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Security

Children to Pre-
populate (add) into
the Web IFSP
System

First Initial or
Annual for a Child

The lowa IDEA applications, Web IFSP and IEP, run on a secure server. This is noted by
the VeriSign SSL certificate link and padlock icon on the lowa IDEA login screen. The SSL
certificate enables and enforces encrypted communication between the browser (consumer
application) and the server application (Web IDEA apps). Generally speaking, any URL,
such as https://iep.aeaims.org/IDEA _Apps/ (our site) which begins with https:, as opposed to
http:, would indicate a secure site.

If you wish to learn more about VeriSign SSL technology, use the following link:
http://www.verisign.com/ssl/ssl-information-center/how-ssl-security-works/index.html

When deciding which children to pre-populate into the system, so they can be accessed by
staff, the pilot experience has been helpful.

We have found that putting children into the system, far in advance of their first meeting, can
be counterproductive. We ended up deleting many of the children, manually from the
database, because the team decided to exit them prior to the meeting.

We recommend that only one or two people have permission to 'Add Child' and that service
coordinators send an email request to add a child a week or so prior to beginning work on
the meeting.

Do not add children who will be turning 3 and transitioning out of Early ACCESS.

Step 1: Add a child to a Service Coordinator Caseload and a Service Provider Child List.

1. An Intake/Referral needs to be added to the system for every Initial IFSP (each
signatory partner will determine who enters intakes/referrals into the system).
Refer to Appendix A and document “Guidelines for Intake/Referral Personnel for
Web IFSP”.

2. For an Annual or Periodic IFSP, the Add a Child feature can be used. If the first
plan entered is a Periodic, Timeline tracking must be done manually and the
following must be added:

a. The ECO from the Initial or last Annual must be added.
b. Current services must be added.

c. Outcomes must be added.

d. One Evaluation & Assessment record must be added.

3. Service Coordination needs to be assigned in order for the child to show up on a
Service Coordinator’s Caseload


http://www.verisign.com/ssl/ssl-information-center/how-ssl-security-works/index.html

How is information
transferred from
the Intake/Referral
to Family
Information?

4. Difference between Caseload & Child List:

E I M I m l Chrys Velky ~ Prairie Lakes AEA (last login: 7/21/2009 st 11:3¢ AM | Time Out: 2:4

IEP IFSP
Web IFSP - Individual Family Service Plan
Caselnad View caseload

View caseload

Records 1to 20f 2 Show |20 Print
Mew Intake o. - = A IEI @ i
Edit Intake County First Name Last Name Referral Imtlal Penodlc Annual Ird Begin Trarmtlon

Birthday Transition
e ---—-——-——
Edit Webster . 01/30/2008 05/02/2007 11/01/2007
Add Child

a. The Caseload list is for Service Coordinators only. It displays all of the
children which have been assigned to them for Service Coordination.

b. The Child List is for Service Providers and lists all of the children for which
there is an Early Intervention service defined and they are the selected
Service Provider.

c. Service Coordinators who also provide Early Intervention Services will also
have access the Child List in addition to their Caseload list.

Step 2: Obtain Family Information, Consent to Evaluate and any other needed information
(Health Release, Exchange of Information, etc.) and enter in the system. Some
forms are only available via the print menu because they require no data input
(Consent for services, Medicaid parent authorization, & Consent for Evaluation).

After an Intake/Referral is received and entered into the system. Service Coordination is
then assigned, which places the child on the Caseload of the Service Coordinator. At the
time the Service Coordinator access's the child from the Caseload list, the information is
copied from the Intake/Referral into the Family Information. Any edits to the Intake/Referral

after the Family Information is opened will not be reflected in Family Information. In addition,
the 'Adult Notes' sections do not print on any outputs.

