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Chapter I  

Getting Started  

Login to Excent Online  

To log on to Excent Online you must have a user name and private 
password provided to you by your Excent Manager.  
To start and login to Excent Online: 

1. Start your browser, Internet Explorer and connect t o the Internet. 

 

2. Enter your Excent Online website address https://excent.polk-fl.net  and click 
on the Go button to connect you to the site. 

 

 

https://excent.polk-fl.net/
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The address line is where the user enters the address of the Excent Online 
server.  Once the address is entered either click on the Go button next to 
the address or click Enter on your keyboard.  

The bottom of the Internet Explorer browser looks like this:  

Done - lets the user 
know the page has 
finished loading  

Status Bar ð lets the user 
know the page is not 
finished loading  

Lock Box ð lets the 
user know that the 
connection is secure. 
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3. Enter your User Name, e.g., sally.simpson   

4. Enter your Password, e.g., pass4567    
Note: User name and password are case sensitive and must be 
typed in exactly as they are assigned. 

5. Click on Login  or click the Enter key on your keyboard.  Excent 
will give you an onscreen message if name or password has been 
entered incorrectly. 

6. Excent will log a user off after 60 minutes  if the user has not 
saved or moved to a new form . You will receive a warning 
message 5 minutes before you are logged off.  

 

 
 

Forgot Password 

Forgot Password will send the user an email listing a new password.  The 
staff member must have a valid email address listed in their staff record 
for this functionality to work.   
1.  When a user has forgotten their password they should fill in their user 
name and click Forgot Password.   
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2. The user should then check their email.  They will have received an 

email message from Excent Online with a new password.  Use the 
new password from the email to gain access to Excent Online. 

3. Once logged into Excent Online the user should change their 
password to a more recognizable password. 

Change Password 

Change password is only available from the userõs home screen.   
1. To change your password click on the Change Password button, 

located below the toolbar.   

 
 
 
 
The following screen will displa y. 
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1. Enter the Old Password  or the password that was emailed to the 

user from Forget Password. 

2. Enter the New Password. Passwords now require a length of at 
least 6 characters and can consist of alpha, numeric, and other 
characters. 

3. Enter the new password again in the Confirm New Password.  
 

Note: Excent passwords must be reset every 60 days. The system will 
prompt you to change your password.  
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Excent Forms 

Placing a student in Excent  
Only certain staff can perform 
these steps. Find the person at your 
school who can complete this task 
for you.  
To use any of the forms in Excent 
the steps below must be completed. 
Refer to the Excent manual for 
Adding a New Student . These steps 
are done only once for a student.  
Student/Personnel ð Student 
Information  
Bring the new student into Excent  
Fill out Contacts (Parents) 
information  
to include Parent Language  
Student/Personnel ð Access members  
Add access members from your 
school.  
DO NOT select a Case Manager  

First Excent IEP for Student  
Student/Personnel ð Student  
Check Contact information  
to include Parent language  
Student/Personnel ð Access members, 
verify correct  
Process ð Meeting Notice  
IEP ð New IEP  
IEP ð Dates/Exceptionalities  
IEP ð Transition (13+years of age)  
IEP- Present Levels  
IEP ð Exceptional Student 
Education  
IEP ð Assessment/Participation  
IEP- Validate IEP  
IEP ð Matrix  
After IEP has been printed and 
signed  
IEP ð IEP Complete  

Next Excent IEP  
Student/Personnel ð Student  
Check Contact information to 
include Parent language  
Student/Pe rsonnel ð Access 
Members, verify correct  
IEP - IEP Complete  
Print last Progress Report  
Process ð Meeting Notice  
IEP ð New IEP  
IEP ð Dates/Exceptionalities  
IEP ð Transition (13+ years of age)  
IEP- Present Levels  
IEP ð Exceptional Student 
Education  
IEP ð Assessment/Participation  
IEP- Validate IEP  
IEP ð Matrix  
After IEP has been printed and 
signed  
IEP ð IEP Complete  

Gifted EP  
Student/Personnel ð Student  
Check Contact information to 
include Parent language  
Student/Personnel ð Access 
Members, verify correct  
Process ð Meeting Notice  
IEP ð New IEP  
IEP - EP ð Dates/Part/Outcomes  
IEP - EP ð Goals and Objectives  
IEP-EP-Exceptional Student 
Education  
After the EP has been printed and 
signed  
IEP ð IEP Complete  

Gifted Dismissal  
Process- Meeting Notice  
Must be marked òConsider 
possible discontinuation of Gifted 
Servicesó  
Process- Prior Written Notice  

