Searching for All of Your Special Education Students in SpEd Forms

We are learning more and more each day about the reports that are run in SpEd Forms. Some of them are
really intuitive, some less so. We’ve also discovered that sometimes our definition of what an active special
education student is doesn’t necessarily match what SpEd Forms is.

Consequently, for this one, | ask that you run a couple of reports to get your list of Special Ed students and
please give me (Bill Underwood) feedback on what the benefits and drawbacks of each report might be.

There is also some basic information about running reports you should know about, if you are hoping to get
these reports in a Google Sheets format or an Excel format.

Combined Report

To access the Combined Report, click on Admin
reporting. On the menu bar on the left (2.0) or in
the menu drop-down on the top right (1.0)
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When you first go to Admin reporting, you will
likely be brought to the SpEd Forms tab. But
notice you can also run reports for GenEd Forms,
MA Forms and Custom reports. Lots to explore!

GenEd Forms SpEd Forms ) MA Forms ) Custom
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You'll also notice that you can run Searchable or
Quick reports under each of those tabs.

The Combined Report is a Searchable report.
Click on 7. Combined Report to get started.
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1. Child Count 2. Caseload/access

3. Student list 4. Duplicate students

5. Student sharing 6. Teacher workload analysis

7. Combined report 8. Timeline monitoring

If you’re not immediately presented with a page
where you can enter search parameters, click on
Search again
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Search again

Near the top, you'll want to make sure that you
select your school. Below that, you will see all
sorts of other criteria that you could search by, but
if you're trying to get all of your special education
students, you'll want to just filter by the school.
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https://docs.google.com/document/d/1Z7jLRHPM7Natz9InUJWB1KeSU_h4_JBbKc8ng6_pdA8/edit
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To download the report after it is run, you can click
on Save to File (in very small blue letters near the
top left of the screen)

NOTE: If this report is orderec
when printing.
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Depending on how you have your computer set
up, one of 2 things will happen.

1)The file will automatically download to the spot
where your computer saves downloads (typically
your Downloads folder)

OR

2) You will get a prompt to save the file and you'll
get to choose where to save it.

Either way, the file will be saved as a .csv file.
This stands for Comma Separated Values. It can
be opened in Google Sheets or Excel. Directions
for opening the file are below.

=l caseload_access_export.c w

Save as type: | Microsoft Excel Comma Separated Values File (*.csv) ~
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Child Count Report

When | ran my test, this report ended up showing the exact same students as the report above, just different
information. However, my reports have not been extensive, so if you see a discrepancy between this report
and the one above, please let me (Bill Underwood) know.

To access the Combined Report, click on Admin
reporting. On the menu bar on the left (2.0) or in
the menu drop-down on the top right (1.0)

Admin organization
Admin overview

&5 Admin students

[ Admin reporting .
Admin students

Admin support

-

&% Admin educators

2.0 1.0

When you first go to Admin reporting, you will
likely be brought to the SpEd Forms tab. But
notice you can also run reports for GenEd Forms,
MA Forms and Custom reports. Lots to explore!
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You'll also notice that you can run Searchable or
Quick reports under each of those tabs.

The Child Count Report is a Searchable report.
Click on 1. Combined Report to get started.
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Near the top, you'll want to make sure that you
select your school. Below that, you will see all
sorts of other criteria that you could search by, but
if you'’re trying to get all of your special education
students, you'll want to just filter by the school.
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Closer to the bottom, you’ll see all sorts of check
boxes and radio buttons that you can use to help
filter out kids. | would recommend checking Active
SpEd and IEP.
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The report will come back giving you quite a bit of
information about the student. However, this isn’t
a really great format to look at it all in. You can
download it instead to be opened in Excel or
Google Sheets.
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0011 | 0011 |01 01 | 07/13/2023 | Digatono, Gina

0011 | 0011 |11 03 | 01/052023 | Barrett, Nicholas

0011 | 0011 |03 03 | 11721/2022 | Watters, Angela

0011 {0011 |12 41| 020032023 | Waters, Angela
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To download the report after it is run, you can click . _
on Save to File (in very small blue letters near the NOTE: If this report is orderec
top left of the screen) when printing.
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1)The file will automatically download to the spot
where your computer saves downloads (typically
your Downloads folder)

OR

2) You will get a prompt to save the file and you'll
get to choose where to save it.

Either way, the file will be saved as a .csv file.
This stands for Comma Separated Values. It can
be opened in Google Sheets or Excel. Directions
for opening the file are below.
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Opening Downloaded Reports with Google Sheets

After you’ve downloaded the report from SpEd L
forms, you can quickly and easily import it into ﬂ
Google Drive. First, you need to find the i) o

document. €55 EXport.cs

Then navigate to the folder in Google Drive that
you want to move the report to.

Once you've found the file and opened the correct
folder in Google Drive, you can simply drag and caseload_access_export 2 | Google Sheet | me

drop the file into that folder.
B cascload_access export.csv <+ | Google Doc | me

What happens next will depend on your Google
Drive settings. If you have NOT turned on
Convert uploads in your Google Drive settings,
then the report will show up as a Google Doc (the
bottom blue icon shown to the right)

If you do have Convert uploads turned on, then
the report will automatically be converted to a
Google Sheet.

If your file imported as a Google Doc and you
want to convert it to a Google Sheet, then right
click on the Google Doc icon then select Open
with and Google Sheets.
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This will cause a second copy of the file in Google
Sheets format. My recommendation would then
be to delete the Google Docs version so you don’t
get cluttered and confused.
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Opening Downloaded Reports with Microsoft Excel (desktop version)

After you’ve downloaded the report from SpEd N
forms, the steps you take next depend on how you ﬂ
have your computer set up. You can see in the sl s

icon on the right, my file actually has the Excel o (S
icon on it. This is because I've taught my N
computer to open up .csv files with Microsoft
Excel.

If your icon looks like the one to the right, you can
likely just double-click on the file and it will open in
Excel.
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If you haven’t taught your computer to open up
.csv files in Excel, then the icon will likely look like
a text icon and will naturally open in a text editor.

If your icon looks like this, then the easiest way to
get it to open in Excel is to open Excel first.

Once Excel opens, then you're going to want to
navigate to Open.

Good morning
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immediately do a Save As and save it an as Excel
document so it is simpler to access and you can
do more powerful things with it.
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Then you will need to Browse for the file. e ———
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@ Add a Place
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By default, Excel will only look for Excel files. 5
You'll need to change this by clicking on All Excel
Tools = Open - Cancel
«| | All Files (*%) v
Tools = Open b Cancel
Then you'll be able to find your .csv file and click Ut e
on Open to open it in Excel yatz|EA) cascload access export.cov
p p . =
My recommendation at this point would be to File name: |caseload_access_aport-csv v| All Files (%)
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FAQs
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