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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 to the Internet.

2. Enter your Excent Online website address https://excent.polkfl.net and click
on theGo button to connect you to the site.

File Edit Wiew Favorites Tools Help
= Back + = - @ o3 | @Search [Fe] Favorites @Media @ | %v S5 =
t{%:lress I http:{ escent. polk-Fl. net ﬂ e



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

The bottom of the Internet Explorer browser looks like this:

£ Lore I =)0
Done - lets the user Status Bar @ lets the user Lock Box 0 lets the
know the page has know the page is not user know that the

finished loading finished loading connection is secure.
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3. Enter your User Name, e.g.,sally.simpson

4. Enter your Password, eg., 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 auser 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.

Welarre W Excant - Orfine 125 Assicwtion

Logn Screen

User Name
Passwors

[Eagin] (Fwwt ]

aeaes Pagnyord

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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Login Scraen

Lisar Hame [dmdrrin
Fazrward
[Login | [Reset |
Forgut Pagguen]
Four nes ol has Been Ty

2. The usershould 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
1. To change your password click on the Change Password button,
located below the toolbar.

T trcwnt - Micrenelt Int et Sploenr

Hurrznn Liemestary Schosl

Melo, Ammon Comie

Personal Messages  Geat | New Message |

i e bt b v -
o Records fownd.
[ Delets |

The following screen will displa y.
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T erent - Mcrnvolt Internet Explores

EXACENT Hortron Public Schools

Clhimge Passwendt e Mmoo 8 e DO X

Ok Password
MNeow Password

Coofirm New Passwerd

[5ave] [Faset]

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 andcan 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/Personned Student
Information

Bring the new student into Excent
Fill out Contacts (Parents)
information

to include Parent Language
Student/Personned Access members
Add access members from your
school.

DO NOT select a Case Manager

First Excent IEP for Student
Student/Personned Student

Check Contact information

to include Parent language
Student/Personned Access members,
verify correct

Proces$ Meeting Notice

IEP 0 New IEP

IEP 0 Dates/Exceptionalities

IEP & Transition (13+years of age)
IEP- Present Levels

IEP 0 Exceptional Student
Education

IEP & Assessment/Participation
IEP- Validate IEP

IEP 0 Matrix

After IEP has been printed and
signed

IEP 8 IEP Complete

Next Excent IEP
Student/Personnel & Student
Check Contact information to
include Parent language
Student/Pe rsonnel 6 Access
Members, verify correct

IEP - IEP Complete

Print last Progress Report
Processd Meeting Notice

IEP 8 New IEP

|IEP 0 Dates/Exceptionalities
IEP 8 Transition (13+ years of age)
IEP- Present Levels

IEP 8 Exceptional Student
Education

IEP & Assessment/Participation
IEP- Validate IEP

IEP & Matrix

After IEP has been printed and
signed

IEP 8 IEP Complete

Gifted EP

Student/Personne) Student
Check Contact information to
include Parent language
Student/Personned Access
Members, verify correct
Proces$ Meeting Notice

IEP & New IEP

IEP - EP ¢ Dates/Part/Outcomes
IEP - EP 8 Goals and Objectives
IEP-EP-Exceptional Student
Education

After the EP has been printed and
signed

IEP 0 IEP Complete

Gifted Dismissal
ProcessMeeting Notice

Must be marked o0C
possible discontinuation of Gifted
Serviceso

Proces- Prior Written Notice

Any Change in FAPE

If the IEP team recommended a
change in FAPE-

Proces$ Prior Written Notice
Dondt Forget:

A Graduation is a change in FAPE
A Adding/ Removing

transportation is a change of
FAPEE

Reevaluation (Generate a

reeval form)

Student/Personne) Student

Check Contact information to

include Parent language
Student/Personned Access

Members, verify correct

Proces$ Meeting Notice & check
oDi scuss all roe e v
Proces$ Reevaluation (complete all
sections with current data)

Proces$ 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
students already in ESE)
Student/Personned Student
Check Contact information to
include Parent language
Student/Personned 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

(for

Progress Reports

Before an Excent Progress Report
can be generated, an Excent IEP/EP
must be completed for the student
IEP 8 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.

