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TN PULSE Overview and Logistics

The Tennessee Plans for Learning Success and Excellence, or TN PULSE, is the newly designed statewide data
management system that offers a comprehensive platform to develop and house student learning plans. TN
PULSE replaces the previously used EasylEP or EdPlan portal with expanded functionality to serve as the
system of record for the Individual Education Program (IEP), Individual Learning Plans for Students with
Characteristics of Dyslexia (ILP-Ds), and Individual Learning Plans for English learners (ILPs), as well as
Section 504 plans.

Please Note: This manual uses the term Case Manager several times when speaking about school-based individuals assigned to
students with different types of plans. However, please keep in mind that ESL Specialists and 504 Chairpersons have similar roles as
Case Managers, and that term should also refer to those titles.

TN PULSE Log-in Steps

1. Open a web browser and use the below URL for Single-Sign-On.

https://tnpulse.pcgeducation.com/easyiep.plx?op=openid_connect_login&OpenID Set=1

2. The user will be redirected to the Tennessee Department of Education (department) login when
clicking the link. Enter your email address and click Next to enter your password or Pick an
Account if multiple accounts are available.

Education

Pick an account

Cox IV, Dana
@ decox@pcgus.com

Connected to Windows

Education
Sign in

PCG Test User 1

dev.tnedu.gov

pcg_test_3@dev.tnedu.gov

pcg_test_2@dev.tnedu.gov

Use another account

The user will be logged in under their specific

district when the password is entered. partment of
&  Education
€ pcg_test_2@dev.tnedu.gov

Please Note: The username is not case-sensitive, but the password is

. . Enter password
case-sensitive and must have at least eight characters. Please do not P

Forgot my password


https://tnpulse.pcgeducation.com/easyiep.plx?op=openid_connect_login&OpenID_Set=1

leave your password for others to see or select Yes in the box that asks, “Do you want the browser to remember this

password?”

Electronic End-User Agreement

Upon initial login to TN PULSE, users must acknowledge that they have read and understood the PCG End-
User Agreement policy by clicking Agree on the initial log-in page. If users do not acknowledge and click Do
Not Agree, they are automatically logged out of TN PULSE.

Public Consulting Group, LLC.
Electronic End-User Agreement
PCG Licensed Products

NOTICE TO EMD-USER: BY SELECTING "I AGREE" BELOW, YOU AGREE TO ALL OF THE REPRESENTATIONS AND TERMS SET FORTH BELOW.

Tennessee Reference System ("the School System”) has purchased a license 10 use a Public Consulting Group, LLC. {"PCG") electronic software product subject to the provisions of a licensing agreement betwee:
the School System and PCG (“the PCG Licensed Product”). (PCG Licensed Products include, but are not limited 1o BehaviorPlus™, ClassroomTrac™, EasylEP™, and EasyTrac™ )

‘You, the End-User of the PCG Licensed Product, represent and agree as follows:
1. You are an employee of the School System and you are authorized by the School System to use the PCEG Licensed Product

| System

2. ¥ou will use the PCG Licensed Product only for authorized School Syste

3. You will not share your password with any other person, and will changf your password as may be required by PCG of School System

4. You will not access or attempt to access the PCG Licensed Preduct software that is not intended for user access, and will not copy, transfer, reverse engineer, disassemble, decompile, distribute, modify,

translate, or create derivative works of the PCG Licensed Product software or any part of the PCG Licensed Product software.

5. You acknowledge that the PCG Licensed Product is the property of PCG and is protected by copyright, trade secret and contract laws.

6. This service may contain translation powered by Google. Google disclaims all warranties related to the translations, express or implied, including any warranties of accuracy, reliability, and any implied
warranties of merchantability, fitness for a particular purpose and noninfringement

AGREE DON'T AGREE

Mote: Clicking en "Dont Agree” will log you out

Main Menu Bar

The Main Menu bar is the primary menu for navigating TN PULSE. From here, users can search for
students, navigate wizards that simplify more complicated tasks through small tasks, search for previously
generated documents and reports, and other admin/school system-related functions.

TN | PULSE STUDENTS ¥  MYACCOUNT v  WIZARDS  ADMIN v FE
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Dashboard

The TN PULSE Dashboard contains widgets that display a subset of information on students' individual
learning plans within the platform for the respective district. The dashboard widgets change depending on

the user's role within the district and their associated permissions. Examples of widgets are below. The
information button on each widget defines the data that is displayed.