Any Change in FAPE  
If the IEP team recommended a 
change in FAPE -  
Process ð Prior Written Notice  
Donõt Forget:  
 
Å Graduation is a change in FAPE  
 
Å Adding/Removing ESE 
transportation is a change of 
FAPEé  
 

Reevaluation (Generate a 
reeval form)  
Student/Personnel ð Student  
Check Contact information to 
include Parent language  
Student/Personnel ð Access 
Members, verify correct  
Process ð Meeting Notice ð check 
òDiscuss all reeval info/needsò  

Process ð Reevaluation (complete all 
sections with current data)  
Process ð Notice and Consent for 
Eval/Reeval (this form is only 
completed when a reevaluation is 
being requested and parents need to 
give consent)  

Considering additional 
exceptionality eligibility  (for 
students already in ESE)  
Student/Personnel ð Student  
Check Contact information to 
include Parent language  
Student/Personnel ð Access 
Members, verify correct  
IAT Process and Reeval process 
must be complete (MH exceptions, 
PREK see Staffing Specialist)  
Complete forms for Next Excent 
IEP  
Process - Prior Written Notice  

Progress Reports  
Before an Excent Progress Report 
can be generated, an Excent IEP/EP 
must be completed for the student  
IEP ð Progress Report  
*Make sure to print your last 
Progress Report before you select 
Goals for a new IEP!  
You must do Progress Reports. It is 
a requirement.  
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Discontinue a service or 
program when the student 
continues to be eligible for 
other ESE programs or 
services  
The Re-Eval Process must be 
completed first if a program is 
being considered (OT-PT and 
Gifted do not require Re-Eval 
Process)  
Student/Personnel ð Student  
Student/Personnel ð Access 
members Verify correct  
Process ð Meeting Notice must 
be marked òReview present 
level info and consider 
possible change in éó  
Continue to Next Excent IEP 
and complete -  
Process ð Prior Written Notice  

Additional Excent Forms  
Supplemental -  
Behavior Intervention Plan  
Supplemental ð Forms 
Generator  
Altern ate Assessment 
Summary  
Case Conference Form  
Communication Skills 
Checklist  
IEP Committee/Manifestation  
Determination  
Informed Notice/Refusal to 
Take a  
Specific Action (Staffing 
Specialist  
use only)  
Reevaluation Data Summary  
Speech/Language IAT Case 
Conf  
Transition Information Release  
Student Placement Guide and 
Relevant Information Checklist  

Functional Behavior Assessment  
Student/Personnel ð Student  
Student/Personnel ð Access members Verify 
correct  
Evaluation ð Assessment Reports  
Choose ð Functional Behavior ð click select  
Other Assessment Reports- OT/PT, Speech 
Language, VI, etc.  

OT/PT Evaluations  
New Service Recommended  
Process- Prior Written Notice  

Service Not Recommended  
If an OT or PT eval has been 
completed and the committee 
determines OT or PT services 
are not required, put a 
statement in the notes of the 
IEP, òThe (OT or PT) eval was 
discussed and the committee 
determined no additional 
services are needed at this time 
ò 

Initial Placement Speech 
Language  
Student/Personnel ð Student  
Student/Personnel ð Access 
members, verify correct  
Process - Meeting Notice  
Process ð Eligibility Staffing 
Form  
Continue to produce First 
Excent IEP  
Process ð Parent Consent for 
Initial Placement  

Ineligible Speech Language  
Student/Personnel ð Student  
Student/Personnel ð Access members  
Verify correct  
Process ð Eligibility  Staffing Form  
 

Dismissal Speech 
Language  
When a Student is no longer 
eligible for any ESE program 
and is being recommended for 
complete dismissal, the 
reevaluation process must be 
completed first .  
If an Eval is done, include 
Speech Language report.  
Process ð Meeting Notice - 
must be marked òReview 
evaluation information and 
consider dismissal from éó  
Process ð Prior Written Notice  

Note: S/L P See "Considering 
additional exceptionality 
eligibility" (for students 
already in ESE) 

Changing Schools within the School 
District  
Studentõs school updates automatically in 
Excent. Facilitator or designated personnel at 
the school can add new access members.  
Student/Personnel ð Student Access members  
On the Access Member screen click the X on 
the right to delete access members.  
Click the Staff List button and Assign 
Members from New School.  
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IEP Complete/New IEP  

IEP Complete  

The IEP Complete option allows you to save key data elements of the 
students IEP to use for data storage and reporting purposes.  
Additionally, when the current IEP is marked as òComplete,ó the IEP will 
be locked from editing.   
 