0

S
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Discontinue a service or
program when the student
continues to be eligible for
other ESE programs or
services

The ReEval Process must be
completed first if a program is
being considered (OT-PT and
Gifted do not require Re-Eval
Process)

Student/Personnel 9 Student
Student/Personnel & Access
members Verify correct
Processd Meeting Notice must

be marked ORevi
level info and consider
possible ohange€

Continue to Next Excent IEP
and complete -
Processd Prior Written Notice

Additional Excent Forms
Supplemental -

Behavior Intervention Plan
Supplemental 8 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 8 Student
Student/Personnel d Access members Verify
correct

Evaluation & Assessment Reports

Choose 0 Functional Behavior 0 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

|l EP, o0The (OT d
discussed and the committee
determined no additional
services are needed at this time
0

Initial Placement Speech
Language
Student/Personnel 8 Student
Student/Personnel & Access
members, verify correct
Process- Meeting Notice
Processd Eligibility Staffing
Form

Continue to produce First
Excent IEP

Processd Parent Consent for
Initial Placement

Ineligible Speech Language
Student/Personnel & Student
Student/Personnel 8 Access members
Verify correct

Proces$ 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
SpeechLanguage report.
Proces$ Meeting Notice -

must be markedo Revi ew
evaluation information and
consider dismi¢g

Proces$ Prior Written Notice

Note: S/L P See "Considering
additional exc eptionality
eligibility" (for students

already in ESE)

Changing Schools within the School
District

Studentds school wupdat
Excent. Facilitator or designated personnel at
the school can add new access members.
Student/Personned 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.

0

S
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IEP Complete/New IEP

IEP Complete

The IEP Complete option allows you to save key data elemerts of the
students IEP to use for data storage and reporting purposes.
Additionally, when the current |E
be locked from editing.

Important Notes about IEP Complete

Once records have been ywannokbe ddital.s
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 mu st have oOactived status.

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 I EP record wil/l not be
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 trueand
then click Proceed. You cannot lock the IEP if both options are not
selected.

P is mark

0Compl et e

You ca

mar ked as
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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 Iltem

Student ID Number

Alt ID

Grade

Sex

Date of Birth

Special Ed Status

Service School

Resident School

Service District

Resident District

Ethnicity

Case Manager

Members

Home Language

Limited Eng lish Proficient
Primary Disability, Description
Secondary Disability, Code
Secondary Disability, Description
Secondary Disability, Description
IEP Meeting Date

IEP Initiation Date

Review Date

T(IEP) Type

Diploma Track

Special Ed Services

Related Services

LRE Pacement

Total Domain Rating

Special Consideration Rating
Matrix Level

EP Meeting Date

EP Initiation Date

Last EP Date

Review Date

EP Services

Education

Location
Student Information
Student Information
Student Information
Student Information
Student Information
Student Information
Student Information
Student Information
Student Information
Student Information
Student Information

Student Access

Student Information
IEP Cover Page
IEP Cover Page
IEP Cover Page
IEP Cover Page
IEP Cover Page
IEP Cover Page
IEP Cover Page
IEP Cover Page
IEP Cover Page
IEP Cover Page
Exceptional Student Education
Exceptional Student Education

Assessments/Participation/Placement

Matrix of Service
Matrix of Service
Matrix of Service
EP Dates/Participants/Outcomes
EP Dates/Participants/Outcomes
EP Dates/Participants/Outcomes
EP Dates/Participants/Outcomes
EP Exceptional Student
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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 Il

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.

L ShedePariiet | C oo | & Beibotos 5 RE @ Dbt | o Sevielg o Teding | © Sepam | & A
Messages @ Din ey & YR o
"elo, Y;.nrv,“w Chowrge st 4 Fued wnsen
Inbox | MNew Message Sewt

No Messages found
- temder Sabpect Detw Type Wrimity
o Records foend.
TapyTight & 2000 Gicksl Rascenss Tazhroicgas. tec.. All Righes R

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.