TN ‘ pULSE STUDENTS v MY ACCOUNT v WIZARDS ~ ADMIN v 52

Message Center | Alerts, Action Items and Help Desk My Schools My Calendar
Document Response Alert from Help Desk ) o - e
e & test school by A
New EssylEP Document Response @ abc &test school
Parent Pete Davidson has respo @ New School MON TUE WED THU FRI SAT
12 3 a ¢
@ Sample School o
8 9 10 1 12
© TestSchool
15 16 17 18 19
2 23 24 5 2
20 30 3
My Reports Special Education Compliance (@ Announcements
ww/sarouza 1002 VU
-
1008
B All Student Export (txt) = 11.17.23 - ILP Import Instructions
A1V 80% -~ £ = ham
o P co% . o ™ '
b 7.59:.00 “ 1ata ar o -
20% ! i Drai °
v ull la will be
g N 0 available after Nov. 30, 2023
R R, o8
5, 20 0:32:00
—_— Eligibilty = 159 March Release:
All Student Export (G - mn Coming g Outof
B Al Student Export () compliance Due Compliar A full list of items released on or before
March 28, 2024 has been added to the
Resource Library for review.

Message Center

The Message Center widget lists current messages, alerts, and action items for users to view upon sign-in.

These messages may include alerts regarding overdue ILPs, compliance alerts, and other announcements
pertinent to students assigned to the user’s caseload.

Message Center | Alerts, Action liems and Help Desk

Docurnent Response Alert from Help Desk
Wiews £
Mew EasylEP Document Response View All Messages
Parent Pete Davidson has respo
Send Message

© Tennessee Department of Education



My Schools

The My Schools widget will list the school (s) associated with a specific users' account.

My Schools

& abc &test schoal
@ New School
& Sample School

& Test School

My Calendar

The My Calendar widget displays the calendar for the current month, week, and day. To view appointments
or add a new appointment, click on a date and choose New Appointment. A new window will appear.

My Calendar
¢ JUN JULY 2024 AUG »

SUN MON TUE WED THU FRI SAT

4
O -

18 19 20

Appointments

New Appointment

2 22 23 24 25 2 7

28 29 30
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Enter details about the new appointment, including the category, colored label, start and end time, etc. Click
Save when you are finished, and the new appointment will now be displayed on the calendar.

Add Calendar Event X

~ Event Type

@ Calendar Entry Reserved Time Service

Calendar Entry Details

onal fields to provide more
selecting their name
o edit will populate as

endar event. Category, Label, Location, and Desc
us ching A
se cal

Entry Name Category Label ~
(Required)
Entry Date Start Time End Time
07/11/2024 ™  hh:mm am/pm ®  hh:mm am/pm ® All Day?
(Required) (Required)
Location

Description

18

Projected IEP Date for Ray

@ 12p [EP Meeting
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To edit the calendar, click the three dots in the upper right-hand corner and select Edit My Calendar.

My I::alemﬁ\

AL * Edit My Calendar

UM MON TUE wew 1HU  FHE =8

1 2 3 4 3

X2 23 24 25 2% I

To create a calendar event or schedule services, click on a day and select the Event Type. Enter the
necessary details and click Save to create your event or series.

Add Calendar Event

v Event Type

Calendar Entry Reserved Time Service

Please Note: Click the calendar icon on the Main Menu bar to access the school system calendar. This will display the
schoolwide calendar, including events, teacher workdays, holidays, and other important dates. A Calendar Legend is provided

at the bottom right of the calendar for reference.

TN | PULSE
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July 2024 Py e P

129 IEF Mesting

Calendar Legend:
O = Current Date O =# School Day
B = Holiday B = Teacher Workday
O = Teacher Inservice @ =* Abbreviated Schoal Day
B = Snow Day O == Weekend
O = Summer
* = Services Provided

The five icons in the corner offer the functionalities listed below:

My Calendar

-
™5 Print calendar

Filter calendar entries by
color, service, or school

Import/Export calendar

Pg 10

Edit preferences and settings

View all services in a separate
window
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District Calendar

A new district calendar is essential for each school year. Follow the steps below for adding a new district
calendar in TN Pulse™.