Important Notes about IEP Complete  
  
Once records have been marked as òCompleteó they cannot be edited.   
Several data edit checks are run when IEP Complete is selected.  When 
IEP Complete is selected, Excent will verify that key IEP data has been 
entered and is valid.  Excent will not allow you to complete/lock an IEP 
record that does not pass the data checks.  However, only you can ensure 
the accuracy of the data in Excent.  Make sure that data is accurate, valid, 
and complete before locking the record. 
 
Student must have òactiveó status.  You cannot complete an IEP on a 
student marked as Inactive, Ineligible, or Referred in Student Information.  
 

To Complete and Lock the IEP 
 
1. Make sure that the IEP is complete; information should be valid, all 
required information should be entered in Excent, and the IEP Team 
should have participated i n the completion of the IEP. 
2. Select IEP Complete from the IEP menu. 
3. Select Continue.  
4. If Excent finds any errors in the IEP, a report of these errors will display 
on your screen.  To fix any errors on the error list, click on the location of 
the error to jump to that section of the IEP.  If there are errors in the IEP 
Data, the IEP record will not be marked as òCompleteó and will not lock. 
5. If there are no errors, the IEP will be locked for editing and the data 
listed below will be saved.  
6. When this is done, a message is displayed stating that this process 
cannot be reverted back and asking whether to continue with the 
procedure. Click OK to proceed. 
7. Select the two checkboxes that appear if the statements are true, and 
then click Proceed. You cannot lock the IEP if both options are not 
selected. 
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8. A message is displayed stating that the IEP has been marked complete 
and that relevant files are being archived.  Changes can no longer be made 
to this IEP. 
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Saved IEP Fields: 
 
Data Item        Location  
Student ID Number      Student Information  
Alt ID        Student Information  
Grade       Student Information  
Sex       Student Information  
Date of Birth      Student Information  
Special Ed Status     Student Information  
Service School     Student Information  
Resident School     Student Information  
Service District     Student Information  
Resident District     Student Information  
Ethnicity       Student Information  
Case Manager      Student Access 
Members 
Home Language     Student Information  
Limited Eng lish Proficient     IEP Cover Page 
Primary Disability, Description    IEP Cover Page 
Secondary Disability, Code    IEP Cover Page 
Secondary Disability, Description    IEP Cover Page 
Secondary Disability, Description    IEP Cover Page 
IEP Meeting Date      IEP Cover Page 
IEP Initiation Date      IEP Cover Page 
Review Date      IEP Cover Page 
T(IEP) Type      IEP Cover Page 
Diploma Track      IEP Cover Page 
Special Ed Services     Exceptional Student Education 
Related Services    Exceptional Student Education 
LRE Placement   Assessments/Participation/Placement  
Total Domain Rating      Matrix of Service 
Special Consideration Rating    Matrix of Service 
Matrix Level       Matrix of Service 
EP Meeting Date    EP Dates/Participants/Outcomes  
EP Initiation Date     EP Dates/Participants/Outcomes  
Last EP Date     EP Dates/Participants/Outcomes  
Review Date     EP Dates/Participants/Outcomes  
EP Services     EP  Exceptional Student 
Education 
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New IEP  

 
To begin a new IEP for a student, select the New IEP button from the IEP 
menu.  If a previous IEP has been entered in Excent, New IEP will clear 
information that is certain to change with a new IEP.   
The following actions will occur when New IEP is selected:  
 
Field     Location     
 Action  
Form Complete checkboxes All IEP forms    Clear 
checkboxes 
Unlock IEP forms  All IEP forms   
T(IEP) type   IEP Cover Page    Clear 
IEP Meeting Date  IEP Cover Page    Clear 
Last IEP   IEP Cover Page          
Calculates 
Review Date  IEP Cover Page          Clear  
Services Initiation Dates Exceptional Student Education   Clear 
LRE Checklist Date  LRE Checklist    
 Clear 
Matri x Date    Matrix of Service    Clear 
EP Meeting Date  EP  Dates/Participants/Outcomes  
 Clear 
Last EP Date   EP  Dates/Participants/Outcomes  
 Clear 
EP Review Date  EP  Dates/Particip ants/Outcomes  
 Clear 
 

 Using the IEP Complete feature, selecting New IEP will create a 
new Draft IEP record for the student.  

 Using the IEP Complete feature, you cannot select New IEP if a 
Draft IEP is already in progress.   
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Chapter II  

Using Program Features  

Home Screen 

When you first log in to Excent, you will be presented with the Home 
screen with menus that will allow you to work in a specific area of special 
education forms, an option to check personal messages and a toolbar that 
will help you na vigate in Excent Online.  
 