ERUENT OnLINe * IRAINING

15 HuberMereerel | C fsram | @ Bdusion | 48P | & Dugpbemertsl | © Samicetag |~ Tocking | - Mepors | & Adms

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

over the desired section. Notice the pointer finger ‘{P-n} 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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i1 Student/Personnel | C Process | - Evaluation |

= Student Information )
rHew
* Student Access Members
* Personnel Information rimEEm 1D

Move your mouse down to the form you wish to select and then click.

When the pointer finger {b 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
studentds parent or guar
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.

Process > Moating Notice e O8N &P R YO
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 userf6s home page, the user can re

studentds access members and other staff a
sendemailsto t he studentds 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.

Messages & D eMe”rr»r:e
Studant Namu:Marcn loes I: TRAININGLOZ Grade: 10 AQe: 177 &M | Clunge Passeserd | G Tinal snedesn ‘

inbox | Mew Wmwsage | Sent |

1 Messape found. Showing 1 thry L

[0 Tesbes Tonieiny oy New Message 71300 31,0000 AN Ietermal '
Sent

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

6 il | € P el ] 40 1| i} 0 i g s s 2 i
Mesnages 2 20 88N 2 Qe

Student Name: Marcr Jones 10: TRAININGIOOS Grade: 10 Age: 17 &n Jq;mm

L Message found. Showwng L theu |

[0 . Sebject Lo ) Tree
[0 temming Teachas My Nas Marsige A172000 33136 0 Lrmarnal

To delete any messages from thePersonal Messagestab or the Sent tab, select the
checkbox next to the message and click on theDelete button.

Note: Itis important to delete Sent Mail on a regular basis. It is theorsspility 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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EXCENT ONLINE * THAINING Treming Teacher
| 1% Shudertihomansel | C Pt | & Ewiaton 0 EP | & Supplmeresl | O Setecslag |~ Tiockisg |« Sapors | & Adwes

Read/Compose Messages ANV E VR C

Stdent Name:tancs Jones 10: TRAININGIZIY Grade: 10 Ages 177 4N [ Clesege Besssssd | 5 el stetoent

Inbox New Message Sent

l

Typw of masssge [ ortemal [l8xtamsl  Acosss Mermbars [ (Internsd) Priomty L tagh
Subject Anather User

Comgaose Test Massaged

[#] Save tn sem foider

Capyrght © 2008 Pabal Eaucation Tactonalogian [ne. Al Kghiz baserces

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
I only see those specific team members
security level. The user hasthe ability to send mail to individual staff or

Wi

to
2.
3.
4,
5.
6.

the entire studentds team of Access

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

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.

External mailrefer s t o mail that is to be
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
student s contacts.

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.

Click on the lookup button to select the person(s) to whom the
message/email is to be sent.

Me m

sent t
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7. If the message/email is urgent, select the Priority High checkbox.
Please remember that while emalil 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 districtds 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

Trainy Teodves

12 SiertPenomsl | C huomy | & Bottke | 48P | & lupiemertsl | < Sevialng |~ i Vo vk

Messagey \4,<‘__'"‘> e raMeE>yE YR
Helks, Traeang Taachar [T — R T ]

Inbox New Messnge | Semt
1 Mamsnge Found. Showig & thea 1

(1 ter L Date v sty
L] Teache Trainins e £/7/3008 L1:00:00 AM Baternal 1
[Dalta ]
Icon Name Description
4 | Home Click on this button to go to the user home page This page will

display the messaging section.
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Name

Description

+ Student
Page

0 g Click on this button to go to the student's home page. The

studentd s Remi nder section as wel

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.

g | Save Click on this button to save the current form. Must be done after
every tab.

i | Delete Click on this button to delete the current form.

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

iy Change School

Click on this button to log into a different school.

