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[% Lesson Objective

. Create, edit, and customize banks items
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Access & Navigation

Once you are logged in to SpecialServices, click & to access the main menu, and
then select Manage Banks.

SpecialServices » Task O Task Queue

Task Queue Open Tasks
Completed Tasks

found.
Reports
Class EMIS Haynes, Sharon

All Manage Banks Little, Seif
i Little, Seif

Student (Last, First MI)

Palmer, Simone

Palmer, Simone

The Manage Banks screen displays.

SADoc (SADoc) & 8% ©

Select Task | IEP v Select Form | IEP Cover Page A

Please select a field for edifing

IEP Individualized Education Program

This IEP will be implemented during the regular school term unless noted in general factors.

CHILD'S INFORMATION MEETING INFORMATION
NAME: MEETING DATE:
ID NUMBER: MEETING TYPE:

- [V INITIAL IEP
DATE OF BIRTH: [ ANNUAL REVIEW
STREET

L REVIEW OTHER THAN ANNUAL REVIEW
CITY:

DISTRICT OF RESIDENCE:
COUNTY OF RESIDENCE: ) AMENDMENT
DISTRICT OF SERVICE: [J OTHER
Will the child be 14 years old before the end of this IEP? £ YES [ NO | ‘
Is the child a ward of the state? 0 ves 0 no | IEP TIMELINES
|vaes provide the name of the surrogate parent: ETR COMPLETION DATE: :'

NEXTETRDUEDATE: [ |

PARENTS’/GUARDIAN’S INFORMATION \EP EFFECTIVE DATES
NAME: START:
STREET END:
CITY: STATE: NEXT IEP REVIEW:
HOME PHONE: WORK PHONE:
CELL PHONE: 7EMAIL: - IEP BY 3rd BIRTHDAY? LJYES [ NO

Il ing from El servioes)

NAME:
STREET |EP FORM STATUS (checked when complete)

CITY STATE: ) 1. FUTURE PLANNING

L/ 2. SPECIAL INSTRUCTIONAL FACTORS
HOME PHONE- WORK PHONE" © 3 PROFILE

CELL PHONE: EMAIL: || 4 POSTSECONDARY TRANSITION




=% Bank Items

Creating bank items is an easy way to save time when filling out forms. Once they

are created, you can import the text into certain fields on your forms instead of
having to retype it. Depending on the field, bank items are customizable. You can
also add state standards to bank items with the click of a button.

Creating a Bank Item

Select a task and form from the Select Task and Select Form drop-down lists at the

top of the screen, and click on a field for which you would like to create bank items.

Select Task | IEP Select Form | |EP Cover Page

Please select a field for editing

IEP Individualized Education Program

Note: If a field is not capable of using bank items, a message displays
in the column at the left of the screen.

SADoc (SADoc) o & @

Select Task  IEP v Select Form | |EP Cover Page

Banks are not available for this field

TEP mndividualized Education Program

This IEP will be implemented during the regular schocl term unless noted in general factors.
CHILD'S INFORMATION

MEETING INFORMATION

NAME: MEETING DATE:
ID NUMBER: GRADE: | v |/| v MEETING TYPE:

- . L INITIAL IEP
DATE OF BIRTH: GENDER:

(L) ANNUAL REVIEW
STREET:

CITY: STATE: ZIP:
DISTRICT OF RESIDENCE: \

COUNTY OF RESIDENCE:




If the field you selected is capable of using bank items, the area at the left of the
screen populates with a My Banks section and a District Banks section.

SADoc (SADoc) & £ @

Select Task | |EP v Select Form | |EP Cover Page v
My Banks @ NAME: START:
Mo Items Found STREET. END:
CITY: STATE: ZIP: NEXT IEP REVIEW:
District Bank HOME PHONE: WORK PHONE:
istrict Banks CELLPHONE: — EMAIL — IEP BY 3rd BIRTHDAY? LIYES [ NO
of from El sarvices)
Mo Items Found
NAME:
STREET IEP FORM STATUS crectat s compicr
3 n N [} 1. FUTURE PLANNING
cimy: STATE: 2P ) 2. SPECIAL INSTRUCTIONAL FACTORS
HOME PHONE: WORK PHONE: ] 3. PROFILE
CELL PHONE: EMAIL: |/ 4 POSTSECONDARY TRANSITION
| 5 POSTSECONDARY TRANSITION SERVICES
|| 6. MEASURABLE ANNUAL GOALS
OTHER INFORMATION B