 
 

The home page of Excent Online contains nine main menus, which break 
down the various special education forms into specific sections.   These 
menus are listed at the top of your screen. 

 
To access the forms under each of these menus place your mouse cursor 

over the desired section.  Notice the pointer finger .  There is no need 
to click to dropdown the list of forms.  Excent Online will automatically 
sense that the mouse is there and drop down a list of forms that are 
available for the user to select. 
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Move your mouse down to the form you wish to select and then click.  

When the pointer finger in Excent Online is visible, this is letting the 
user know that you can click at  that location to make a selection. 

Section Description  

Student/Personnel  Demographic and contact information for students 
in the special education process is entered and 
maintained in this section, as well as information 
regarding the personnel involved in the special 
education program.  

Process Notices and letters that need to be sent to a 
studentõs parent or guardian, informing them about 
a meeting, assessment or evaluation are developed 
in this section. 

Evaluation  This menu enables you to complete student 
assessment reports as well as comprehensive 
evaluation forms.  

IEP Sub menu options allow you to create a new IEP for 
a student and generate IEP forms. 

Supplemental This menu allows you to complete and print 
various forms and maintain relevant logs f or a 
student. 

Service Log This menu contains options that enable you to fill 
out and print a student's Medicaid service forms.  

Tracking  The Tracking menu enables you to a chronological 
log of student events in the special education 
program as well as track form completion.  

Reports This menu enables you to print various reports.  

Admin  Administrative tasks for Excent Online maintenance 
are performed from this menu.  

 

 
Once the user has selected a form, the pink bar at the top of the screen will 
always let the user know which section > form name > tab that they are 
currently accessing. 
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Messaging 

From the userõs home page, the user can receive and send messages to the 
studentõs access members and other staff at a school as well as receive and 
send emails to the studentõs contacts. 

Personal Messages 
 
By default, you will see the Inbox  tab, which displays a list of messages 
that you have received. Click on any of the messages to view the contents 
of the message.  

Sent 
 
This tab displays a list of messages that you have sent to other users. 

 
To delete any messages from the Personal Messages tab or the Sent tab, select the 
checkbox next to the message and click on the Delete  button.  

Note:  It is important to delete Sent Mail on a regular basis.  It is the responsibility of the 
user to ensure that the amount of mail retained in the Sent Mail section is maintained. 

New Message 

 
This tab allows you to compose and send new messages. 
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To send a new message: 

1. Indicate whether the mail to be sent is internal or external.  
*Internal mail refers to mail that is to be sent to staff within the system.   
Please note that when using the lookup to send mail internally, the user 
will only see those specific team members that are part of the userõs 
security level.  The user has the ability to send mail to individual staff or 
to the entire studentõs team of Access Members. 

2. Placing a check in the Access Members checkbox will automatically 
designate that the email is to be sent to all access members listed for 
the given student.  Please note that  

3. Upon logging into Excent Online, users who have had mail sent to 
them via the Internal and Access members section in Excent Online, 
will receive the message in their own Personal Mail section on their 
User Home Screen.   

4. External mail refers to mail that is to be sent to the studentõs contact 
persons or other individuals outside of the system.  Placing a 
checkmark in the External checkbox will cause the screen to refresh, 
and automatically designate that the email is to be sent to the 
studentõs contacts. 

5. Once you have selected the relevant checkbox, the screen will 
refresh and the Individual Name (if Internal has been selected) and 
Email (if External has been selected) fields are displayed.  

6. Click on the lookup button to select the person(s) to whom the 
message/email is to be sent. 
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7. If the message/email is urgent, select the Priority High checkbox.  
Please remember that while email is an effective tool, there is no 
guarantee that the person will check their email or log into Excent 
Online.  For important matters, always follow up with the person 
per your districtõs guidelines. 

8. Enter the subject of the message/email and type the detail of the 
message/mail in the Compose field.  

9. If you want to save a copy of this mail in your sent folder, then 
check the Save to Sent Folder checkbox. 

10. Click Send to send the mail. 
 

 

 

 

 

 

Using the Toolbar  

When you are working on a form in Excent, a toolbar will appear across 
the top of the screen, making it easy to execute several commands within 
the forms and lookups.  

 
 
Icon  Name Description  

   
Home          Home  Click on this button to go to the user home page This page will 

display the messaging section. 
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Icon  Name Description  

  
Studentõs Home 
Page 

Click on this button to go to the student's home page.  The 
studentõs Reminder section as well as Tracking is displayed. 

