section and read the translation in each Machine Translation field.

A WD

Click the ™ icon to copy the translated text into the text field.
The copied translation can be edited if needed.

Repeat for each field in the section.
When done, click [Save as Proofed]. Otherwise, click [Save as Not Proofed Yet].

Repeat for each section in the document packet.

© N o o

Select <student name> to return to the student’s table of documents.
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To print a trans/ated document:

1. Select Spanish (Draft) of the document packet.
2. Select a section.

3. If the Print link is not visible, click [Save as Proofed] or [Save as Not Proofed] or [Cancel
Editing] to exit Edit mode.

4. Select Print to make print selection.

To change the status of a translated document:

1. Select Spanish (Draft) of the document packet.

2. Check that you are not in Edit mode.
If you are in Edit mode, click [Save as Proofed] or [Save as Not Proofed] or [Cancel Editing]
to exit Edit mode.

3. From the [Set Document...] dropdown list, select the appropriate status (ex. “Status from
Draft to Review”, “Status from Review to Final”).

4. Click [Accept].
5. Click [OK].
6. Select <student name> to return to the student’s table of documents.

Note: If your security group allows you to change a document packet to Final status, be aware that
the Spanish version cannot be set to Final status until the English version has been finalized.

To delete a trans/ated document:

1. Display the student’s document list.

2. Select the English document packet that you have translated (not the Spanish (Draft).
3. Select [Navigate To ...] >Language Translations.

4. Click the W jcon.

5. Click [OK] to confirm.

Retranslating a document packet

If changes are made to the English version of a document packet that has been translated, you will
need to delete the existing Spanish (Draft) and retranslate the document packet.

1. Follow the instructions in the “To delete a translated document” topic.

2. Repeat the steps in the “To translate a document” topic.

Error Message

When Maximus makes updates to TIENET forms, it can affect the Spanish document templates. If
you encounter the message shown below, contact the LBL TIENET Help Desk so that your
database can be updated.

The document template translation contains untranslated phrases.
Sample School District - Your Phone
Your Address, Your City, OR Your Zip
PROGRAMA Estandar de Oregon DE EDUCACION INDIVIDUALIZADA

Para estudiantes de 16 afios de edad y mayores, cuando el IEP esta en efecto

Figure 21-5
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Chapter 22: Bulk Printing Documents

The Bulk-Print feature enables you to print a section(s) in a document packet for a group of
students. The most common use of Bulk-Print is to print progress reports. However, bulk-print can
be used to print any of the sections in an IEP document packet.

In Standard reports, the “Progress Report: Bulk Printing” report category contains three reports:
“Progress Report — Bulk Printing 15 & Younger”, “Progress Report — Bulk Printing 16 & Older”, and.
“Progress Report — Bulk Printing Oregon IEP”. To access bulk printing, you begin by opening one
of these reports.

Note: In the 15 & Younger IEP and 16 & Older IEP, the Measurable Annual Goal page contained
progress report information. Refer to the 15 & 16 IEP Progress Report Bulk Printing Quick
Reference Guide for step-by-step instructions to bulk print progress reports.

This chapter provides instructions to bulk print progress reports from the Oregon IEP.

Bulk-Print Print Methods

There are two Bulk-Print methods. You can print progress reports for each individual student or use
batch print to print all the progress reports in a single print job.

o If you choose “Print documents one at a time”, the report allows you to print progress reports
for each individual student. The Click Here to Move to Next Document is used to navigate to
the next student. This method begins page numbers at “1” for each individual student’s
report.

o The second method, “Print documents in one or more batches”, places all of the progress
reports in a single print file. This method numbers pages sequentially.

Bulk-Print Reports Default Selection Criteria

The Bulk-Print reports are custom reports. The default selection criteria in these reports have been
set up for Case Managers. If you attempt to run the report and you are not a Case Manager,
TIENET will post the message: “There Are No Documents That Meet Criteria”. If you are not a Case
Manager and want to run a Bulk-Print report, you must modify the default selection criteria prior to
printing the report.

Bulk-Print and Exited Students

Bulk-Print also has another important behavior. The initial Bulk-Print report will display only “active”
students. However, when a Bulk-Print method is selected, the printed report will include “exited”
students. Because of this behavior, the report selection criteria should be modified before
confirming your print request. You will want to include only active students.

Modifying the Selection Criteria

If you are a Case Manager, you should modify the Selection Criteria to exclude “exited” students.
The default Selection Criteria will already only select students for whom you are assigned as Case
Manager on their Special Education profile.

If you are not a Case Manager, you must modify the Selection Criteria to select students for a
particular staff member as well exclude “exited” students. To specify a staff person, you use their
UserlD from their Staff Profile. For example, if you want to print staff member Alicia White’s
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students’ progress reports, you would use the selection criteria: Profile. CASEMANAGER = awhite
and Profile.SpEdRecordType = A3.

Table 22-1 shows the selection criteria for a Case Manager and other staff.

You are .... Selection Criteria
Case Manager |Profile. CASEMANAGER = USER and Profile.SpEdRecordType = A3
Not a Case Profile. CASEMANAGER = <insert USERID> and Profile.SpEdRecordType =
Manager A3
Table 22-1

For Case Managers

To bulk-print progress reports and update selection criteria:

1. Select Reporting>Standard Reports.

Expand the Progress Report: Bulk Printing report category.
Select the “Progress Report — Bulk Printing Oregon IEP” report.
Select [More...] > Bulk-Print All Documents.