1. Add the new school year to the school years page of the calendar. Click on the Calendar icon on
the main menu bar and Scroll to the bottom and click on the Edit School Years button.

EDIT SCHOOL YEARS

2. Scroll to the bottom and Click the Add Next School Year button to add the new school year.

NOTE: You cannot delete a school year if a Report Card has been created for that
school year or if that year is the currently selected School Year for the School
System. Please do not create "holes" in the School Years. If you do, then next
time you add a new school year, the holes will be filled in before higher school

years are added.

UPDATE THE DATABASE

ADD PREVIOUS SCHOOL YEAR | ADD NEXT SCHOOL YEAR I

3. Enter the begin date of 7/1/YY and the end date as 6/30/YY.

(J 20252026  07/01/2025 06/30/2026 365 261

4. Updating the school year calendar dates on the Edit School Year page sets all of the weekdays to
instructional school days (green). Additionally, the district needs to enter any non- instructional days

and summer days.
5. Select the Month and Year to view each month of the school year. Click on a specific date to identify

as a non-school day.

< 0 May v 2025 v/ e » May 2025 = @«mk day

Sun Mon Tue Wed Thu Fri Sat
s
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6. Select the Day Type from the drop down menu options and enter a ‘Label’ to appear on the

calendar.

Level Day Type Label

School System -

" School Day F
Holiday
ge the Day Type and Label for multiple days at once, please enter
Teacher Workday the format mm/dd/yyyy - mm/dd/yyyy. You can also enter
Teacher Inservice anges separated by a comma. If you use this feature, the day that

the calendar (5/12/2025) will only be included if occurs in one of
Abbreviated School Day s you enter. Also note that if you add any calendar entries below

'New Calendar Entries:"), they will only be added to the date
Snow Day to dates in the date ranges you enter here.

Weekend
Summer

To update the district calendar with instructional school days, breaks, and holidays, select the calendar icon
in the blue menu.

TN ‘ PULSE STUDENTS MY ACCOUNT ~ WIZARDS  ADMIN ~ =

Click on a square in the calendar to open include a new holiday or event.

“lo oy ~| w2 o~ (8] July 2024

In the first section, School System, select a Day Type in the dropdown. This can include a school
day, holiday, teacher in-service day, etc. Add a label. To change the Day Type and Label for
multiple days at once, enter a date range in the format mm/dd/yyyy - mm/dd/yyyy. You can also
enter multiple date ranges separated by a comma. If you use this feature, the day that you
selected in the calendar (9/5/2024) will only be included if the date occurs in one of the date
ranges you enter.
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Please Note: if you add any calendar entries below (where it says "New Calendar Entries:"), they will only be
added to the date 9/5/2024, not to dates in the date ranges you enter here.

Level Day Type Label

Scheol Syster Teacher Workday v
School Day
Holiday
Teacher Workday
Teacher Inservice e the Day Type and Label for multiple days at once, please enter

he format mm/dd/yyyy - mm/dd/yyyy. You can also enter
Abbreviated School Day nges separated by a comma. If you use this feature, the day that
Snow Day the calendar (9/5/2024) will enly be included if occurs in one of
‘Weekend you enter. Alsa note that if you add any calendar entries below
Summer 2w Calendar Entries:”), they will only be added to the date
=rmoeto dates in the date ranges you enter here.

05/06/2024-01/03/2025

New Calendar Entries:

NOTE: Calendar Entries are simply labels that are displayed for a particular day.
They have nothing to do with the “day type” and have no effect on whether a day
is considered a "working day”, "extended school year day” or "administrative
working day”

UPDATE THE DATABASE

Please Note: Calendar Entries are simply labels that are displayed for a particular day. They have nothing to do with the "day

"non

type" and have no effect on whether a day is considered a "working day", "extended school year day" or "administrative
working day".

Once complete, select Update the Database.

Progress Report and ADM Periods

To add or edit a progress report or ADM period, select the calendar icon.

TN ‘ PULSE STUDENTS ¥  MYACCOUNT ¥  WIZARDS  ADMIN v [

Once on the calendar page, scroll down and click Edit School Years.

EDIT SCHOOL YEARS
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Atable will appear. Find the current school year in the left-hand column. On the right side, find the row for
Report Periods (Progress Report Periods) or ADM Reporting Periods for the current school year. Click Edit.