  
Calendar  Clicking on this button will open a district calendar, which displays 

the holidays for a month, as well as district specific events.   
Additionally, event dates, such as meetings, for the student will 
also be displayed. 

  
Save Click on this button to save the current form. Must be done after 

every tab. 

  
Delete  Click on this button to delete the current form.  

  
Print  Click on this button to print the current form on the printer.  

  
Change School Click on this button to log into a different school.  

  
Help  Click on this button to view the help contents of Excent Online.  

  
Excent Online  Click on this button to check your Excent Online version or go to 

the Excent website. 

  
Logout  Click on this button to logout of Excent Online.  

 

Keyboarding  

Name Description  

Tab Moves the cursor from field to field or from one button to 
another.  The Tab key will move the cursor in a forward 
direction (from left to right and from up to down  

Shift + Tab  Moves the cursor from one field or button to another in a 
backwards direction (from right to left and down to up)  

Right  & Left 
Arrow  

Moves the cursor through the field one space at a time in a 
forward or backwards direction  
 

Up & Down 
Arro w / Scroll Bar  

Allows you to move the actual screen and move up and down 
the page 
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Browser Keystroke Shortcuts  

 

Name Key Stroke Symbol  

Stop Esc 

Reload Ctrl r  
 

Close Ctrl w  

Quit  Ctrl q  

Copy  Ctrl c 

Paste Ctrl v  

Print  Ctrl p  

 

Using a Mouse  

Tips on using a mouse with Excent: 

 You may use either a single-button mouse or a multiple button 
mouse with Excent. 

 

 If you have a multiple button mouse, the left mouse button is the 
primary mouse button, unless you have configured it differently.  

 

 Point means to position the mouse pointer until the tip of the 
pointer rests on the desired area of the screen. 

 

 Drag means to point and then click and hold down the mouse 
button as you move the mouse. 

 

 Click /single -click means press the mouse button one time.  Single 
clicking will highlight the desired option.  Single clicking will 
activate buttons on a screen. 

 

 The scroll wheel on the mouse allows you to move up and down on 
the page. 
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Usage of Forms 

 

Each selection in Excent Online opens a form that enables you to enter, maintain or 
view relevant information.  

The structure of the form is consistent throughout the application. Some of the 
salient features of these forms are listed below: 

 Student Information mu st be entered before you access any other student forms. 

 Some of the forms have multiple screens, which are called tabs. Each tab has a 
name and you can navigate between screens by clicking on the relevant tab 
name. The name of the tab describes its contents.   It is essential to save work 
before moving from tab to tab.  

 Most of the forms contain a Form Completed  checkbox. If you have completed 
entering information a form, then check this box to update the Form Progress 
information that will display on the s tudentõs homepage.  Form Complete 
checkboxes DO NOT lock the page from edits.  

 Click on the  Print  button in the toolbar to print the current form.  

 To save information on each tab, click on the Save button available at the bottom 
of the page or the Save butt on in the toolbar. 

 To delete the form, click on the Delete  button in the toolbar.  

 

Using the Fields  

The forms contain several different types of fields with which you should 
become familiar to help you to properly use the forms and fill out the 
information . 

Check Boxes  indicate that one or more items can be selected.  To select 
a check box, point the mouse cursor on the box and click the mouse 
button.  You can also use the Tab key to highlight the desired check box 
and press the space bar. Use the mouse button or space bar to de-select the 
check box. 
 



                                                                         EXCENT ONLINEÊ Userôs Guide  

 

 
 

Radio Buttons (option buttons) indicate that only one item in the list 
can be selected.  To select a radio button, point the mouse cursor on the 
radio button or text and  click the mouse button.  You can also use the Tab 
key to highlight the desired button and press the space bar.  Use the 
mouse button or space bar to change the selection.  Once a radio button 
has been selected, there is no way to de-select or clear it.  Unless there is a 
Clear button, you will have to edit it by marking the correct choice.  In 
order to accommodate the requirements of screen readers, a òdefaultó 
selection will automatically be made for radio button options.  
Memo 
Fields

Memo fields allow ent ry of an unlimited amount of text.  If there is a large 
amount of text in a memo field, a scroll bar with up and down arrows will 
display along the right -hand side of the field.   
 
