Greater

School District IEP in MyEdBC

MyEd Handout for Case Managers

NOTE: Always be in Student Services view to work on your IEPs

Getting Started

Plan Status and Dates
The Plan Status is determined by the start and end dates of the plan.

A *Plan Alert is triggered by an ACTIVE plan status.

e Active -> Current. The plan you are following for the day to day support of the student
e Draft -> Future. A plan that you are preparing for a future implementation
e Previous -> Past. A plan that was used in the past
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*These picture symbols are alerts

Student List :: 02 - [Last, First

Naming
SD61 uses a convention for naming IEPs, for example, 61-1EP-(current year). When a new designation is brought into

MyEd, the Plan will be named using this convention.
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My Cases: Plan Details (Plan Tab)

To create a list of your caseload, you must first assign yourself as Case Manager.

From the Student top tab, use the filter to select All Records.

IEP in MyEdBC

To assign yourself as Case Manager, open the Active plan and click on Plan Details. Use the magnifying glass to access

the pick list and choose your name from the list.** As you assign yourself, the students will appear on your Current

Cases. You can then filter for My Cases rather than All Records.

Student top tab

Filter for “All Records”

Click on Student Name

Click Plans side tab

Click on the Active Plan Name

Click on the Plan Details top tab

Assign yourself as Case Manager using the magnifying glass

Set the “Start Date” and “End Date” for the current school year
. Update the plan name to reflect the current school year.

10. Click Save

T = -

W ooNOUMAEWDNRE

. Core Curricular
oo | i St | comno | Compeiens | oty | Pl Detals
Name Last, First
Case Manager = Name [ @
Status Active
Start date * @ HH

End date @

YearyReviewDae e [ e

**Use the magnifying glass to
choose vour name from the list

e S ——
Plan Name @ (|61-IEP-2020-2021 ]
e ——

Parent Consulted @

**Use the calendar icons to set the start
and end dates for the current school year.
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Type the “Plan Name”
directly into the box
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Plan Details

IEP details are entered into tabs: My Personal Profile, My Learning Profile, Support and Plans, Core Competency Goals,
Curricular Competency Goals, Student Support Team, and Plan Details.

My Personal Profile

Details o
e .

Plans

» Detoils m & Competency Basad Plan v
Forms
T nort Core Curmcular
Contate M"::;fl""”al k";‘r‘;ar'le o0 S”D;Ua'r;:”‘i Competency ~ Competency  Student Support Team  Plan Details
! Gralg Gozls
Aftandance
]
Conduct
Acadamics My Interesis
Transcript
Ascessments
Location of Evidence 1
o o=
Schedule
]
Membsrship
My Learning
Transactions e
Documents
Snapshots :
Location of Evidence2 A5
=
What You Need To
Ko About Me
Location of Evidence 3 =

* My Interests, My Learning Preferences, What You Need To Know About Me - Free form text fields

* Location of Evidencel, Location of Evidence2, and Location of Evidence3 - Free form text fields
which correspond to the My Interests, My Learning Preferences, and What You Need To Know About
Me fields.

+ Click SAVE if changes have been made.

Tip: Place your cursor over the blue information circle “" for more information. Click the

‘double boxes’ =) to open the text window bigger.
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My Learning Profile

Datails
=3 :
Plang
* Desails: m - Competency Based Plan A
Farme
. 2 Core Curricular
Canlacls U'an Mi;.:;;:lng 'U:'m:"d :nrrl:::;:‘;:ll;n:',r Cun&:::tl?c,' Student Support Team Flan Details
Attendance Thoughts from my
t=am W
Canduict
My Competancy Ama a =
Academics My FOcus Area
Transcint Intallectusl My Sirangihs My Sireiches
Parzonal
Asgagamants
Sockal
Schedula
My Competancy Area v =1 =
Iembsrship p Compet
My Facus Area
Transactions
Wy Strenging My Sfretchas
Dacuments
Snapshote
My Competancy Afea . =l =
My Foous Area N
My Strangthe My Stredehes::

&3 =3 -

* Thoughts from my team - Check this box if the learning profile was completed by the team members
rather than in the student’s own voice.