<«

Report Periods Report Periods  Report Periods
Del School Year Begin Date End Date Cal Days SchDays ESY Schedule Report Periods (ADM Reporting Periods) (ILPD) (ILP Reporting Periods)
1997-1998 EDIT EDIT EDIT EDIT EDIT
[ 19981999 EDIT EDIT EDIT EDIT EDIT
0 1999-2000 EDIT EDIT EDIT EDIT EDIT
[ 2000-2001 EDIT EDIT EDIT
[0 2001-2002 EDIT EDIT EDIT
0 20022003 EDIT EDIT EDIT
O 20032004 EDIT EDIT EDIT
20042005  07/01/2004 09/30/2005 457 326 EDIT EDIT EDIT EDIT EDIT
[0 2005-2006 EDIT EDIT EDIT EDIT EDIT
[ 2006-2007 EDIT EDIT EDIT EDIT EDIT
0 2007-2008 EDIT EDIT EDIT EDIT EDIT
[ 20082009  07/01/2008 06/30/2009 365 261 EDIT EDIT EDIT EDIT EDIT
0 20092010 | 07/01/2009 06/30/2010 365 261 EDIT EDIT EDIT EDIT EDIT
2010-2011 07/01/2010 06/30/2011 365 260 EDIT EDIT EDIT EDIT EDIT
\ 20112012 07/01/2011 06/30/2012 366 261 EDIT
20122013 07/01/2012 06/30/2013 365 213 EDIT
20132014 08/01/2013 05/23/2014 296 212 EDIT EDIT EDIT
smaoms camimaiy M cmomnis PR s o VSN NEFTEE O BFTED O BT O BT

Include the Reporting Period Name. Add the Begin Date, End Date and/or Due Date for the reporting
period. If this reporting period correlates to ESY, click the box. Once complete, select Update the Database.
To add another reporting period, click Add Another Reporting Period. Please Note: If you delete a given
reporting period, ALL higher numbered reporting periods will also be deleted.

Del Reporting Period  Reporting Period Name Begin Date End Date Due Date ESY CalDays SchDays
m] 1 I Reporting Periad 1 08/01/2023 10/06/2023 I 0O &7 a8
0 2 Reporting Period 2 10/09/2023 01/01/2024 ] 25 48
u] 3 Reporting Period 3 01/02/2024 03/11/2024 0 70 1]
] 4 Reporting Period 4 03/12/2024 06/30/2024 ] [m] 111 65

NOTE: If you delete a given reporting period, ALL higher numbered reporting periods will also be deleted.

UPDATE THE DATABASE

AUTO-FILL BEGIN AND END DATES

ADD ANOTHER REPORTING PERIOD
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Click Auto-Fill Begin and End Dates for a new window to display. Add the begin date of Period 1 and
number of days included per period. The system will auto-fill the begin and end dates based on the answers
submitted. Click Update the Database.

Number of Reporting Periods 1

Begin Date of Period 1:

Number of Days per Period

Use School (working) Days: a

UPDATE THE DATABASE

TN PULSE: How to Edit/Add Reporting Periods

There are multiple reporting periods Permission Group 1 users should be updating on an annual
basis. Each reporting period pulls into specific processes within the TN PULSE system.

1. Add reporting period names, begin date(s) and end date (s). Once complete, click Update
the Database.

Del Reporting Period Reporting Pericd Mame Begin Date End Date Due Date ESY CalDays SchDays

O 1 Reporting Period 1 08/01/2023 10/06/2023 u| 67 48

[ 2 Reporting Period 2 10/09/2023 01/01/2024 D 85 48

O 3 Reporting Period 3 01/02/2024 03/11/2024 | 70 48

O 4 Reporting Period 4 03/12/2024 06/30/2024 0 1 65
MNOTE: If you delete a given regarting period ALl higher hered reporting periods will also be deleted.