7 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.

¢z | 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 Moves the cursor through the field one space at a time in a

Arrow forward or backwards direction

Up & Down Allows you to move the actual screen and move up and down

Arro w / Scroll Bar the page

0

S
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Browser Keystroke Shortcuts

Name Key Stroke Symbol
Stop Esc
Reload Ctrlr
Close Ctrl w
Quit Ctrl g
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 sekction 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 contets. 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 onthes t udent 6 s HomEgmplaee .
checkboxes DO NOT lock the page from edits.

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

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

e 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 I 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 ba Use the mouse button or space bar to deselect the
check box.
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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 deselect 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
selection will automatically be made for radio button options.

Memo

Fields

O To learn more about your child's cognitive functioning. The psychological evaluation may include one or all of the :J
following: intelligence test, individually administered, to assess current level of intellectual functioning.

i
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

Title

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

[o7 =

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 2 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 recordsto
populate a list of meeting attendees.

Full Screen Text Views B! 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. TheAdd 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
Del ete Tool, which is the 0Trash
Summary Lists

Canboéd

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 Natice 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.

con



EXCENT ONLI NEE Userds

A http://eotraining.polk-fl.net - Excent Rich Text Editor - Microsoft Internet Explorer

B 4% B Z U A - [TmesNewRomey |3 x| X;—A—l_@ | @

Words: 0 Characters: 0 |...Cancel |wabpdate. .|

Button Descriptions

GEMERAL BUTTONS

=] Frint button - printg the contents of the r.a.d.editor or the whole Ctibep
web page.

b Spell buttan - launches the zpellchecker,
Cut button - Cutz the zelected contentz and copies it to the

& - Cirl+x
clipboard,

Copy button - Copies selected content to the clipboard. Chrl+c

@ Fazte button - Paztes copied content from the clipboard into the Chiley
editor,

" Unda buttor - undoes the lazt zeveral actions. Chrl+z

. Fedo button - redoes/repeats the lazt action which haz been Ctrbey
undare.

Quick Help - The help screen you are currently viewing.
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CREATE, FORMAT AND EDIT TEXT, FONT and LISTS
B Bold buttan - Applies baold farmatting to selected text. Chrl+h
I [talic buttan - Applies italic formatting to selected text, Clrl+i
u |nderline buttarn - Applies underling formatting to selected text. | Chi+u
a‘ Superscript buttan - b akes text or numbers superscript.
a, Subsgcript button - Makes text or numbers subscript.
Fonts j Faont Select button - Select fant typeface.
Size j Font Size button - Sets font size,

A Text Calor [foreground] buttan - Changes the color of the

< selected text,

A Text Color [background) button - Changes the background color |

- of the zelacted test.

CREATE, FORMAT AND EDIT PARAGRAPHS and LINES

F. Inzert Mew Paragraph buttan - Inserts new paragraph. Clrl+rm

Standard Paragraph Style Dropdown button - Applies standard
Paragraph Style j teut styles to selected test.

1+

(= Left Indent button - Indents paragraphs ta the left.

il
Ll

Right Indent buttan - Indents paragraphs to the right.

Inzert horizontal line [2.g. horizontal rule] buttan - Inzerts
horizontal line at the cursor.

”
iili

Left Justify buttan - Aligns the selected paragraph to the left.

Center Justify button - Alignz the selected paragraph to the
center.

Right Justify buttan - Aligns the selected paragraph to the right.

Mumbered List button - Creates a numbered list from the
zelection,

e
1

= Bulleted Lizt button - Creates & bulleted list from the selection.

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 ®y 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.

0

S
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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 schoals. 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 theFind Student
feature, he will see all of the students at Horizon Elementary School.

