
SPED Reporting information 

 

A new school enrollment record in PS has to be created any time a SPED student changes status.  i.e. Yes 
to No, No to Yes.  Following are some guidelines that will assist both SPED staff and school 
Administrative Assistants with the changes. 

1. Students that enter our district from out of state are always IDEA=No until our staff qualifies 
them for services. 

2. Students that enter our district from in-state with a current IEP are IDEA=Yes 

In is imperative that PRIOR to the status changing for a student, that both the Administrative Assistant 
at the school and Justin be notified of the upcoming change.  The Administrative Assistant must be 
aware that the change is coming BEFORE it happens as they are to create a new enrollment record in PS.  
The dates in PS must match those entry/exit dates in SalesForce so it’s highly important that we 
coordinate efforts and keep each other informed of changes. 

When notifying the office of this status change, please include Justin.  When Justin makes the change in 
SalesForce, he will verify that the dates and status match PS. 

 

For Administrative Assistants: 

You are to be notified by SPED staff prior to a change in a student’s IDEA status.  When reaching the 
appropriate date, create a new enrollment record in PS.  FunctionsCreate New School Enrollment.  
You will use exit code 280.  This process will retain their section enrollments. For example, if you are 
notified that a student’s last day of services will be Friday, then create the new enrollment record on 
Monday.  

For SPED Staff: 

The second change for SPED: 

The second change to affect state reporting for SPED is that we are required to report 3 times a year as 
opposed to 2 times a year.  Some things that are very helpful with making this a smooth process. 

1. When you have a Wyoming student transfer into the district with a current IEP, please contact 
Justin so that information can be entered into the system right away.  He will need all of the 
information that shows on the details page. 

2. For those of you that have Region 3 transfer, please contact Justin and get him the information 
for the details page. 

3. When you have an IEP meeting, activate the IEP as soon as you have the meeting.  We fully 
understand that IEPs are a lot of work and that you have lots of information to enter.  We are 
only interested in the information that populates the details page.  Not all of the narrative info. 

4. Please make sure all of your boxes are checked.  Typically, we have issues with the 
accommodations section in that not all of the boxes are checked. 

5. Please double check the details page after you activate an IEP to make sure that all the info has 
populated or there is something on the IEP not correct. 

6.  Any changes to related services, etc please get those to Justin on a timely manner. 