UPDATE THE DATABASE

AUTO-FILL BEGIN AND END DATES

ADD ANOTHER REPORTING PERIOD

Report Period Breakdown

Report Periods
Update Frequency: Annually

The Report Periods column will directly correlate to the Progress Report /Goal Progress
Monitoring process within TN PULSE. When generating a Progress Report and selecting a specific
reporting period, the system will refer to the dates below. Please set the reporting periods at the
start of each school year.
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Please Note: The name in the Reporting Period Name field will be displayed in the Progress Report Wizard. A
helpful hint is to include the date range in the name to make it easier for case managers to tell which period to
select. For example, ‘Reporting Period 1: 8/2/2024 - 9/24/202’

Report Pericds Report Periods Report Periods
Del School Year Begin Date End Date CalDays SchDays ESY Schedule |Report Pericds [{ADM Reporting Periods) (ILPD) (ILP Reporting Periods)

1997-1998 EDIT

o = I Ea

EDIT

Del Reporting Period Reporting Period Name Begin Date End Date Due Date ESY CalDays SchDays
O 1 1 07/01/2024 09/28/2024 O 90 38
O 2 2 09/29/2024 12/27/2024 f‘é O 90 46
o 3 3 12/28/2024 03/27/2025 O 90 50
O 4 4 03/28/2025 06/25/2025 ﬁ O 90 39

Report Periods (ADM Reporting Periods)

Update Frequency: Annually and anytime there is a change to the district calendar. For
example, if the district is out for inclement weather days or there is any change in the instructional
school days, the calendar must be updated, and the ADM Report Periods must also be updated.

The ADM Reporting Periods should be aligned with the ADM reporting periods in EIS. The ADM by
Options Report pulls the reporting period dates from the ADM Reporting Periods set up under
here.

Please Note: ADM reporting periods cannot be longer than 21 days.

Report Periods Report Periods Report Periods
Del School Year Begin Date End Date Cal Days SchDays ESY Schedule Report Pericds| (ADM Reporting Periodd) (ILPD) (ILP Reporting Periods)

Report Periods (ILPD)
Update Frequency: Annually

EDIT

The ILP-D Reporting Periods pull into the Quarterly Monitoring page in the ILP-D process. If your
district is not using the Quarterly Monitoring page in TN PULSE, these reporting periods are not
required.

Report Pericds Report Periods |Report Periods
Del School Year Begin Date End Date Cal Days SchDays ESY Schedule ReportPericds (ADM Reporting Periods) | (ILPD) (ILP Reporting Pericds)
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Del Reporting Period Reporting Period Name Begin Date End Date Due Date ESY CalDays SchDays
O 1 Quarter 1 07/01/2024 09/30/2024 ﬁ a 92 61
O 2 Quarter 2 10/01/2024 12/31/2024 ﬁ a 92 60
0 3 Quarter 3 01/01/2025 03/31/2025 O 90 59
O 4 Quarter 4 04/01/2025 05/31/2025 ﬁ O 61 41

Report Periods (ILP Reporting Periods)
Update Frequency: Annually

The ILP Reporting Periods pull into the Quarterly Monitoring page in the ILP process. These

Del Reporting Period  Reporting Period Name Begin Date End Date Due Date ESY CalDays SchDays
] 1 ADM Reporting Periods 1 08/06/2024 09/03/2024  [E] a 29 20
] 2 ADM Reporting Periods 2 09/04/2024 10/01/2024 ﬁ [m] 28 20
] 3 ADM Reporting Periods 3 10/02/2024 11/08/2024 (] 38 20
] 4 ADM Reporting Periods 4 11/12/2024 12/16/2024 ﬁ a 35 20
] 5 ADM Reporting Periods 5 12/17/2024 01/30/2025 ﬁ [m] 45 20
O 6 ADM Reporting Periods 6 01/31/2025 02/28/2025 ﬁ a 29 20
O 7 ADM Reporting Periods 7 03/03/2025 04/04/2025 ﬁ m] 33 20
O 8 ADM Reporting Periods 8 04/07/2025 05/05/2025 a 29 20
O 9 ADM Reporting Periods 9 05/06/2025 05/22/2025 ﬁ O 17 13

Reporting Periods are also used for the Classroom Observations table on the Quarterly

Monitoring page. If your district is not using the ILP Quarterly Monitoring tile in TN PULSE, these

reporting periods are not required.

Del School Year Begin Date End Date

Report Pericds
Cal Days SchDays ESY Schedule ReportPericds (ADM Reporting Periods) (ILPD)

Report Periodd

Report Periods
(ILP Reporting Pericds

Del Reporting Period Reporting Period Name Begin Date End Date Due Date ESY CalDays SchDays
] 1 Quarter 1 07/01/2024 09/30/2024 ﬁ a 92 61
O 2 Quarter 2 10/01/2024 12/31/2024 ﬁ O 92 60
O 3 Quarter 3 01/01/2025 03/31/2025 O 90 59
O 4 Quarter 4 04/01/2025 05/31/2025 ﬁ O 61 41
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Email Alerts
TN PULSE can send out a notification when a compliance date for a student has passed, or is about to pass
for Section 504 Plan, Eligibility Determination, ISP, IEP, and 504 Eligibility.