# |FSP Overview - Family - Family Information
View caseload
Family Eval/Assess Forms Meeting
New Intake
Edit Intake — Child Infa:
‘ First: Mz Last: DOB: 01/30/2005
Assign
Edit ,
Add Child Family Info Insurance Statements
Save Spell Check
— Child Infa
Intake/Referral Date:
Child Mame:

First I Last Suffix Mickname

Birthdate: [01/30:20086 2 Gender: Ml M C1F  Childin foster care: [
Ethnicity: Is this student Hispanic/Latino? (Choose only one)
[¥] Yes, Hispanic Latino (A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish
culture or origin, regardless of race.)
[T No, not Hispanic/Latino
This determination was made by: | Izl




Printing

Step 3: Service Coordinator starts a meeting and adds a service for the child and selects
service provider (if service provider is not available contact IMS). This adds the
child to the service provider child list.

| ® IFSP Overview - Family - Fami

View caseload

New Intake

Al dnlake [ Child Info:

‘ First: Ml Last: DOB: 01/30/2005
Assign

Edit g - 4 = &
Add Child Family Info Providers Insurance Statements

— Child Info

Intake/Referral Date: !

Child Mame:

Spell Check

First M Last Suffix MNickname

Birthdate: [01/30/2005 [l Gender: M m [ F Child in foster care: [

Ethnicity: Is this student Hispanic/Latino? (Choose only one)
[¥] Yes, Hispanic Latino (A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish
culture or origin, regardless of race.)
[] No, not Hispanic/Latino
This determination was made by: =

Step 4: Service Coordinator and Early Access Team evaluate the child to determine
eligibility and enter evaluations and assessments in the system.

Step 5: Hold the meeting and complete the following required information:
1. Meeting Details
2. Outcomes
3. Services
4. Forms

Step 6: Submit and Implement the Plan

Any information that needs to be printed can be printed from the screen it is entered on.
Click on the Print button at the top or bottom of any of those screens
Any printable page/form can be printed from this menu separately or with other forms
The Print Menu is divided into three sections:
e |FSP Main Forms
e |FSP Additional Forms - Consent for services, Medicaid parent authorization, &
Consent for Evaluation (only available from print menu)
e Options
5. For each page/form, you can select:
a. A completed page/form, indicated below as "Form" OR
b. A blank page/form, indicated below as "Blank" OR
c. Both a blank and completed page/form, indicated below as "Both"
d. If a pagefform is empty or not required, the only choice will be "Blank"
6. Also available is:
a. Print Preview
b. Incomplete Data Report
c. IMS Summary

e N



Pre-Plan

Case Closure

7. Once the Print Preview is generated, any single page can be deleted from the Preview
by clicking on the red X at the top of any page. This only cancels the sending of that
page to the printer. It does not delete the form and data from the electronic record.

IFSP Main Forms

SeledEl Intake SelemEl Family Information
Both El Family Statements Form El Evaluation and Assessments
Blank El Qutcomes SelemEl Early Intervention Services
Selectlzl Other Services Selectlzl Meeting Details
SeledEl Transition Plan SelemEl Service Motes/Log

IF5P Additional Forms
SeledEl Consent for Evaluation SelemEl Exchange of Information
SeledEl Health Release SelemEl Meeting Motice
SeledEl Prior Written Motice SelemEl Conzent for Services

SeledEl Medicaid Parent Authorization SelemEl Early Childhood Outcomes

Options

Select Form T',rpeEl Select Form Version El

[ Inc Data Report H IM3 Summary ]

Cancel

Available once a plan has been implemented. To be used in preparation for the next
meeting. (Family information can be updated, forms created, etc.) Services, outcomes, &
family information is carried over to the new plan.

A case can be closed via four of these options as long as a meeting hasn't been started. If a
meeting has been started, the meeting would need deleted. The 'Case Closure' options are
on the bottom of the Intake/Referral screen. The four options are:
e Parent(s) declines consent for evaluation for eligibility determination / informational
only.
e Parent(s) withdrew consent for evaluation and/or IFSP completion. No further action
in Early ACCESS

e Family moved / Unable to locate family
e Death of child

One new checkbox has been added to the 'Case Closure' options at the bottom of the
Intake/Referral screen. The example below shows the new choice in red for illustration
purposes only. This option is automatically checked when marking 'Eligibility: No' on the
Meeting Tab.