+ My Competency Area - Use the drop down to select

* My Strengths and My Stretches - Free form text fields

*+ My Focus Area - Checkbox

+ Click SAVE if change have been made.
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Support and Plans

Detsis
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Plans
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* Supports

1. Click on the Add button

2. Choose the support Category (Universal Classroom Supports or Essential Supports) by clicking
on the drop down menu

Choose the Support Type by clicking on the drop down menu

Enter the Description

Additional supports can be added by clicking Add again

Select and click Delete to remove a support.

o0k w

* Supplementary Plans - Click on the Add button to select the type of plan and enter the date.
* Additional Comments - Free form text field
* Click SAVE if changes have been made.
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Core Competency Goals

Details
] o

| Flans

+ Dotails. Competancy Based Plan v

Forms

ore Currcular
Competoncy  Competency  Student SuoportTeam  Plan Datalls

My Personal  MyLeaming | Support and
#rof Brofite Pans o

Contacis Mo

Biorencs Core Competency Goals
Acadamics

D% Core Competency Facet Goal

Transcrpt
N2 maching records

Assessments

Schedue

Memnership =

* Core Competency Goals
1. Click the Add button

2. IMPORTANT: Enter a Goal Number first - preface the number with CC e.g. CC1, CC2, CC3, etc.
3. Select Core Competency Area using the drop down arrow

Creatwve Tnnkrg
Crisea Thrng

Pesons and Sions

Fessona Anareness

ore asd Soral Retparant i
Objectives
Tumver Uoyecuve Ixeges ’

N st heg tecoeds |

2.

4. Use the magnifying glass to select the Facet(s), click OK
Hint: Click on the ‘Description’ heading to sort on this field

T Communicstons [Connectae | > 0 of 18 selected J
Sedreh on Descript A
oo = e
Connect ard engage with ahers am % Catont
Acqure inierpret. and present mformaton Cammuncaion?
Cotlavorate to plan Communcason’
Expliinrecourt and wflect 00 cxgeiientes Communcasn
Novelty o velue Creotive Thiskegt
Doveloping ldeac Croatwe Thirkingd
Geanerabng ldess Crestwe Thirkegd
Analyze and catique Criscal Thinking!
Queston and rvestigate Crted Thnhng2
Develop and design Coseal Thnhing3
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IEP in MyEdBC

5. Core Goals can be selected by clicking the black triangle € in the right hand corner:

Goal Number* @ cet
ﬁ::: Lompetency Cemrmaree ston v
Connactand angapa with athers
Facet
Core Goad
Otjectives
Number Objective Strategles
N2 matching recoras
a. Select the Competency from the drop down:
GealNumbar® @ CC1
CowConpelenst | Gommunicotion v
Facet Q A
>
Comp A -
Crifical Th
Cora Geal Creatve Thnking
Pessonal Awareness and Responshilty
Social Responsiblity
Positrre Parsanal & Cuturai ideatity
Okjesctives
Number Objective Strategles

[0 e

NI MALLNING recores.

b. Select the Facet to further narrow down the list.
Cc. Click to insert the text into the Core Goal field:
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Goal Number* @ CCt
Core Compewncy , =
P Communizaton r
Coanect ant engage win olhers.
oot QxR
1 ask and respord to sinp »
Competency Communication v .
Show My Codes /
Faset Conrect and engape wis oihers v
Goal
Comerunication  Connect asd egoge with others
{ resogeare thed there e affaneot pores 2o Pvew and | 201 desgree
Comenunication  Connect axd engage with othees
Objectves

Number Objsctive Straegles

No matching records.

=3

d. Add to or edit Core Goal field as required. Click the black triangle ® to hide the selection
screen again.

6. Inthe Objectives area, click the Add button

thet* W cCt

Communcason v

CONNKCE a3 9gege win oinecs

et QX
I can uinderstand and share inforsation about a topic that is important <
to me
Goa
Objectivec
Nurrber Oojective Stategies
@o | L C s
=]
(5o |

a. Enter the Number, Objective, and Strategies and click OK.
b. Click Add again to add additional Objectives

7. Click OK at the bottom of the window

8. Additional Core Competency Goals can be added by clicking Add again

9. Click SAVE
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Curricular Competency Goals

Details

Ophions = Heports v Help » 2]
Flans
= [hetails m Compatency Based Plan L

Famis

Core Curricular
oy Personal My Lea s T and
Contacls \"ﬁ:.“:" 2 VPI_:);:""I “";2"“‘” Comgalency Compelency | Student Support Team Wian Detalls

Goals Goals

Atiendanca

ACAURITICS

Transcript

Assassments

Big Ideas
Schedule
Membership

Tranzachions

Documents Curricular Competency Goals

D & Area Of Learning Curricular Goal ‘

Mo manching recods |

2

* Bigldeas —
1. Use the black triangle € to expand the Area of learning bank.
2. Choose the Area of Learning and the appropriate Grade Level
3. Click to insert the Big Idea text into the field