| 7. SPECIALLY DESIGNED SERVICES
| | 8. TRANSPORTATION AS RELATED SERVICE
' 9. NONACADEMIC & EXTRA CURRICULAR
| 10. GENERAL FACTORS
! 11. LEAST RESTRICTIVE ENVIRONMENT
| 12. STATEWIDE AND DISTRICT TESTING
! 13. MEETING PARTICIPANTS
| 14 SIGNATURES
! 15. VISUAL IMPAIRMENTS

Click © to add a bank item. The My Banks window displays.

Bank Item | {New Bank Item) v
= H OB @ E e || Mormal - ‘ Font - ‘ Size -
BT USs L|=:x=|+xBz==[ap ma

Enter #he/she#, #him/her#, or #first# (student’s first name) and the appropriate

Add Standards
value will be displayed when the item is placed on a form.

ltem Alias




Enter the text for your bank item.

. Create an Item Alias that will be listed under the My Banks section on the
Manage Banks screen.

Click Save. A message displays indicating the bank item was saved, and the
Bank Item field at the top populates with the Item Alias.

. Optional: If you wish to create another bank item, click Save & New.

Click Close to return to the previous screen.

Gank ltem | Eng primary lang ')

= OEE E e Mormal ~ || Font ~|| Size -
B I U S |T || =4 |5|::l§:=§ A- Q- B
English is the primary language spoken at home. =

Enter #he'she#, #him/her#, or #first# (student’s first name) and the appropriate

Add Standards
value will he disglayed when the item is placed on a form.

tem Alias Eng primary lang

3 4 5

Ghe bank has been savea Save Save & New Close




Note: You can use the shortcuts at the bottom of the My Banks window to
auto-populate the gender pronoun or first name of the student.

Bank Item = employment

Bl L BRE «
B I US L =

=A@ (@ Q)
#first# has a part-time job| )

|| Normal {__ -|| Font -|| Size -|

IS —

Enter #he/she#, #him/her#, or #first# (student's first name) and the appropriate
i i I Add Standards
value will be displayed when the item is placed on a form.

Item Alias [employment |

All of the bank items you create display under My Banks on the Manage Banks
screen.

Select Task | IEP

Select Form

IEP Cover Page
My Banks (+)

employment

Eng primary lang

District Banks

No Items Found

IEP Individualized Education

This |IEP will be implemented during the regular sch
CHILD'S INFORMATION

RLARAL




Adding Standards to a Bank Item

Use this optional feature to add text from one or more state standards into the
bank item.

1. Onthe My Banks window, click Add Standards.

Bank Item | (New Bank Iltem) v

= B @ @ « Format  ~ || Font ~|| size -
B I US|L =:= EEEEE|AD B

Enter #he/she#, #him/her#, or #first# (student's first name) and the appropria
- Lo Add Standards |
value will be displayed when the item is placed on a form.

Item Alias

2. On the Add State Standards window, select a publication from Publications, a
document from Documents, and a grade level from Grade Levels.

Add State Standards

Publications: Documents: Grade Le\.fels)
Career Field Technical Contant R English Language Arts  (2012) > Grades: K-2 >
Standards

Mathematics (2012) > Grades: 3-5 >
Learning Standards >
Science (2012) > Grades: 6-8 >

Academic Content Standards -
Extendad Social Studies (2012) > Grades: 9-12

Commeon Core State
Standards

Academic Content Standards 3

Early Learning and
Development Standards




Clickthe » next to the subject to expand the options for each subtopic within that

subject.

Select the check box next to each standard you want to add.

Click Add.

Add State Standards

Academic Content Standards - Extended > English Language Arts 2012 > Grades: 9-12

(Current search options - ciick links above lo change)

%eading Standards for Literature

Understand big ideas from text

Il

[RL.912.1b]

[RL.812.1¢]
1 RL912.1c Identify details that are stated in a text.

ey ldeas and Details
4 [RL.912.1a]
@ RL912.1a Cite details from text to support the answers to literal or inferential questions.