Also, displayed in blue is the second choice, which will automatically be completed on the
Meeting tab of a new plan by marking 'Eligibility: Yes' AND 'Eligible: Parent Declined:'.
Marking the eligibility choices this way will remove all other 'Incomplete Data Report' items and
the plan may be electronically implemented. This process will:

e Archive all documents related to the plan.

o Complete the 'Case Closure' section of the Intake/Referral

e End Service Coordination

e End all services

¢ Remove the child from the Caseload and Child List.

A IFSP Overview - Meeting Details

Family (D) Ewval /Asseszz (0) Forms (0) ‘ Meeting (0) ' Outcomes (0) Services
r— Child Info:

First: Gabriel MI: Last: Caollier DOB: 07M5/2007
Meeting Type: ::#nr'ual »

Date of Meeting: |U1.|'1 62009
Plan End Date: |U?f15.|'2009

cgh’;’ble; Parent Declined: || 2

Intake/Referral Case Closure options

FOR CASE CLOSURE PRIOR TO COMPLETION OF ELIGIBILITY DETERMINATION OR INITIAL IFSP
|:| Parent(s) declines consent for evaluation for eligibility determination / informational only.
|:| Parent(s) withdrew consent for evaluation and/or IFSP completion. No further action in Early ACCESS.

Parent(s) signed consent for evaluation and the evaluation determined this child ‘Not Eligible' for EA services.
Family moved / Unable to locate family
[ ] Death of child




Transition The system provides a transition time line by supplying dates of 9 months, 6 months and 90
Planning days prior to the child's third birth date. However, the Transition Plan is available anytime
after the first plan is started.

All parts of the Transition screen are required unless they do not apply to the child. The plan
is required for all children who are two years and three months old when exiting.

# |FSP Overview - Transition Planning

Family Eval /Assess Forms Meeting Outcomes Services m—

Child Info:
’7F1rst: Mi: Last: DOB: 01/3042005 ‘

[ save | [ speicheck | [ Prnt |

Plan Initiation Date: I E

Projected Transition Planning Dates

Date of 3rd bw‘rthday:|01,'3012008

r— Part B Consideration

Child will be referred for Part B eligibility determination

% months prior: lM30120{]7 [ Parent declined consideration for Part B eligibility determination
& months prior: IUYIBUJZ{}UT [F] Mot applicable (Data indicate child not potentially Part B eligible)

30 days prior: |11J‘0112007

— Transition Planning Requirements and Activities

System Features

~| December - -1 2009 |-
S M T W T F 5
T 2 F & 5
& 7 8 9 1¢ 11 13
12 14 15 16 17 18 19
2 23 Xk 13 M 15 M
ir. 8 19 3 3

e Calendar — Must be used to complete all dates. Note: also available selecting
today’s date or a blank date.

e Tabs — Tabs are used to access different IFSP pages and forms. Each tab will
display a number of incomplete required fields and will count down as they are
completed. If you want to know which items are incomplete you can use incomplete
data report on the print menu.



| save || SpellCheck || Print |

e Buttons (located at the top & bottom of each screen)

o0 Save
o Spell Check
o Print

e Bank “B™: Can be used to store information that is commonly used on IFSPs. This
information is linked to the person entering the bank.
Lookup field “L": A non-editable field that contains signatory partner information.
Agency Lookup “L": Found on Intake/Referral, Provider & Exchange of Information.
If an agency is not listed that you need contact your Web IFSP Administrator.