Deails
Plans
» Details Auts-sived st 247 P Conpetency Based Pan v

Foms

—
- Core Carrcalar

o N):ﬁf(iiﬂl fylaxning ) Skpro ang conpitaacy oumpetency Studant Support Team  Fian Detals
Attencance

All matter is made of perticles. >

Area of Leaming
Acsdomics Scence Y _
Show My Codes
Transcrpt
Assessments
Big deas
Schedule
Membarship
Transactons
Docursants Curricular Competency Goals
e Area Of Learning Curricular Goal

Nc matching reconds

[P

4. Add to or edit the Big Idea field as required. Use the black triangle ®to hide the selection

screen.
5. Click SAVE at the bottom of the screen.
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e Curricular Competency Goals

1. Click the Add button

2. IMPORTANT: Enter the Goal Number first - preface the number with CR e.g. CR1, CR2, CR3,
etc.
Enter the Type of Goal as Replacement or Supplemental

Enter the Teacher Responsible (can be more than one teacher)
Select the Area of Learning from the drop down menu

o 0k w

Click the black triangle € to access choose the Learning Standard from the selection screen.

Goal Numiber = |CR‘I

Type of Goal Supplemental ¥

Teacher Responzible |Mr. Teacher

Area Of Learning Science v h

Applied Design, Skills & Technology

Arts Education
Career Education
Core French
Learning Standard
English Language Arns

Francais langue premidgrne

Francais langue seconde - immersion

Mathematics

Physical and Health Education

Objectives SEEACE
Secand L.le_}'L EMCE i
Number Strategies
Social Studies

Mo matching records

5 o x et

7. Select an Area of Learning
8. Select an Organizer to narrow down the list
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9. Click to insert the text into the Learning Standard field

Goal Mumber * & CR1
Teacher Responsible Teacher Name

Area Of Learning Science d

Communicate scientific

suggested course of 8C proa of | earning | Science 7 d—
constructing evidence-| Show My Codes
Organizer Communicaiing v —

Search

Express and reflect on personal expermances of place

Learning Standard
nng ! Science  Communicating

P
Science  Communicating

Expreas and reflect on & variely of experiences perapectives and'
wordvews through pisce
Science Communicating

e

Chjectives

) —

Mumber Objective Strategies

Mo matching records

IEP in MyEdBC

10. Add to or edit the Learning Standard field as required. Use the black triangle ®to hide the

selection screen.
11. Add Objectives
a. Click the Add button

b. Enter the Number, Objective, and Strategies and click OK

c. Click Add Again to add additional Objectives.

Goal Mumber * & |F:¢RJ.

Teacher Respansible Teacher Mame

Area OFf Leaming Science v

Communicate scientific ideas claims information and perhaps a
suggested course of actien for a specific purpose and audience
constructing evidence-based arguments.

Leamning Standard

Objectives

Mumber Objective Strategies

[=-]] Jomm— il

12. Click OK
13. Click SAVE
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Student Support Team

Details
i il Wit @
Plane

" x| :

150
Contacts grofile profile Mans

Compatency Based Plan

Student Support Team Flan Detalls

Attendance [

‘ UswaiLast UsualFirst Name Role
Academics

1= o< [ a
Transcipt ' 3 \

At R o)

Assessments

=
Schedue
Mambarship

1. Click Add to add a support team member. Members can be selected from a pick list or typed in.
2. Click the magnifying glass to select a staff member or contact from a pick list:

Team member type Regular Education Staff v
Sehool Student Senvices Staff v
Gurrent teachers only Regular Education Staff k
Independent Contact 2 records e’.-)
Contact
UsualLast sualFirst
Student
. Gauvin .
Tilton A

s

a. Select a Team member type:
i. Student Services Staff - District level staff
ii. Regular Education Staff - School Level Staff
* Current teachers only will display the student’s teachers. Uncheck this checkbox to
access all staff members at your School
iii. Contact - Student’s contacts
3. If the team member you are adding is not available to select, you can alternatively type directly into the
Name field.
4. Enter the team members Role.
5. Click Add again to add additional team members. Only one team member should be listed per line.

Note: Some staff members will have the role of ‘Case Manager’ fill in automatically. If the
staff member is not this student’'s Case Manager it is important to overwrite this, otherwise
the words ‘Case Manager’ will display next to the staff member's name on the printed |IEP
report. Each Plan can only have one Case Manager.