-
- : 2
L SberiWal | P | 8 Gabesten | 0BT | @ Saplenans o Seckaleg | < Tocking | < Repern | 4 Abes
Studunt/Pursummnl 3 Stulest Demngraphics ¢ 2B R &M OKT MO
Student Name: Cesw Costils 10: 573331034 Geade: 2 Age: 10V 320 [ el 5 T e
graphics f 3 :-,;.g,! Lontacts |
Stadent 10 ‘ Ak 1D 523313024
Last Name Cosdls First Nowe Cosw
T stodent List - Mcresalt Iiternet Bglorsr
* Wudont Search
Studest List: Selece by [l =) 37 Students fourd, Shomng & thry 10 1 3
f.m Sadant 10 Grade P BT ™ |
Barg Letums A1etse01e 10 Hariien Ehmmaraary Schesl Actne
Brews Farrer 028387222 o8 Hariton Ehmarnary Schesl Active
Breve Macy 31419%020 03 Hatien Emantary Schel acoee
Brvper Lars 173anman4 o4 Hariteo Ehrmarsary Tchal Acowe
Chattes Darbwrs 262950003 04 Mariten Clamartary Schasl Actee

Today he needsto work on Kerry Allen at Horizon Middle School.

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

2. Alookup list of all schools that he is assigned to appears.
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2} Change School - Microsoft Internet Explorer ==l
1D Description =
e HSs01 Harizon Elementary Schoal
. H5502 Harizon Middle Schoal
9 HS503 Horizan High Schoal

3. He selects Horizon Middle School.

The sygem 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 Ro
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.

Dsrorh st et Cnborts dﬂlﬂ'

EXCENT Harizan Middle Schoal Davel Larsar

52 SvteriPrerrt | b Breem | o broverien | 3 8% @ Bemplerentl | :
Studant/Pervannet > Student Dumaegraphics 2 +08 R EMN LRI C
!h;-nl Nasme: Mhh Nobmaon 1D: 31415908 Grado: D Age: 13¢ Bw b whodent | TS Pl e ]
n'".’hk. : --;;:i“-‘ | contects
Susdent 10 ArlD
zbinann Pt ame Jahn

ent List - Microsoft Intaraed Dplerw

* student Search
Student Lst Geinct by fill =] % Studsrty tiend, Shamng L thu 19 % ¥
Alar Sarry LropiNigg ur Forreas Middle Schasl Actrvn
Ak PNy ISaxs0loe o ot Mubls Eahveel Active
Avnty e 25400303 o Hotpes Nodle fchasl Astive
Bty Fper MIT1020 ar Hoaan Midde Gchaal Active
Slawm Amy 0E0CLACTIE oe Mosaen Nidde Schasl Activn

Please note that when using Excent Online a user can access any

student on that wuserds assigmesd casel oad,
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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Student 6s Homepage

The Studentds Homepage i * iconintes s e d by sel e
tool bar . The Studentds Homepage displ ays
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.

1% Snidortihowmenel | C Pricms | & Enditos | 4 BP | ® Sopplamers) | © Serwes log |~ Tiocking | « Sepew | & Advis

Student Home Page @ raeMme e e
Stodet Name: Marcn lones 10: TRAININGICZS Grade: 10 Age: 17V Bm [SQ T pr——y
Rensnder [
Forms Progress | _l;l..dﬂi_
Form Progress K. Poem Nt Dretisbad | ®arw In Svogrezs v Poem Cawgleted
Venting horce d3snnament Saperes

Satersl /Buakianen Dawrminanen CSR Mistary Syarhasis of 23c

Naticw et Conennt fot EvahaansnRanvelvaron CER Brasere Luvels

N e CSE Spectic Laaning Disatuley Regan

Highdmy/ leaigfity Salieg Form CER Sigbilny Tuam Mavbers

Prooe Writtea fetice 04 Faten
» Cormanrt To Sadessn Privite Dats
X Neoze to Fereats of Digloma Carference
X Eoval Maticn of Oglorns Canluranie
P - ,,; ,—“‘ =
155 » Cover Page % Trasmpeenss Sene
Travaitise ¥ Ewergency Vastoal Inkcematize

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 - Ferm Completed  that s available at the bottom of each form.
If a form has been completed and the Form Completed checkbox is
marked then a [l 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.
Clicking the link will take the user directly to the form that needs to be
completed.