Edit Fields  

 
Edit fields are one-line fields that allow  entry of a limited amount of text 
such as a name or place. 
Drop -Down List Boxes  

  
Drop down boxes allow the user to select one item from the list of choices.  
Click on the arrow on the right hand side of the box and click on the 
desired item or highlight it and press Enter.  These lists are pre-
programmed in your system or entered in by your system administrator 
using the Lookups/Dropdowns option on the Admin menu.  
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Lookup fields  allow you to select from a defined li st of items.  Any 
field that displays the magnifying glass icon above is a lookup field.  Click 
on the icon to open up the box and select items from a list of choices.   

Attendees list   allows the user to select a group of staff records to 
populate a list of meeting attendees.  

Full Screen Text Views   allows the user to expand the size of a memo 
field to view a larger cross-section of data entered into the field. 

Save Button  allows the user to save information that has been 
entered the first time in the form.  

Reset Button  allows the user to reset memo fields to their 
original status. This will revert the screen to the way it was at the last call 
to the server.   

Add Button   allows the user to add a specific item, such as an 
attendee, to a list.  The Add  button is clicked after the user has typed the 
information into the field.  

Delete Button   allows the user to delete a specific item from a list on a 
form.  Please note that this is the delete button on the form, and not the 
Delete Tool, which is the òTrash Canó icon on the tool bar.   
Summary Lists  
Summary lists are present when you select a form or an area that can have 
multiple listings and dat es.   These lists are used throughout Excent to 
summarize the data that has already been entered, and to allow you to 
quickly locate and select records (i.e. student schools, student contacts, 
meeting notices, etc.) from a list. For example, the Meeting Notice form 
contains a summary list screen of all the notices that have been sent for the 
student.   
 
 
 
 
 
 
 
Word Processing Fields  
Excent contains several fields that allow you to format your text similar to 
a word processor.  Note: changing the sizes and f onts may affect the 
final print layout of the form.  
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Button Descriptions  
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Change Schools 

Excent Online has the ability to have a user assigned to different 
schools and have a different set of rights at each school.  Change 

schools  allows certain users to change their student view without 
having to log out of Excent Online and log back in under a different 
school.   Excent Online remembers the last student a user has worked 
on. When the user logs back in again, the student last worked on will 
be the first student they see.   
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Change School is only available to certain users.  The user must meet 
the following criteria:  

a. The user is set to school role level or a staff role level and 

b. The user has been assigned to multiple schools or has 
student assigned in their caseload at multiple schools.   

 

Note:  If you do not meet the criteria listed above, clicking the Change 
School button will not do anything.  

Example: David Larson is an itinerant speech language pathologist 
that works at 3 schools.  All 3 schools are listed in his staff record and 
he is set to a school role level so he can see all students listed at the 3 
schools.   

When he last logged in, he worked on Cesar Costilla at Horizon 
Elementary School.  On his next login, the system will automatically 
take him to Horizon Elementary School selection and select Cesar 
Costilla.  When he goes to locate a student using the Find Student 
feature, he will see all of the students at Horizon Elementary School.  

 

Today he needs to work on Kerry Allen at Horizon Middle School.    

1. David will select the change school icon  in the toolbar.   

2. A lookup list of all schools that he is assigned to appears.   
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3. He selects Horizon Middle School.   

The system will now gather his selection of Horizon Middle School 
students and apply his rights that were set for the Horizon Middle 
School.  It will also take him to John Robinsonõs record, which is the 
last student record that he worked on in Horizon Middle Sch ool 
group.  Now when he clicks Find Student he will see all of the students 
listed at Horizon Middle School.  

 

Please note that when using Excent Online a user can access any 
student on that userõs assigned caseload, regardless of the userõs 
physical location.  For instance, if a user is at Horizon Elementary 
School, that user can still work on an IEP for a student who is at 
Horizon Middle School.     
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Studentõs Homepage 

The Studentõs Homepage is accessed by selecting the  icon in the 
toolbar.   The Studentõs Homepage displays a Reminder field for a given 
student, Form Progress information, which lists which forms have been 
started and completed for the given student, as well as Events and Dates 
Tracking, which prov ides a chronological list of forms and events for the 
student.  

 
  
Reminder:  This field allows the user to put in any specific reminders that 
may be needed for a specific student.   
Form Progress:  Form Progress is based off of the Form Completed 

Checkbox  that is available at the bottom of each form.   
If a form has been completed and the Form Completed  checkbox is 
marked then a  will appear next to the form name.  
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If a form has been started but not marked with the Form Completed  

checkbox then a half completed icon  will appear next to the form name.  
 

If a form has not been started then a  will appear next to the form 
name. 
Each underlined title is a hyperlink to the actual form under each menu.  
Cli cking the link will take the user directly to the form that needs to be 
completed.   
 