6. Click SAVE
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e

B) save m Competency Based Plan

vvvvvv

‘2 f
tency Competency Student Sepport Team  Plan Details
¥ God

Case Manager > Narre ax
Status Active
Start dale> ¢ G2112018 m
End date * ]
Yearly Raview Dat
> 3 =
Plan Name @ 3B-IEP-201812019
Parent ¢ Ited

Name - fills in the student’s name automatically

Case Manager - select from the pick list, or type last nhame to auto-populate

Status - the IEP Status of Draft, Active, or Previous is determined by the Start date and End date.
Start Date — defaults to the date the Plan is created.

End Date - leave blank until you are renewing the IEP the following year

Yearly Review Date - Optional

Plan Name - Per provincial standard, District number-Plan Type-School Year:

61-1EP-2021/2022

Parent Consulted - check this box once the parent/guardian consultation is complete. Parents must be

offered the opportunity to participate in the IEP process. This box MUST be checked on all IEPs.
Click SAVE. .

Note: Once you have entered your name in the Case Manager>Name field, you will be able
to filter for the students on your caseload by choosing the Filter ‘Students in My Cases —
Active and Draft’ from the Student top tab.

**|f you don’t see your name in the Case Manager pick list, check with your administrator to confirm that a SIS account
request has been created.

***|f issues persist, contact the Help Desk
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Parent/Guardian Consultation Date

Parent/Guardian Consultation needs to be recorded on the Log top tab in order to populate the
Parent/Guardian Consultation Date on the printed IEP report.

1. Click on the Log top tab > Entry Log side tab

2. From the Options menu, select Add

Martha Currie Elem 2018-2019

Student Services School view v LastName, FirstName v

LogHistosy

E& {'I Fux‘mﬂm Q R | 1EP Senwce Qx m ‘

Moddy List 0.of 0 setacted

My Current Case:

Cuery | IEPData > PanName IEFUaa > Sutus Event Type Vae Notes
Show Selected

Ho machisg mooeds
Cmit Selected

3. The New Plan Log window will open:

Pages  Student Plan @I Giobal
Log :: New Plan Log

Entry Leg
» el

Loa History m Defaul Templae

Marne * a, Service lyp= Plan Q

Secondary Designations

SweenDezlgnation

N matching reeoits

Llan

States Active
Cate * 237018 =
Event Typs Farent Gonsultaicn =

Slaf Marse

hotes

E3 B3

* Name - select the student using the magnifying glass

* Service type - required field. Use the magnifying glass to select ‘Plan’
+ Date - enter the Parent/Guardian Consultation Date

* IMPORTANT: Event type - select Parent Consultation from the pick list.
» Staff Name — enter your first and last name
4. Click SAVE

5. This log entry will populate the Parent/Guardian Consultation Date field on the printed IEP Report.
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Print the IEP Report

Once you have completed writing the IEP you can Run the Competency Based IEP Report. The report can
be accessed from Reports menu on the following locations:
* For an Individual Student: Student top tab > Plans side tab > Details sub side tab > Reports menu >
Competency Based IEP Report

 For Multiple Students: Plan top tab > select the IEP’s you would like to print > Options menu > Show
Selected > Reports menu > Competency Based IEP Report

Note: The Competency Based IEP Report can also be Run in School View or Staff View
from the Student top tab > Documents side tab > Plans sub side tab > Details.

Competency Based IEP Report

Students to include Current Selection ¥
Prnt Legal Name

Saort results by Student Name ¥
Prnt in French Language

Print on Both Sides

Farmat Adobe Acrobat (PDF) v

+ Students to include - current selection

* Print Legal Name - unchecked will print usual name, checked will print legal name

+ Sort Results by - select a sort order if printing more than one IEP

* Printin French Language - unchecked will print in English, checked will print in French

* Print on Both Sides - if printing multiple IEP’s this will insert a blank page after IEP’s with odd
numbered pages to allow for double-sided printing.

* Format - Adobe Acrobat (PDF)

» Click RUN - this will run a PDF report which can then be printed and/or saved
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Showing both BC IEP files and Competency Based Plans
To Show both the BC IEP and the CB IEP Plans, you will need to use the Dictionary Menu.

* There is access to the Dictionary Menu from either the Plan Top Tab or the Plans Side Tab
* Click on the Dictionary Menu icon and choose All to display both Plans

Student IPIan Log Global 5Staff Admin

ﬁ Plan Top Tab

‘W

ﬁ Dictionary Menu

OR
Details
Plans Side Tab 0 of 1 selected &7 ﬁ Dictionary Menu
Forms
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