e In some fields there is a “blank” option in the drop down menu, if you need to empty

a field.
Exiting a Child # IFSP Overview - Final Fxit
Child Info:
’7Fir5t: Mz Last: DOB:  06/06/2007
Final Exit Date: 1063’054’2010 .EI [Clis the reason for exit due to death {DEC)?
— Final Exit Checks
Status Tasks GoTo — Print Menu
Complete Transition Plan WARNING
Once exited, this child’s data cannot be retrieved for printing.
hicomplete: fumentPlan lionsntod Please print all necessary pages before Final Exiting.
Incomplete  Final ECO form
Print Current Plan
Final Exit Report [ e )
Periodic 08/07/200% {Implemented) -
Periodic 07/22/200% {Implemented) |ﬂ
Periodic 07/22/200% {Implemented)
Periodic 07/15/200% {Implemented) =

A plan must be implemented prior to exiting a child on the Web IFSP.

Click on “exit” on IFSP overview screen.

Enter the date of exit. This then determines (based on the age of the child and the date
of exit) whether a transition plan is required.

4. Complete incomplete components by clicking on the “go” to complete the documents.
Click on “save & back to exit”.

Enter exit code.

Print plan.

Do NOT click on “final exit the child” until you have printed the plan.

wh e

No o




If a child is The following must occur to remove the child from the SC Caseload list:

determined “Not 1. Electronic meeting record must be started and the following completed:
Eligible” by a. Meeting date
evaluation after b. Eligible?: must be checked 'No'
parent signed c. Save Meeting
consent 2. Submit and Implement record. This process will:
a. Archive all documents related to the plan.
b. Complete the 'Case Closure' section of the Intake/Referral
c. End Service Coordination
d. End all services
e. Remove the child from the Caseload and Child List.

(In addition to the Intake/Referral, some or all of the following may exist in the system prior
to eligibility determination; Family information, Evaluation & Assessments, Forms, Meeting,

etc.)
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Approved Browsers

e Mac OS 10.4
— Firefox Version 3 *

* Windows 2000, XP, Vista
— Internet Explorer Version 7 and 8
— Firefox Version 3 *

Mac OS 9 is no longer supported.
Safari will no longer be tested and supported.
Other browsers are not supported.

*State level testing has shown that Firefox 3.0 on both
Macintosh & Windows platforms provides the most
consistent performance.

12



Browser Settings

Internet Explorer 8

Tnkerrict Gptions ‘i.i'l
y — : : : - T
Geners! | Security | Privacy | Content | Connections | Programs | Advance] Temporary Internet Files and History Settings L= ]
Fome page Temporary Internet Files
. Tocreate home page tabs, type each address onits own Ine. Tnternet Explorer stores copies of webpages, mages, and media
B attps ms.org/IDEA_Apps/ 7 for Psterdewng ater
nite/ 0.J612.i5.us/IDEA_Apps/

http: /A, rg/ims/aeaims. htm

[ use curren t | [ Usedefault || Useblank |

Automatically

Browsing history

Never
T Delete temporary fils, history, cookies, saved passwards,
) zpdweb form informatian. Disk space to use (3-1024ME)
@ (Recommended: 50-250ME)

§ browsing history on exit

P i Current location:
Delete.... | , Settings C:\Users\Kirby\AppData\l ocal Microsoft\Windows \Temporary
. = = Internet Files\
() Change search defaults. [ settngs |
[ Move fider... | [ viewobjects | [ view fles
Tab:
Change how webpages are displayed [ settings || "
I tabs, Spedfy how many days Internet Explorer should save the list
of websites you have visited.
Appe: Days to keep pages in history: n
col | [ tanguages | [ Fonts | [ accessbiny |
oK | [ cancel
[ ook || canel | I J.

The browser’s cache stores copies of frequently visited web
pages on your hard disk, which may interfere with the Web
IEP. Change your browser’s cache settings before you log in
to the Web IEP the first time.

*Browser settings should be set to: “Check for newer
versions of stored pages: Every visit to the page”

«Cache disk space should be set to “8” for Internet Explorer
8.0. Other browsers may not have these options.

The example above shows Internet Explorer 8.0 for
Windows. Your browser settings may look slightly different.
This information is available in the IEP section of the lowa
IDEA website at www.iowaidea.org.

