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SpecialServices Masthead 

Navigate to  

other screens. 

Navigate to other 

ProgressBook 

applications. 

Select district. 

User 
menu 

Help 

Settings 

Task Queue 

Displays status of all tasks.  

Create and update student open tasks. 

Lists completed tasks for a student including those transferred from another district. 

Transfer students tasks, import student tasks, review transfer history, and delete pending transfers. 

Access Report Builder reports, print progress reports, and print blank forms. 

View and print the EMIS Data Collection Form once the associated task is completed. 

Set up and maintain bank items (phrases, lists, tables, graphics, etc.) to use on forms. 

Enter/select criteria to narrow 

search results. 

Click on a task to 

view/edit it. 

Delete tasks. Note: Only 

users with appropriate 

security privileges can 

delete open tasks.  

Hover cursor over 

shading to see how 

many pages are 

complete. 

Click any heading to 

sort that column. 
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Open Tasks 

Completed Tasks 

Set student 

demographic 

information. 

View Student 

RoadMap in 

DataMap. 

Create new task. Rename task. 

Add a form to 

the task. 

Create a new page. 

Create a new 

page from an 

existing page. 

Add attachment 

to page 

Attach a PDF 

page to the task. 

Select to print 

all pages. 

Select for 

print options. 

Select to complete 

all pages. 

Select to print 

specific pages. Select to complete 

specific pages. 

View/print EMIS 

Data Collection Form 

Is active after all 

forms are marked 

as complete. 

Click to view PDF  forms and uploaded 

pages including all task pages. 

Expands to show list of all the 

forms and uploaded task pages. 

Check mark indicates 

the task is available for 

Create From Existing. 

Rename task. 

Delete task. 

Search by student 

class and name. 

View and set 

Student  

Contacts  

information 