Checkmark “Annual Goal”.

o 0 A~ W N

Modify the Selection Criteria statement (to exclude exited students), by adding “and
Profile.SpEdRecordType = A3” to the formula. The updated statement should read:
Profile. CASEMANAGER = USER and Profile.SpEdRecordType = A3

7. Checkmark the item “For each document, include only the latest document.”
This selects the latest IEP for a student with multiple IEPs.

8. Select a print method.

9. Click [OK].

10. Select Print this document.
11. Click [Print] in the print dialog.

For Non-Case Managers

To bulk-print progress reports and update selection criteria:

1. Complete steps 1-10 above except in step 6 modify the Selection Criteria statement by
inserting a staff member’s UserlD and adding “and Profile.SpEdRecordType = A3” to the
formula.

Profile. CASEMANAGER = <insert USERID> and Profile.SpEdRecordType = A3

Bulk-Printing Other Documents

The Bulk-Print feature can be used to print any of the sections in an IEP document packet. To
access bulk printing, you open one of the Bulk-Print progress reports.
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Chapter 23: Bulk Printing Profiles

The Bulk-Print feature is used to print one or more profiles for a group of students.

Bulk-Print Feature

To access this feature, you must first select a student profile-based (not document based) report.
The report you choose will have an existing selection criteria. It may be necessary to modify the
selection criteria before you print the report.

There are two Bulk-Print Profile options available in the [More ...] menu.

Bulk- Print All Profile Forms This link displays a list of student profiles, the report selection
criteria, and print method options. You checkmark the
profile(s) you wish to print, update the selection formula and
choose a Print Method.

Bulk-Print Selected Profile Forms This link displays a list of students based on the selection
criteria of the profile report you selected. You first checkmark
the students that you want. Next, you select the profile(s) you
want to print. If you need to modify the report selection
formula, it must be done first before selecting this Bulk-Print
link.

Bulk-Print Print Methods

There are two Bulk-Print methods. You can print profiles for each individual student or use batch
print to print all the profiles in a single print job.

¢ If you choose “Print documents one at a time”, the report allows you to print progress reports
for each individual student. The Click Here to Move to Next Document is used to navigate to
the next student. This method begins page numbers at “1” for each individual student’s
report.

o The second method, “Print documents in one or more batches”, places all of the progress
reports in a single print file. This method numbers pages sequentially.

Bulk-Print Profile Reports Default Selection Criteria

The Bulk-Print feature is available after opening a profile-based report. In this example the “All
Students (Active)” report located in the Student Reports category has been opened.

‘All Students (Active)
[Last Name{Flest Namelinitial Elig Date!Primary Disabllity|Current IEP Date|District Student IDIBirth Date |Grade|Attending School

' SlChaess Asia00 50 1234ACTESS 11/28/2005(05

|Bley )

Kayla 150

Atzaa Elementary Schoot

2MBC

1 02/01/19%4[10
12Z4KSTEST 0d4/24/9592(12
1
1

Page 180

Chadda 150 234CCTEST 02/012005(03 Alzaa High Schoo

Figure 23-1

It's then possible to select “Bulk-Print All Profile Forms” from the [More ...] dropdown list. The Bulk
Print Setup dialog is displayed.
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Bulk Print Setup: Student Profiles

Sections to Print Select All | Select None |
"' Demographics/Enraliment " senices summary
r Family Contact [ Census Data
- Special Education [ Census Summary
[T Medical "1 Transportation
™ Initial Eligibility (Child Find) Indicator 11
Selection Criteria Profile Selection Formula:  Select Field Functions
|SpEdRecordType =A3 =]

Figure 23-2

The “All Students (Active)” report’s default selection formula selects all “active” students based on
the SpEdRecordType field in their Census Data profile.

As needed, the selection criteria can be modified. For example, as a System Administrator you
might want to print profiles for students at a particular building or for a specific Case Manager. Of, if
you are a Case Manager you may want to print only profiles for students for whom you are the
Case Manager. For each scenario, the selection formula must be modified.

Bulk-Print and Exited Students

Bulk-Print also has another important behavior. The initial Bulk-Print report will display only “active”
students. However, when a Bulk-Print method is selected, the printed report may include “exited”
students. Because of this behavior, the selection criteria should be modified before confirming your
print request. You will want to include only active students.

Modifying the Bulk-Print Selection Criteria

IF you are a SYSTEM ADMINISTRATOR...

A System Administrator you may want to select students for a particular staff member as well
exclude “exited” students. To specify a staff person, use their UserID from their Staff Profile. For
example, to print profiles for staff member Alicia White, you would use this Selection Criteria:

CaseManager = awhite and SpEdRecordType = A3

IF you are a CASE MANAGER...

To print only student profiles for students for whom you are the Case Manager, you will need to
modify the selection formula.

CaseManager = USER and SpEdRecordType = A3

To bulk print a student profile:
1. Select Reporting>Standard Reports.

2. Select the “All Students (Active)” report in the Student Reports category.
3. Select [More ...] >Bulk-Print All Profile Forms.
4

Checkmark the profile(s) you wish to print.
Note: The Child Find profile is a sub-profile which cannot be displayed as a selection. Do
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not attempt to bulk-print the Initial Eligibility (Child Find) Indicator 11 profile. This is
NOT the Child Find profile and will not display accurate data.

5. Update the selection formula to match:

CaseManager = USER and SpEdRecordType = A3
Select a print method.

Click [OK].

Select Print this document.

© © N o

Click [Print] in the print dialog.
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