Forms Progress Cvents and Dates
Form Progress ¥ Form A lnneted Farm I Bvogreas 1 Farm Complaned

Procwes Tvasistion
Meatisg Natice ¥l dasesament Sapormy
Foferval /Exdbuation Devarminatine » CER siumary/Syrahasis of data
Notice p¢ Cornant for SvaleamaRanvalisoos . CER Peasart Lavels
Fesvalvanan ¥ CER Saec e Lanrmwng Duaabitry Regon

X Bobim/inalign ity Scalng Sem E|  CER ShgiMlny Team Manbers
Prisr wrimas Natice | 204 Awview

. Cossaet To Relaate Frvare Dacs

Natice to Farears of Diploma Contareace

X Fieal Natice of Diploma Conferesce
e Sepplerrmatel
IEP » Cave Page ¥ Transportacias Form
Transitien X Emargescy Medical Informatiss
Frasem Lovele Gaate sed Olpmstivar 5l Parent Costast Lag

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.
Fg@nm Events and Dates A“h-nh-ut

5 Records found, Showmg 1 thru §

Delate
A NsEce - Intiases Daa o
AMasne.bsiod Sue -
U2, A%/2008 lousanes Ta A Meemns - Samoi Sasaanes »
allzo0m Spor Wemian fatce - fince Date L}
.

gal1iz008 memation To 3 Megterz - Lt Amerees
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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.

3 Calendar - Microsaft Snbmyey s
£ | may -||zoo03 =] [ =
Sun Mon Tue Wad Thu Fri Sat
i 28 ] 1 2 2
4 5 B I 8 8 10
11 12 13 14 18 16 17
18 18 20 21 22 23 24
26 26 27 28 28 30 A
1 2 2 4 5 &8 I
When a user clicks an a given date, that date will automatically populate
intothedatefield. Today6s date is marked with a dark
background.
To switch months or years the calendar is displaying either select the
Month or Year dropdowns 1Ma¥ =llz003 =1 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 dae
fields. It displays district holidays, non-school days, and other important
districtdatesi n addi ti on to a studentds events an

2} Horizan Puble Schonbs - District Calendar - Micross ot Ciplares =100 %]

= m {2003 =] & Logend: [ |- ssatidape (1]« Ewans

- = pban-Sehoo) Cays

Bun Mon  Tus  Wad  Thu Fn =al

Liet of Holidaye :

09 « Fart Day o Semmear Rrask
L s 13 L

Lick of Non Schaal Dags &
= 9 3 14 06 - Last Day of Classen

- 07 - Horaon High School Gradustion

15 18 ay a Canusny? [ARH
rH 23 F 48 List of Ewants :
29 39 0% - Referrel - Azzerzmant
- Detarminaion - Evabiation bue  #|

Student Tracking Non School Day or Special School
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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
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.

Student Home Page f s DaMm &) e

Student Namve: Narion Jomes 1D: TRAININGIO2S Grade: 10 Age: L7V & (ST

A [Q Fiadsudent | 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.

(> hitps://excent_polk-fl.net/ - Student List - Windows Internet Explorer
¢ Student Search

Student List: Salect by [l » $91 swderes foond. Showing stucernts & thru 10 [ &
| Student N Stodent 10 Cude  Schedt st |
Amura Zais IRALDNIN e TRAINING aztive
Elﬁl AR AN TRAIN '.f:E'-l os TEAINING Active
Habs 23 TRAININGESS or TRAINING Active
Racsebing 32 TBAININGAR: B TRAINING Active
Becven Jisub TRAININGS2Y or TRAINING Active
Raxiny. Smasda TRAININGRIS ¥ TRAINING Actice
n Juil JRAININGI03T 0e TRAINING Active®
Rall, Carnathis TRALNINGI 0N BK TRAINING Aztrve
iael David Dal TRAININGSD 0z TRAINING Actee
Slack Sllisze O IEALNINGSSY os TRAINING Active®
Advanced Search * Indicaces student's LEF is complete ¥
< >

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.

