eCHILD

Chapter 3
eCHILD Reports

The screens allow you a place to enter your data (information). You can always right
click on a screen and select print to print the actual screen you are working on, but
if you want the information on the screen(s) to be in a report format you must create
a report and then print.

Creating Reports (Printing)
Creating a report creates a document in a report format with the information you
have entered on the screens.

To Create and Print a Report:
1. Click on the Reports button in your navigation bar to the left of your screens.

You are viewing the record efTest Kid ID# , Report period from Nov 26 2007 to Nov 26 2008

| Close  Previous 4+~ Student Information JW

2. Choose (click on) the type of Report you would like to create (Level 1, Level 2, etc.)
and then click on the Create Button.

| ¥ou are viewing the leconi of Test Kid ID# | Repurt period from |

Create
Document YWatermark: | vI

Choose a Report

Level 1

Effective Teaching Strategies
Learning Pruferuncus

R for R i

echild Intervention Plan wlth Results
Level 3 Records Review Information
eChild Intervention Plan Level 2
eChild Intervention Plan Level 3

Level 2

Level 3

eChild Summary Levels 1-3
Community/Campus Referral Level 4
Special Ed Referral Level 4

Student Learning Behavior Documentation

3. Click the Refresh Button until the status of your report moves from "NEW" and
"WORKING" to "DONE".

) https:/ /www.esped.com - Printing - Microsoft Internet Explorer provided by Northside 1S.D.
Yiou are viewing the record of Test Kid ID# Repurt penod from Moy 26 2007 to Nov 26 2008
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4. Once you see "DONE" next to your report, click on the View button to the left of the
report you need to display.

‘You are viewing the record of Test Kid ID# , Report period from Nov 26 2007 to Nov 26 2008

lear Search Fiel Refrash Find Report Delete | 7 Wiew all in the arganization
Chack All Repo

LUncheck All -

[T zvew Jad Test [#orkingP3/27/2008 11:58:21 [eChild Summary Levels 1-3

5. The report should open automatically, but if you get a prompt to Open the file or Save
it, choose to open it.

6. The report file opens up in Adobe Acrobat Reader. (This is a PDF file.)
You cannot make any changes here. You can only choose to print it or save it.
B Acrobat Reader - [Embedded File] -|=] x|
T File Edit Document View Window Help == x|

|e@E)a (@< «» e |[ma- T8k -e|DB@EE -

Demo School District
Consultative Help for Individual Learning Decisions: Level 3

Anytown Elemantary School 2004-05
CAMFUS ‘Bohool Year
Name: Student ZTest poB. 017301835 ps 357521 age: 10 Gender: _F

Grade. _ 04 Address. 1234 Anvtown Way. San Antonio, T¥ TBZ40
Parant Name:! _Jack 7Tast Home# _210-785-1111 Work # 210-854-0000

INTERVENTION PLAN RESULTS

Reporting Teacher: D Watson Level: 2 Date of Entry : 02242005

Saving Reports
1. After you have created a report, open it up/view it in Adobe Acrobat Reader.

2. Save the report (File menu....Save A Copy) to your network login home drive (H:).

H [ie Edt Docureat Took Mow 'Window Help
| & Open. Cirl+0

Cop...
E«port Dozument T Text..

n

; Diocument Propertizs 3
2 Document Securty. Corleal+s
=
|8 Papcsaw.. CileShif+F
L7 Eint... CileP
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Make sure to navigate to your H: drive to save the report in a secure location.
Your desktop is not secure...save to the network and make sure it is not a
shared drive.

SoveaCopp
Sawve a Copy...
Saveln S My Documents j ﬁl Save in I% E005730 on Pegasus\Data"Hom: *) gl
Desktop EEEE—
% E}I ;E =5 My Documents eCHILD waksan
#H _A%j My Computer eSped ARD
=4 3% Floppy [.] hasters
= Gr2B0w3Sadm [C:] Mizc
@ D] Special Ed
=2 Data on 'Pegasus' [F:) Special Schools
24 n Peq at
=2 Sps on Pegasus' [)
. =m Metwork Neighborhood e
File: name: I.b“\"b‘l T S E File: narme: |Student z Level 3.pdf Save I
Save as type: | Adobe POF Files [* po] =] Save aslype: |Adabe PDF Files [* pdf) =l Cancel |

] 7

\l/_ You also can create a folder on your H: drive to file all of your eCHILD reports.