See your Technology Coordinator for help!

13
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Browser Settings

Internet Explorer 7.0
Internet Options lin “ & = _\]

|([Temporary Tnternet Fites and History Settings = |

| [‘General | security [ Privacy | Content | Connections | Programs | Advanced |

Home page
4 To create home page tabs, type each address on its own line.
=14

Use curren t | [ usedefault || useblank |

Browsing history

et Explorer
utomatical
ever
1 Delete temporary files, history, cookies, saved passwords, il Disk space to use (8 - 1024VB):
v and web form information. (Recommended: 50 - 250MB)
Search \Use an’ os
nternet Files

;"‘/: Change search defaults. Settings
[ Movefoider... | [ viewobjects | [ viewfies |
Tabs
Change how webpages are displayed in Scttings o
tabs.
Specify how many days Internet Explorer should save the list
Appesrance of websites you have visited.
Days to keep pages in history: 0 £
Col | [ Languages | [ Fonts | [ Accessbiity |

The browser’s cache stores copies of frequently visited web
pages on your hard disk, which may interfere with the Web
IEP. Change your browser’s cache settings before you log in
to the Web IEP the first time.

*Browser settings should be set to: “Check for newer
versions of stored pages: Every time | visit webpage”

*Cache disk space should be set “8” for Internet Explorer 7.0.
Other browsers may not have these options.

The example above shows Internet Explorer 7.0 for
Windows. This information is available in the IEP section of
the lowa IDEA website at www.iowaidea.org.

14
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Browser Settings

Firefox 3.0 for Windows

File Edit View Higtory Bookmarks [Tools| Help File Edit View Higtory Bookmarks [Tools| Help
@ W C o ( Web Search Crl+K @ S o Web Search Ctrl+K
£ Most Visited @ Getting Started Downloads (Gak] £ Most Visited b Getting Started Downloads Curl+)
Add-ons Add-ons
D IONA 1| ... S 10KA 1
I coconoe  consuio [N cutesrit il

Private Data... Ctrl+Shift+Del ata.. Ctrl+Shift+Del |

’—IDEﬁ Master Login ) —_—

& Clear Private Data

Clear the following items now:

| Browsing History

DBownload History

7] Saved Form and Search History orpet your password?
] Cache

| Cookies

Offline Website Data

ed Sessi

ions
e e

@rwate Data Now | [ Cancel |
L —

The browser’s cache stores copies of frequently visited web
pages on your hard disk, which may interfere with the Web
IEP. Change your browser’s cache settings before you log in
to the Web IEP the first time.

*Browser settings should be set to clear private data.
*Browser settings should be set to “New pages should be
opened in: a new window”

The example above shows Firefox 3.0 for Windows. This
information is available in the IEP section of the lowa IDEA
website at www.iowaidea.org.

See your Technology Coordinator for help!

15
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Browser Settings

Firefox 3.0 for Macintosh

" @ Firefox File Edit View History Bookmarks MLGICH Window Hel @ File Edit View History Bookmarks Tools
P
‘@06 Web Search 2K [ @ O About Mozjlla Firefox |
@ (@) (%) (#) (L[ hupy/jrestaealokizid  pownloads ) l‘° H_h\lp‘f/\esl.aealﬂ.klz.\a us/IDEA_?
|

Add-ons

I
Most Visited >  Getting Started  Latest Headlines i Most Services » kendlines A

d
@ Iouh I DEh ;;;Z ﬁ'?:so\e G:{ E Hide Firefox 73gH EA

Hide Others
Clear Private Data... I

Quit Firefox ®Q

IDEA Master Login & -
8een Clear Private Data (=]

Usenamit  Clear the following items now:

Passworc .| Browsing History
_‘_")owrload Jistory

@ Saved Form and Search History

E Cache L= .
¥Cookles W Warn me when dlosing multiple tabs
[ Offline Website Data ¥ warn me aing multiple tabs might slow down Firefox
| Saved Passwords Abwiarys sl
1 ; When | apen a link in a new tab, switch to it immediately
@ Authenticated Sessions E

i S ———
( Cancel Clear Private Data Now ) ) 7
g i

The browser’s cache stores copies of frequently visited web
pages on your hard disk, which may interfere with the Web
IEP. Change your browser’s cache settings before you log in

to the Web IEP the first time.