Name

Bar
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Exampl e: I f you wish to |FndS&tudent.Jason Smi:'t
Once the screen appears, type the letter S to go to Jasom8th. 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 Iractive or Ineligible
students from this screen.

(= hitps:/excent. polk-flnet/ - Stisdent List - Windows Inteymet Explorers

* Student Saarch
Studert 1D
Last Name
Fest Name
Geade Selact v
Drstrict Selact v
Schogl Sale ~
Spaciol tducation 7] active [Jinactive
Statun = o
[Freferred  [INot Bigible
| Search | | Full Selsction | -
< »
1. To search for a specific student, you c

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 student 0 s
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, sdect 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 islnactive , Referred and
Not Eli gible by selecting the respective check boxes.
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You can specify any one of the abovementioned criterion or a
combination of them to filter student records.
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Chapter Il

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 Therapi st wan
objectives for her clipboard for access wheisshevorking with that student in
the therapy room.

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

Click the Print icon € on the Tool Bar.

After refreshing, the Parameter Form screen will appear.

Click the checkbox to indicate if this is a Final document.

Note: If the Final checkbox is not checked, then the word Draft will
appear in the lower right corner of the printed form.

Click the Print button.

7. Do not use the Send PDF by Email button at this time.

abrwbd

o

Farameter Form
[0 Fnal

Send POF by E-mat (Thes wil email 1o 88 contacts marked with the msilng address checkbon. Also goes to the
Bocess member team,)

(Punk]

o)

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 thescroll bar on the right hand side of the screen
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N

Click and drag the mouse on the pageitself.

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 selectFile/Close from the
Acrobat Reader tool bar.

5. If the document is correct and ready for printing, the user may
selectFile/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.

w

Scenario: An IEP draft has been fdd 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 Marstghat 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, selectPrint 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.
The second portion of the screen lists the students
5. The program will automatically default to the student who is
currently being worked on.

e
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Student Name: Maon Jones ID: TRAININGI023 Grade: 10 Age: 17V En Q4 Ve chiadors

Select Forms to be Printed

1EP/SP Forms E¥ Forms
IEF Cover Fage _| SF Cover Page | Cower Fage
) Tranution Ll Goals and Odjectives

Esceptional Student Education (Senaces)

L

|

L Fresent Levels/Goala and Otjectives | Serwces

[

[ Assessrmert/Particpation/ Macernene Additional Forms
I

Crurses/ Therapy/ Sarvizes ] Progress Repert

"1 Matix of Service

] Sefect to print McKay Scholarship form

[ Chack tha box if ysu wart & Oraft mark to appesr on the 1EF

[ Select Standard [EP | [ Olear Sdecbons |

Students = 1 Studere found, Shawing 1 thru {
Manan Jenes TRAINING1023 »
[Prce]
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, selectPrint IEP
2. Click the checkbox next to the specfic 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 ucaseloa will appear.
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Sulect Forms 1o bo Printed

IEP/SP Forms

= Maps:iiexcent. poli- 1, et/ 7 DG d < [EPProf Tit - Student ListhAlphDi

* Student Ust

[C] 152 Caver Puge [7] %0 Cover Page Select by W+ 544
] Teanstion L] e Wbt Crabe  Scheol
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1. To print for selectstudents, click the checkbox next to each
student ds name.
2. Click Selectwhen 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 these 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 Solution
Message
Unable to send mail. | Go to Student/Personnel section on Menu Bar and
No mailing contacts | select Student Form.
available for the Enter parentds email ad¢
student. See setion on Online Messaging.
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Cannot Print, There is no parent contact listed on the meeting
Document Has No notice you are trying to print.
Pages

Tips and Considerations for Printing

+ In order to be as cost effective as possible, it is wise to considethe
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 aNew 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.