 

 
 
Events and Dates: This tab will list chronologically all important Special 
Education events and dates related to a given student.  Users also have the 
ability to add their own Events and Dates for a student under the Add 
New Event  tab.  Any events added in the Add New Event  tab will list in 
the Events and Dates section. 
 
All Events and Dates listed for a student are also displayed in the District 
Calendar. 
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Calendars 

Excent Online has 2 calendar functions. Regular Calendar  and a 

District Calendar  
Regular Calendars  

Regular Calendar displays months and allows for ease of selecting a date. 

 
When a user clicks on a given date, that date will automatically populate 
into the date field.  Todayõs date is marked with a darker brown 
background. 
To switch months or years the calendar is displaying either select the 

Month or Year dropdowns  or the user can scroll 

through the months chronologically by using the   icons next to the 
month and year dropdowns.  

District Calendars  

The District Calendar   is on the toolbar on all screens and certain date 
fields.   It displays district holidays, non-school days, and other important 
district dates in addition to a studentõs events and dates..

Non School Day or Special School 
Event 

Student Tracking 
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Find Student  

As stated earlier, the forms available in Excent Online allow you to enter 
information for a specific student. The name of the student for whom the 
information is being entered is displayed at the top of the form on the 
Student Name Bar.  On the Student Name Bar, the studentõs name, ID 
number, grade, and age will be displayed.  By default, the student record 
that you last accessed is displayed when you login and enter into Excent 
Online.  

 

A  button has been provided on every form, which will 
enable you to select a different student from the one shown and enter 
relevant details. This button can be found at the end of the Student 
information on the Student Name Bar on every form.  When you click on 
this button, you will see the following Student Search page from where 
you can select the correct student. By default, only Active and Referred 
students will app ear. 

 

  
You can sort this list by clicking on the desired column heading. For 
example, to sort the list by Student name, click on the heading of the 
column.  

You can also view students whose name begins with a particular letter by 
selecting the letter in the Select by field or you can just type the first letter 
of the last name and the Select by will change to that letter.   
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Example:  If you wish to locate Jason Smithõs record, click Find  Student . 
Once the screen appears, type the letter S to go to Jason Smith.  The list 
will automatically refresh and sort the student name by last name and 
take you to the last names that begin with S. 

Click on the Advanced Search button to specify search criteria to further 
filter student records.  You can also search for Inactive or Ineligible 
students from this screen. 

 

 
1. To search for a specific student, you can enter the studentõs id, last 

name and/or first name.  It is also possible to list the first few 
letters of a first or last name if you are unsure of how the studentõs 
name is spelled. 

2. Enter the grade in the Grade field to view a list of students 
belonging to a specific grade. 

3. To view students belonging to a district, select the relevant district 
from the District drop down.  

4. To view students belonging to a school, select the name of the 
school from the School drop down.  

5. Select the Active checkbox to view records of students whose 
special education status is active. Similarly, you can view student 
records whose special education status is Inactive , Referred and 
Not Eli gible  by selecting the respective check boxes. 
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You can specify any one of the above-mentioned criterion or a 
combination of them to filter student records.  

 



                                                                         EXCENT ONLINEÊ Userôs Guide  

 

Chapter III  

Printing  

Individual Form Printing  

 
Forms can be printed out as they are completed in Excent Online. 
 
Scenario 1:  A Guidance Counselor has completed a Meeting Notice for one 
student and wishes to print out that form.  
 
Scenario 2:  An Occupational Therapist wants to print a studentõs goal and 
objectives for her clipboard for access when she is in working with that student in 
the therapy room. 
 

1. Complete all information required in the desired form.  Save your 
work.  

2. Click the Print  icon  on the Tool Bar. 
3. After refreshing, the Parameter Form screen will appear.  
4. Click the checkbox to indicate if this is a Final document. 
5. Note: If the Final checkbox is not checked, then the word Draft will 

appear in the lower right corner of the printed form.   
6. Click the Print  button.  
7. Do not use the Send PDF by Email button at this time. 

 

 
 
At this time, Adobe A crobat Reader will open on the computer and 
display a preview of the form that has been created.  

Printing in Acrobat Reader  

 
To review the form prior to printing:  

1. Use the scroll bar  on the right hand side of the screen 
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2. Click and drag the mouse on the page itself.   
3. The cursor will appear as a hand as the form is being moved. 
4. If an error is made, and the user needs to return to the data screens 

to make a revision, the user should select File/Close  from the 
Acrobat Reader tool bar. 