Also, an alert can be sent to a user for students:
e For whom the user is the case manager
e Who attend a school the user is associated with
e Anystudentin the school system.
o An alert will be sent when the date in question is a fixed number of days overdue. For
example, if you specify one day overdue, the alert will be sent exactly one day after the due

date has passed.

To add or edit email alerts for specific users, search for the desired user. Click the name of the user to

access their account.

CP  Name School(s) Students Title User Type E-mail Address Last Login
| Emma GPM Test I SS 14,15 Permission Group_5 email@email.com
@  .ennifer Training Test S8 15,9 Permission Group_8 jsteml @pegus.com 01/09/2024 11:14:00
Macie JenTeacher Test -All- 0,0 Permission Group_1 jttest@email.com 04/04/2025 11:59:00
Rosie Test Ss 3,23 Paraprofessional Permission Group 16 rosietest@email.com 01/17/2025 14:22:00

Scroll to the bottom of the page. Click Add an E-Mail Alert

LICENSED EFFECTIVE DATES

Select one or more of the checkboxes for the following Alert Types:
e |[EP
o ISP
o Eligibility Determination
e Section 504 Eligibility
e Section 504 Plan
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(J-All- () Rejected IEP (10 Days or Greater) [0 Rejected Section 504 Non-Eligibility (10 Days or Greater)

[ Initial Consent for Eligibility Evaluation Received ISP () Proposed Section 504 Plan (10 Days or Greater)
Eligibility Determination [ Rejected ISP (10 Days or Greater) Section 504 Plan

Type: (] Rejected Eligibility Determination (10 Days or Greater) [ Proposed Section 504 Eligibility (10 Days or Greater) [ Rejected Section 504 Plan (10 Days or Greater)
(] Rejected Non-Eligibility (10 Days or Greater) Section 504 Eligibility (D ILP-D Eligibility
IEP [J Rejected Section 504 Eligibility (10 Days or Greater) [ ILP-D Plan

(If you select -All-, don't select individual types)

v

Send an alert for:  Students at User's Schools
Number of Days Overdue: = -30,-15, 15, 30 (Separate multiple values with a comma. Values may be negative. Types listed with day settings will ignore this field.)

Also alert if Overdue more than any of these values

User Specific: (] Send UBS Burst Report Alerts

UPDATE THE DATABASE

Choose from the options in the Send an Alert For dropdown menu. Select Any Student if alerts should be
sent for any student, Student at User’s School if alerts should be sent only for students associated with the
user's school, or Students the User is a Plan Manager for to only send alerts for students the user is the

plan manager for.

O -All- [ Rejected IEP (10 Days or Greater) [ Rejected Section 504 Non-Eligibility (10 Days or Greater)
[ Initial Consent for Eligibility Evaluation Received ISP [ Proposed Section 504 Plan (10 Days or Greater)
Eligibility Determination [J Rejected ISP (10 Days or Greater) Section 504 Plan
TYPE: () Rejected Eligibility Determination (10 Days or Greater) [ Proposed Section 504 Eligibility (10 Days or Greater) () Rejected Section 504 Plan (10 Days or Greater)
() Rejected Non-Eligibility (10 Days or Greater) Section 504 Eligibility [JILP-D Eligibility
IEP [0 Rejected Section 504 Eligibility (10 Days or Greater) [ ILP-D Plan
(If you select -All-, dont select individual types)
Femi analertfor:  Students at User's Schools M I

Number of Days Overdue: = -30,-15, 15, 30 (Separate multiple values with a comma. Values may be negative. Types listed with day settings will ignore this field.)