Z(_ X< You can organize how you see fit. In my example below, | created a new folder
and named it eCHILD Reports. | then named my report file the student’s first
name last initial Level 3.

Save a Copy... Save a Copy.__ 3
Savein: I@ E008730 on 'Pegasus\Data\Homfj i @} Save in: I = eCHILD Reparts j | | IfFl
eCHILD [l watson Create New Foider]
eSped ARD [C1[£CHILD Reportd
asters
iz
Special Ed
Special Schools

File: narme: |Stuc|ent z Level 3.pdf Open I File name: IStUdEﬂt z Level 3 pdf Save I
Save as lype: [Adobe PDF Files (* pdf] ~ Cancel Save as type: | Adobe PDF Files [*.pef) =l Cancel
| [ | y _ Caredl | y

WARNING: The most common mistake when saving a file is just clicking Save

@ without noticing where you are saving the document. Make sure to navigate to
your H: drive and make sure that you give the report a unique name that will
mean something to you.

Confidentiality Reminder

Please remember the confidentiality of the student. Be mindful about what is on your computer
screen when someone is around, be careful about where you leave a printed report and be
cautious when communicating sensitive information and know with whom you should be
communicating. If you e-mail an eCHILD report, do NOT place a student’s first and last name in the
subject line or in the body of the e-mail.

Place a confidentiality disclaimer at the end of your e-mail.

CONFIDENTIALITY NOTICE: This email message and attached documents may contain confidential
information. All information is intended only for the use of the named recipient. If you are not the
appropriate named recipient, you are not authorized to read, disclose, copy, distribute or take any action in
reliance on the information. Any action, other than immediate delivery to the named recipient, is strictly
prohibited. If you have received this email message in error, please notify the sender immediately and
delete this email from your email system. If you are the named recipient you are not authorized to reveal
any of this information to any other unauthorized person.
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Archiving a Report

Note: You cannot archive a report until you have created a report. You must follow the
instructions to create and print a report before you will be able to archive.

1. Click on the Reports button in the navigation tool bar if you are not already in the
reports queue.

You are viewing the record sfTest Kid ID# , Report period from Nov 26 2007 to Nov 26 2008
Evigug -+t Student Information jm

2. Click on the dropdown next to List Reports and chose Archive Reports. (or click on
the next button)

g- Microsoft Internek Explorer provided by Northsde 15 You create a report to view

You are viewing the record of Test Kid (D% | Repolt period fram Now 26 2007 to Nov 26 2008 : and print the information you
have entered on the screens.

Close Pravious |1. List Reports M
Print Reports A L.
1 Lst Renarts n administrator, counselor,
teacher or psychologist can
3. List Archived Repors archive a report to file
Clear Search Fields | Reftesh | FindReport | Delete | 7 View allin the organization electronically in the student’s
eSped electronic file.
Check Al Uncheck Al First Newt Previous Last Reports 14 of 4

N

3. Inthe Archive Reports queue you will see a list of all reports you have created but
have not archived. To archive a report, click on Final Document under the Type of
Archive drop down. Place any comments in the comment box. Click on the
Archive button to the left of your report.

/3 Printing - Microsoft Internet Explorer provided by Northside LS.D.
ou are viewinyg the record of Test Kid ID# | Report period from Mov 26 2007 to Mov 26 2008
Close Prevjpus |2. Archive Reparts j Mext
S

™ wiew all in the organization
Comments

Reporf Marme Type cormments here| ‘
Prigt Date:
Clear Fields 1000 Characters remain

| Spell Check

=

First Mext Previous Last Reports 1-F of 7

. -Test-Student, Do [DOMNE  [12/05/2007 13:56:56 Full ARD 11/26/2007 11/26/2008
1. Archive
— Aot Change/Del
. AAA Test-Student, Do [DOME  [12/05/2007 13:59:41 Brief ARD 11/26/2007 11/26/2008
2. Archive
Mot Change/Del
. AAATest-Student, Do [DOME  [12/06/2007 15:07:02 WRD Amendment 11/26/2007 11/26/2008
3. Archive
Mot Change/Del
4. Archive [Kid, Test COME  [12/06/2007 17:39:06 Level 1 11262007 1142642008
5 Archive [Kid, Test COME  [12/07/2007 10:05:42 Level 1 11/26/2007 11/26/2008
= Aunbion id Tact MARE R m7 o007 10-nNe-N I awal 7 11 PRANNT 1196005

The archived report will then disappear from the Archive Reports screen.
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Viewing an Archived Report
1. If you are still in your Archive Reports queue, click on the dropdown and choose List
Archived Reports, or click on the Next button. If you are not still in the Archive Reports
queue, click on the reports button to the top left and then click on List Archived Reports.