@ Cancel

1 RL912.1b Cite details from text to support the answers to literal guestions.

After you click Add, you return to the My Banks window where the text from

the standard(s) you selected now displays.

Bank ltem | (New Bank liem) M
B[4 BE G« [ vomac <|[rom ][ see -
‘B I US|L ;3= :«|Elzs=2=|a0 B

Reading Standards for Literature
Key |deas and Details

questions |

RL.912.1a Cite details from text to suppert the answers 1o literal or inferential

s

Enter #he/she#, #him/her#, or #irst# (student's first name) and the appropriate
value wil be displayed when the item is placed on a form.

ltem Alias

Add Standards




Customizing Bank Items

Depending on the field for which you are creating a bank item, you may be able
to customize your bank item using the toolbar that displays at the top of the
window.

Bank Item = Vocabulary
= S _ B
S | ODeE @@ « ||Format v||F0nl -||S|ze v|
BIUus gl=[El#«[Elz==la0 oo
Language ~
Conventions of Standard English
OH.ELA-Literacy.L.3.1 Demonstrate command of the conventions of standard
English grammar and usage when writing or speaking.
OH.ELA-Literacy.L.3.1a Explain the function of nouns, pronouns, verbs,
adjectives, and adverbs in general and their functions in particular sentences.
OH.ELA-Literacy.L.3.1b Form and use regular and irregular plural nouns.
Vocabulary acquisition
- nouns
+ verbs v

Enter #he/she#, #him/her#, or #first# (student’s first name) and the appropriate

Add Standards
value will be displayed when the item is placed on a form.

ltem Alias |vocabulary |

Preview Bank Items

Hover your cursor over the bank item you wish to preview and click [,

Select Task  |EP
My Banks o

Vocabularyb @ @ m
District Banks

No Items Found

10




The My Banks preview window displays. From here, you can choose to Edit or Delete
the bank item. Click Close when you are done previewing.

Note: You can edit and delete bank items from the My Banks section by
hovering your cursor over the bank item and clicking the corresponding icon.
See Edit Bank Items and Delete Bank Items.

Bank Item = Vocabulary

Language
Conventions of Standard English
OH.ELA-Literacy.L.3.1 Demonstrate command of the conventions of standard
English grammar and usage when writing or speaking.
OH.ELA-Literacy.L.3.1a Explain the function of nouns, pronouns, verbs,
adjectives, and adverbs in general and their functions in particular sentences.
OH.ELA-Literacy.L.3.1b Form and use regular and irregular plural nouns.

Vocabulary acquisition
= nouns
- verbs
- usage

Iltem Alias oca bu|a[y

(@ )

Edit Bank Items

Hover your cursor over the bank item you wish to preview and click [

Select Task | |EP

My Banks (+]

Vocabulary h @m

District Banks

No Items Found

11




The My Banks window displays. From here, you can make any necessary changes to
the fields. Click Save when you are done. Click Close to return to the previous screen.

Bank ltem  Vocabulary
S B E @ « Format - | Font ~|| size -
B I US|L| ;== ElE 2 EElAR | HE
~
Language

Conventions of Standard English
OH ELA-Literacy L 3.1 Demonstrate command of the conventions of standard

English grammar and usage when writing or speaking.

OH.ELA-Literacy.L.3.1a Explain the function of nouns, pronouns, verbs,
adjectives, and adverbs in general and their functions in particular sentences.

OH.ELA-Literacy.L.3.1b Form and use regular and irregular plural nouns.
Vocabulary acquisition
+ nouns

Enter #he/she#, #him/her#, or #first# (students first name) and the appropriate
. I Add Standards
value will be displayed when the item is placed on a form.

Item Alias \vocabulary |

‘ Save ' Save & New @

To create a new bank item from the My
Banks window, click Save & New.

Delete Bank Items

Hover your cursor over the bank item you wish to preview and click @ .

Select Task | |EP

My Banks (+]

N 2 =@

District Banks

Vocabulary

No ltems Found

A message displays asking if you are sure you want to delete the bank. Click Delete.

Delete Bank

Are you sure that you would like to delete this bank?
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