*Browser settings should be set to clear private data.
*Browser settings should be set to “New pages should be
opened in: a new window”

The example above shows Firefox 3.0 for Macintosh. This
information is available in the IEP section of the lowa IDEA

website at www.iowaidea.orq.

See your Technology Coordinator for help!

16
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Browser Settings

* Allow pop-ups for the Web IEP site

 Allow Java Script (The default setting
Is to allow)

» Bypass Proxy Servers

See your Technology Coordinator for help!

The Web IEP uses pop-up windows in many places (i.e., banked data,
printing, and code selection) so pop-ups must be allowed for this site.

Internet Options 2 Y
Pop-up Blocker Settings &J

| General | security Privacy [Fontent | connections | erograms | advan
M

Exceptions

Pop-ups are cumently blocked. You can allow pop-ups from specific
[ Select a setting for the Internet zone. |_ # 1| websites by adding the site to the list below

& Address of website to allow’ P N,
HMedium .
iep.aeaims.org| Add
Blocks third-party cookies that do not have a compact bt
Remove all

Settings

privacy policy o
~Blocks third-party cookies that save information that can owee See

=)  beused to contact you without your explicit consent “k12izus -
- Restricts first-party cookies that save information that 1018051 T
can be used to contact you without your implicit consent

209.56.110.12 3

computers web3.aea267 k12iaus
email.aea27 k12ia.us

[ stes || tmport | [ Advanced | T
— i 2 )
I®_,‘ :Lntust pop-up windows from Settings )
Notffications and blocking level
[¥] Play a sound when a pop-up is blocked.
InPrivate 4 [¥/] Show Information Bar when a pap-up is blocked

7 ',‘ [ Do not collect data for use by InPrivate Filtering Blocking level

o "
(7| Disable toolbars and extensions when InPrivate Browsing Low: blow.pops fpm seaur dtes T

“starts

Leam more sbout Pop-up Blocker

Co JCem ] =

(]
2
@

Note: Third-party toolbars (i.e., Google, Yahoo, WeatherBug, etc.) may
also block pop-ups in addition to the browser pop-up settings.

Proxy servers store web pages. Bypass proxy servers for the Web IEP
site.



Internet Explorer 8.0 Print Background Images

To properly print all lines and graphics on the IEP pages, Internet Explorer

8.x must have the box checked for “Print background colors and images”

-

Internet Options

|8l

Settings

i ™
| General I Security I Privacy | Cantent | Connections I Programﬂ Advance P

[¥] Enable automatic image resizing
[¥] Play animations in webpages™®

[¥] Play sounds in webpages

[7] show image download placeholders
[¥] show pictures

Printing
[¥] Print background calors and image:

@ Justdisplay the results in the main window

% Security

[ allow active content to run in files on My Computer*
1| i |

(7) Do not submit unknown addresses to your auto-search |:rr-|i|

[#] allow active content from CDs to run on My Computer*

—

L

*Takes effect after you restart Internet Explorer

[ Restore advanced settings ]

Reset Internet Explorer settings —

You should only use this if your browser is in an unusable state,

Resets Internet Explorer's settings to their default
condition.

[ ok ][ Ccancel

Apply

18



Autocomplete

Internet Explorer will try to complete forms based upon the last response
you placed in a field the last time you referenced any page, such as a
Meeting Notice. You do not want this to occur and need to turn off

Autocomplete.