; Printing - Microsoft Internet Explorer provided by Morthside 1.5.D.

fyﬁ’ep'lm‘pa&as'mm Moy 26 2007 to Moy 26 2005
LI Mext

% ou are viewing the record of Test Kid ID

Close Previous |2. Archive Reports
Ieel |Print Repons
A . List Reports
Archive Reports

™ “iew all in the arganization
Job Mame: | Comments:
Report Mame: | =1
Print Date: |
Clear Fields
| Spell Check
First Mext Prewious Last Reparts 1-4 of 4
. AL Test-Student, Do [DOME [12/06/2007 15:07:02 KRD Amendment 11/26/2007 11/26/2005
1. Archive
Mot Change/Del

2. Archive [Kid, Test DONE 12072007 10:06:03 Lewvel 2 11/26/2007 11/26/2005
3. Archive [Hid, Test COME 12072007 11:44:58 Level 1 11/26/2007 11/26/2008
4. Archive |[RODRIGUEZ, JULLA DOMNE  [11/29/2007 17:02:32 Special Ed Referral Level 4 ns/23/2007 [05/23/2008

2. The queue now lists all archived documents for the selected student. Click once on Edit
(in the job queue) to see identifying info appear in the fields at the top right of the screen.
This gives you the following info:

a. Name of student

b. Date the report was archived

C. The name of the report

d. The login of the person who archived the report

4} Printing - Microsoft Internet Explorer provided by Northside 1.5.D.

‘fou are viewing the record of Test Kid ID# | Report period from Moy 26 2007 to Moy 26 2008
Close Previous |3. List Archived Reponsj [HEsT
S

Save  Delete
Student: Test Kid, Local ID:
Search Criteria Edit Archi

Archive Type: [ 7]

Document Class: [ 7]
Archive Date Greater Than: [ [
Archive Date Less Than: [E][

Mame: [iiid, Test
Archive Date: |12,-fu?,-*200?

Report Marme: ||_eve| 1

Start Date: [F] [11/26/2007 | End Date: [3 [11/26/2008

Report Marne: | Archive Type: |Final Document vl
Login Mame: | Document Class: | echid vl
Login Name: [e023155@nisd net
Clear Search Search |This is Test Kid's Level 1
| Spell Check

Level 1 11/26/2007 11/26/2008 Final Document eChild
2 Edit 12072007 Level 1 11/26/2007 11/26/2003 Final Document eCHILD
3 Edit  [11/29/2007 Level 1 11/26/2007 11/26/2003 Final Document eChild
4 Edit 1172672007 Student Progress 11/26/2008 1142672007 Final Document Frogress
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3. Click once on Edit to highlight the report and then click the View Report button to open
up the report in Adobe Acrobat Reader.

3 Printing - Microsoft Internet Explorer provided by Northside 1.5.D.
‘fou are viewing the record of Test Kid ID# | Report period from Moy 26 2007 to Moy 26 2008

Close Previous |3. List Archived Reports v | e

Save  Delete
Student: Test Kid, Local ID:
Search Criteria Edit Archive Information
Archive Type: [ 7] Mame: [iiid, Test
Document Class: [ 7] Archive Date: [1z/o7/z007
Archive Date Greater Than: Ell— Report Mame: [Level 1
Archive Date Less Than: [E][ Start Date: (3] [11/26/2007 | End Date: (7 [12/26/2008
Report Mame: | Archive Type: W{
Login Name: | Document Class: m
Login Mame: [e0z3155@nisd.net
Clear Search Search Comments: [This is Test Kid's Level 1 =]
| Spell Check
Wiew Feport << < = == Archive Records 1-4 of 4
1. Edit 07 £2007 Level 1 11/26/2007 11/26/2008 Final Document eChild
- 1207 22007 Level 1 11/26/2007 11/26/2008 Final Document eCHILD
3. Edit  [11/29/2007 Level 1 11/26/2007 11/26/2008 Final Document eChild
4 Edit 1172672007 Student Progress 11/26/2008 1142672007 Final Document FProgress

Points to Remember:

A. You can search for a specific archived file by: Archive Type, Document Class, Date of Archive,
Report Name or Login Name.

B. You can also sort the listed files by clicking on the categories in the blue bar: Archive Date,
Report Name, Start Date, End Date, Archive Type, and Document Class.
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