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Student Not Found 
1.​ Check the spelling of the name 

2.​ Look the student up in eCSSS 

a.​ Check the Demographics Tab  

i.​ SIS Exit date if it is current student maybe gone 

ii.​ Check School student may have enrolled in a different school 

 

b.​ Check the Referral Tab 

i.​ Active IEP had the projected End date past 

ii.​ Is there a draft IEP 

 

3.​ In Lokahi use the Filter Button and check the box for All students (Incl Inactive) 

 

4.​ In Lokahi use the Schedule to see if you can pull up the student then add yourself as the provider 

5.​ Email Catherine.Fukada@k12.hi.us when everything else fails.  
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My Service List  

 

1. Make sure you are in session logs 

2. Click Add Log  

 

Make sure the Session Date is correct and click next.  

Related Service Students 

 

1.​ To get the students who are Section 504 and IDEA only you need to click on the x next to Tiered Services   

2.​ Click Green Search Button (NOTE you may not have to do this as the list will appear) 
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NOTE the service and Start End date of the service will display. The list will only show Active IEP Services that you are a 

provider listed on the service.  

Tiered Service Students 
For Tiered, student list you need to clear out the related Service and the students who have a tiered plan will show up.  

 

IDEA, 504 & Tiered Students  
For both Services:  Just click Search and all the student will show up.  
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Scheduler in Lokahi 
1.​ Click on Scheduler 

2.​ Click on Add by Student input student name or ID# 

3.​ Click Retrieve Students 

4.​ Click on the Arrow in the IEP Service When it says Inactive that mean a new IEP was created and that IEP is 

inactive so you want to make sure your name is in the Active Service 

 

Type in your name and Select it and then Click Add Provider and now you are on the new IEP Service. 
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Logs in eCSSS – where to find. 
Logs go into eCSSS Production immediately when saved. These logs are view only so if you see an error you need to make 

the change on the original document in Lokahi 

Supports Tab 

 

Services Node 

1.​ Click on the Services + sign 

2.​ Click on the IEP or 504 + sign 

3.​ Click on the Counseling Service it should be highlighted and Provider name shows 

4.​ In the Actions, box click on the Open SBBH Service to see all logs entered for this IEP.  

 

All logs that were created for the IEP Service Counseling will display and you click on and open them up to see the 

details.  
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Tiered Service 

1.​ Click on the SBBH Supports + Sign 

2.​ Click on the Tiered Service + Sign 

3.​ Click to high the Tier Plan 

4.​ In the Actions box Click Open SBBH Tiered Service to Reveal the plan 

5.​ In the Actions box Click on Open Session log to reveal the Log for the Tiered Plan 

 

Tiered Service Plan 
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Session Logs 

 

Non-Caseload 

1.​ Click on SBBH Supports + Sign 

2.​ Click on Non-caseload to highlight  

3.​ Click Open Session Logs 
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Session Logs- This is a running list no time constraints on this so all Logs will show.  
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