Also alert if Overdue more than any of these values

User Specific: (] Send UBS Burst Report Alerts

UPDATE THE DATABASE

Set up alerts for the number of days overdue by typing positive numbers in the Number of Days Overdue
field. To set up alerts that will be sent before a student is overdue, type negative numbers in the Number of
Days Overdue field. For example, if Ms. Smith wants to receive alerts for students 15 and 30 days prior to
the due date, she will type -30 and -15. If she wants to receive alerts 15 and 30 days after the due date, she
will type 15, 30. This list should be comma-separated. If user would like to receive an alert if overdue more

than any of the values provided, select the checkbox below.
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Once complete, click Update the Database

O-All- (0 Rejected IEP (10 Days or Greater) [ Rejected Section 504 Non-Eligibility (10 Days or Greater)
([ Initial Consent for Eligibility Evaluation Received ISP [ Proposed Section 504 Plan (10 Days or Greater)
Eligibility Determination [ Rejected ISP (10 Days or Greater) Section 504 Plan

Type: [ Rejected Eligibility Determination (10 Days or Greater) [ Proposed Section 504 Eligibility (10 Days or Greater) [ Rejected Section 504 Plan (10 Days or Greater)
[J Rejected Non-Eligibility (10 Days or Greater) Section 504 Eligibility ([ ILP-D Eligibility
IEP [ Rejected Section 504 Eligibility (10 Days or Greater) [ ILP-D Plan
(If you select -All-, don't select individual types)

Send an alert for:  Students at User's Schools v
INumber of Days Overdue:  -30,-15, 15, 30 (Separate multiple values with a comma. Values may be negative. Types listed with day settings will ignore this field.) I

Also alert if Overdue more than any of these values

User Specific: [ Send UBS Burst Report Alerts.

UPDATE THE DATABASE

To review existing email alerts already set up for users, scroll to the bottom of the user's page. There will
be a list of current alerts, the type of alert and number of days the alert is scheduled to send. Please Note: If a
user does not have email alerts set up, this will not show

B Alerts set up for Akshaya Test

Del Level Type Num Days
O Students at own School Eligibility 2

O Students at own School Eligibility 2

O Students at own School Eligibility 30

[m] Students at own School ISP 2

O Students at own School ISP 2

[m] Students at own School ISP 30

My Reports
The My Reports widget lists all reports a user has created recently, including draft documents that have not
expired.

My Reports

E |EP Consideration of Special
Factors Behavior RPT

07/01/2024 12:24:00

E All Student Export (txt)

06/24/2024 18:02:00

B All Student Export (txt)

06/24/2024 18:00:00
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Special Education Compliance

The Special Education Compliance widget displays three bars for each section: Eligibility, IEP, and
Individual Service Plan (ISP). One bar represents the total percentage of students in the state who are
compliant, while one bar represents the percentage of students with a due date coming within the next 30
days. The last bar represents the total percentage of students past the due date for an eventin the given
section. The events populating this widget will be Initial and Annual IEPs and Initial and Re-Evaluation
Eligibilities.

Special Education Compliance o
100% 7 89%
a0% — o 7T%
60% —
40% 28%
23%
20% I - I
1% 7% 4% 0%
0% — ||
Eligibility IEP ISP
In Coming = Qut of
Compliance Due Complial

Clicking any bar will open the Compliance Data Drill-Down page, which displays a breakdown of students
by district in each compliance status. Users can navigate to the district site from that page by clicking the
district name.

Special Education Compliance by School RETURN TO DASHEOARD

Overall Counts

Overall Compliance - Eligibility Overall Compliance - IEP Overall Compliance - ISP
Compliant Non-Compliant Compliant Non-Compliant Compliant Non-Compliant
24%  76% 12%  88% 29%  71%
74 Students 220 Sudents 20 Students 153 Students 2Studems 5 Srdents
303 Total Students 173 Total Students 7 Total Students

Counts by School

Show 25w entries Search:
hoal Tots 0
1234 sho e 1 I 2 3 15 0 ] 0 ]
schacl
14311 Edemal 0 2 2 0 o 1 1 0 0 o 0
schoo
New Schoo! o 5 [ o [} [ [} 0 [ 0 [
E Sample 56 1 193 250 0 6 126 142 o 5
schoo
TEST TestSchool 4 o 2 18 0 [} a 9 ] 0 1

Showing 1 to 5 of 5 entries Previous 1
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Announcements

The Announcements widget displays current announcements from the state department, school district, or
PCG teammates. It is important to frequently check the announcements to see most current updates on
policy, technology, and school district information.