P

Internet Options

|9 | = ,I]
EA System Messages

- o
| General | Security I Privacyl CﬂntentJCmnecﬁnns Programs | ndvanoedl
st

Content Advisor

@ Ratings help you control the Internet content that can be
viewed an this computer,

Use certificates for encrypted connections and identification.

i Settings

Certificates

l Clear 551 state ] l Certificates ] l Publishers ]
AL.ItOCDI'I'IFIlEtE = ?-— —-q.;"h
e AutoComplete stores previous entries [ Settings D
5% on webpages and sugaests matches
for you.

Feeds and Web Slices

E Feeds and Web Slices provide updated
A

content from websites that can be
" read in Internet Explorer and other
programs.

X

AutoComplete Settings

AutoComplete lists possible matches from entries you've
typed or visited before,

Use AutoComplete for

Address bar
Browsing history
Fawvarites

[|Feeds
[] Use Windows Search for better results

pémes and passwords on forms

Ask me before saving passwords

[ Delete AutoComplete history... l

[ oc [ coneel |

ok || cancel Apply

19



Time Out

g
~ Prairie Lakes AF4 (adliogn: SL2008 ar 51X PM | Time Out 332 A4
ki fiesg Beport | AMDEL Homeosor My rofeeen agotr B

Student List - Teacher / Support Staff

Date IMs Last
LastName  FirstName  of D‘:'".““" Reeval Meeting “'::’ P status
Birth Dat® puepate  on Type
Records 1to 0 of 0
0 -

20



Bug Reports
wﬂm My Preferences | Log0ft &

Student List - Teacher / Support Staff

View My Students @ View All Students in the Building

Date Ms Last

I
Annual IEP IEP
Last Name First Name of Reeval Meeting Status
pirth DueDate o ot te on Status Type
Records 1to 0 of 0
20 ~

21



My Preferences

[ < ¥ Change My Prefer

—r—

€

Default Applcation: (none) -

< # Change My Information >
= First Name:

Address:

Ciy/StZip:

Phone: Ext:

Fax:

r password

Old Password:

New Password:
Retype New Password:

Update

©

Secret Question: (none salacted) - Y

Secret Answer:

Update

22



Appendix B
IFSP Utilities for Web IFSP Administrators
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Merge Enter a portion of incorrect name and DOB on incorrect name
e Change child ID
e Change name
e Change DOB
e Delete child from Web IFSP system

IFSP Utilities - Merge

— Child Search

"Hame does HOT have to be exact but DoB doss

Mame: DoB: I E

First Last

OR
Child 10:

[ Search ” Reset ]

Change Provider  Choose the child’s district, choose the service that needs changed, and choose the old
provider. Click on “search”. Click “edit” next to the child that need changed, then choose the
new provider and put in effective date.

IFSP Utilities - Change Service Coord
r— Change Provider

Pick Agency: |_.A_EA 10 :I

Pick service to update:

District: Service: Provider:
I H | Choose a service code EI | H




Agency Lookup

Agencies are "Looked up" by typing in a minimum of three characters of the Agency Name. If
a new agency needs added, use the 'New' link at the bottom. This is the only location in the
program where Agencies may be added or edited. Contacts for agencies may also be added
and edited here as well. Users may add and edit, without restriction, contacts for any agency,
once the agency is setup in the system. They may add these contacts on the forms where

they are needed.

IFSP Utilities - Agency

— Agency Search

*Hame does NOT have to be exact but must contain at least 3 characters

University of lowa

Child Health Council

ame: G ;
— Agency Search Results
Name: University of lowa Hospitals and Clinic
Agency Name Department City  Delete? ~

Dept: bhild Health Specialty Clinic

Hospitals and Clinic Specialty Clinic Bluffs X . ’
University of lowa Child Health - Address: (20T RIdge Sreet
Hospitals and Clinics Specialty Clinics Suite 204
University of lowa Child Health 3 - = =
I Ci x i -
Hospitals and Clinics Specialty Clinic i = Eondl Biufly IA- H1503
City State Tip
Contact: (712) 3286798
Phone: Fax
Email:
New
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