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Verifying Special Programs for Special Education Students

. From the Start Page, search for SCS_IEPinEffect=Yes.
. Choose the Counselor’s Screen option on the Functions menu.
. On the Counselor’s Screen page, choose the Special Programs

from the Screen menu and click Submit.

. The list of selected students appears in a menu on the left of the

selected Student screen.

. Click on the student’s last nhame to process. If you click on the

student’s first name, you will be exited from the Counselor’s Screen.

. To view details of the entry, click on the entry date of the option

listed on the Special Programs page. This will take you to the Edit
Special Program Enrollment page where changes can be made to
the record. If a student has both a primary and a secondary option,
there will be multiple entries on the Special Programs page. Each
entry should be verified and a option type selected.

. The Entry Date should be the day the student started the special

program. If the student is in Special Education, then this field
contains the first day the student started Special Education, not the
first day of school and not the first day of the IEP.

. An exit date is indicated when the student exits out of the special

program. This date is not the last day of school.

. Verify the appropriate program code for the student. A program code

might be a Special Education option, along with either 504,
Alternative, APEX, Contracted, ESL, or
Homebound.
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must be selected. This is either the primary or secondary option for a

Special Education student.

Complete the Consulting and Vocation Outside IEP course
information for high school students only.

Click Submit.

Click on Special Programs in the “bread crumbs” to edit any
additional special programs for that student.

Click on the next student’s last name to continue the editing
procedures.



