How to Create a NEW task:

Step 1: Go into your “Open Tasks” screen
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Task Queue | Open Tasks"wClosed Tasks | D20 | Report | EMIS | Setup

~N

Step 2: Select Student you choose to work with

Step 3: If task does not exist in the task dropdown, you will click “New”

Task: | FY09 PrngressF{epnn)Mﬂ

Step 4: Select the type of task that you are trying to create

Task Template: | |[EP - Initial IEP

B IIEP - Initial IEP
Name: | [EP - Periodic Review IEP
School Year: |RIEP - Periodic Review IEP (age 14+)
Progress Report (IEP)
Grade Level: RFRL - Referral for Evaluation
CMNST - Parental Consent
IETR - Initial Evaluation (Preschool)
Start Date: | |ETR - Initial Evaluation (School-Age)
RETR - Reevaluation (Preschool)
End Date: perR - Resyaluation (School-Age)
_|TETR - Transfer ETR
"\ TIEP - Transfer IEP
Create from Previous Task: |[IEP - Final [EP for Graduation
WEP - Gifted WEP
Include Optional Forms? ng?g!r;s;ViFésppolr;n(WEP} 1
DP - Due Process
Prior Written Motice
Manifestation Determination
Other Meeting

Due Date

Step 5: Fill in all fields and rename Task to desired Name

Task Template: |{||= RN =3 A
Name: |initial IEP 2009
School Year: | 2008-2009 v
Grade Level: |12 +

Start Date: |9/10/2009 HH
End Date: HH
Due Date: H
Create from Previous Task: v
Include Optional Forms? [] Add to my priority task list []

You are now ready to start your task! Enjoy ©