5. If the document is correct and ready for printing, the user may 
select File/Print  or click the Printer icon  on the Acrobat Reader tool 
bar.  These selections will also allow the user to select Print 
Properties, such as quality, select page, as well as designation of a 
printer.   

6. If  a user has a form that has multiple pages, such as the IEP 
Goal/Objective form, and only wants to print out one page, be sure 
to select File/Print.  This way the user can designate the specific 
page to print out.   

 
 
 
Scenario:  An IEP draft has been printed and is being reviewed at an IEP 
meeting.  The student has a Goal & Objective form that is 3 pages long.  The 
parent suggests that one objective, which is on the second page of the form, have a 
different type of measurement for criteria.  The Case Manager at that meeting 
makes the revision, and selects File/Print.  The Case Manager then selects to print 
page 2, instead of all 3 pages.  This is a cost effective measure for your district.   

Printing by Section  

 
In the IEP Module, it is possible to print ou t a group of forms at one time.  
Scenario:  At the end of an IEP meeting, the IEP Team is ready to print the final 
IEP with all IEP forms included.   

1. From the IEP Module on the Form Menu Bar, select Print IEP . 
2. The top portion of the screen lists each of the forms in this section. 
3. Check each form that needs to be printed, or click the Select 

Standard IEP button. If you want draft to appear on the output, 
please check the box. 

4. The second portion of the screen lists the students  
5. The program will automatically  default to the student who is 

currently being worked on.  
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6. Click the Print  button.  Clicking OK  will bring up the Print 

Preview. 
7. Follow the direction as specified above for printing from Acrobat 

Reader. 

Printing for Multiple Students  

Scenario 1:  At grading period time, the Speech Language Pathologist has 
completed all of the Progress Reports for the students on her caseload.  She wants 
to print all of the reports out at one time.   

1. From the IEP Module, select Print IEP  

2. Click the checkbox next to the specific form to be printed.  
3. Select the students to print this form. 
4. Note that the student who is currently open will default into the 

Student list. 
5. Click the Student Lookup button (Notepaper icon) next to Student 

in the bottom portion of the screen. 
6. The userõs caseload will appear. 
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1. To print for select students, click the checkbox next to each 
studentõs name. 

2. Click Select when complete. 
3. The screen will refresh and each of the students selected will 

drop into the Student List at the bottom of the screen. 

Draft vs. Final Forms 

Within printing individual forms within the Excent program, forms will 
automatically default to Draft  status.  This means that the word Draft  will 
appear in the bottom right hand corner of the printed form.   
To remove the word Draft  from t hese printed forms, be sure to click the 
Final checkbox when on the Print Parameter  screen. 
However, when printing a group of forms, from the Print Evaluation or 
the Print IEP sections, the word Draft  will not be printed unless indicated 
by the user.   
 
 
 
Troubleshooting for Printing  

Printing Error 
Message 

Solution  

Unable to send mail. 
No mailing contacts 
available for the 
student. 

Go to Student/Personnel section on Menu Bar and 
select Student Form. 
Enter parentõs email address on the Contacts tab. 
See section on Online Messaging.   
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Cannot Print, 
Document Has No 
Pages 

There is no parent contact listed on the meeting 
notice you are trying to print.   

 

Tips and Considerations for Printing  

 

 In order to be as cost effective as possible, it is wise to consider the 
type of printers the school will be using for printing.   

 Inkjet printers use ink, whereas laser jet printers use toner as copy 
machines do.  Due to this fact, laser printers are significantly less 
expensive to use than inkjet printers.  A user may have access to a 
local inkjet printer in a classroom setting, but may be networked to 
a laser printer in order to reduce ink costs.  If multiple copies of a 
form are needed, it is acceptable to print these when using a laser 
printer.  However, if using an ink jet, remember that it is more cost 
efficient to use a copier.   

 When printing from an inkjet printer, remember that this ink can be 
smudged on printing. Users may wish to run the printout through 
a copier to use as the permanent document prior to gaining 
signatures.    

 Confidentiality of student records is an important consideration 
when printing.  When selecting a location for a network printer, be 
sure to select a location that is secure.  

Saving Paper 

 Preview all documents carefully during the preview st age so as not 
to print forms with typographical errors or missing data.   

 Print only the forms that are needed. Do not waste ink and paper 
by reprinting a whole document when only a select page may be 
needed. 

 

Managing People in Excent  

Adding a New Student  

 
Adding a new student to the Excent database requires that you know the 
student ID number . Only selected staff at each school will be adding new 
students to Excent. 

The process involves 3 tasks. ð  