Announcements

11.17.23 - ILP Import Instructions

Importing of ILP fields such as home
language survey responses and student
information is now available in TN
PULSE. The instructions to import the
data are available in the TN PULSE folder
in the Resource Library. Please note the
full language code mapping will be
available after Nov. 30, 2023.

March Release:

A full list of items released on or before
March 28, 2024 has been added to the
Resource Library for review.

Known Issues:
Please refer to this list prior to

submitting a help ticket to the message
board.

Students By Special Education Disability

The Students by Special Education Disability widget displays all State of Tennessee-defined disability
categories with statewide totals for students who currently have final eligibility in place according to their
Primary Disability. The disabilities used in this widget will auto-populate from the eligibility event. The total
number of students is displayed. above the bar for each category.

Please Note: if no students are in the category, the category will not be displayed in the widget. (For example, in the screenshot
below, there are no students on this caseload with Other Health Impairment (OHI), so that does not display in the widget when
it appears.

Students by Special Education Disability - Federal (25 Total Students) e o

15

10 -

13
-
3 3 3
2 2 2
0 | |
AUT EM HI MD oHI o SLD su TEl v

N

Note: Selecting the three dots in the top corner allows users to switch between a state view or a Federal view.
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The widget header displays the total number of students in all categories. Clicking any bar opens the TN
Disability Breakdown by District, which shows a breakdown of students by district in each disability
category. Users can navigate to a district site from that page by clicking the district name.

Students by Special Education Disability by School

Federal TN

Show 25 ~ entries

School Code Schoal AUT EMM
1234 abc & test school 0 0
14311 External School 0 0
New School 1 1
TEST Test School 2 0

Showing 1 to 4 of 4 entries

4 o e olx

RETURN TO DASHBOARD

Search:
MD OHI 0 SLD L T8I VI Tota
0 1 1 8 2 2 1 15
0 0 0 1 0 0 0 1
0 2 0 1 0 0 0 6
1 0 1 3 1 0 0 9

Clicking the info or 0 icon will open a window containing additional details on the data within the widget.

Students by Special Education Disability - Federal (25 Total Students)

@

are out of compliance for 1

Students by Special Education Disability

The counts included in each of the individual primary disability categories, aleng with the total count of students, includes students
who are currently Eligible within the system for each of the disability categories recognized by the Federal government. Studems who

heir IEP and/or their Eligibility Determination are included in these counts. Only students who are currently
inactive or have a ‘Nen-Eligibility Determination’ as their most recent event type are excluded from these counts.

The fellowing are the definitions of the abbreviations included in the chart:

AUT - Autism

EMM - Ematicnal Disturbance

ol - Grthopedic Impairments

TBI - Traumatic Brain Injury

DB - Deaf-blindness

HI - Hearing Impairments

SLD — Specific Leaming Disabilities

Wl - Visual Impairments

0D - Developmentzl Delay

ID - Intellectual Disability

SLI - Spesch or Languags Impairments

OHI - Other Health Impaired

MD - Multiple Disabilities

services TISA Rule 0520-12-05-04(4)(a).

Students with eligibility for both state and faderal disability categories will receive ULN funding based on special education and related
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SLD by Deficit Area

The SLD by Deficit Area counts included in each of the individual deficit area categories includes students
who are currently Eligible within the system for SLD in Tennessee. The counts shown are not unique;
students may have multiple deficit areas. Students who are out of compliance for their IEP and/or their
Eligibility Determination are included in these counts. Only students who are currently inactive or have a
‘Non-Eligibility Determination’ as their most recent event type are excluded from these counts.

SLD by Deficit Area (18 Total Students) G

3 3
I _ _
LC MC RC RF

Clicking the info or 0 icon will open a window containing additional details on the data within the widget.

SLD by Deficit Area X

The counts included in each of the individual deficit area categories, includes students who are currently Eligible within the system
for SLD in Tennessee. The counts shown are not unigue; students may have multiple deficit areas. Students who are out of
compliance for their IEP and/or their Eligibility Determination are included in these counts. Only students who are currently inactive
or have a ‘Non-Eligibility Determination’ as their most recent event type are excluded from these counts

The following are the definitions of the abbreviations included in the chart:

*BR - Basic Reading

*RF - Reading Fluency

*RC - Reading Comprehension

MC - Mathematics Calculation

MPS — Mathematics Problem Solving
LC - Listening Comprehension

OE - Oral Expression

WE — Written Expression

*Students within these categories are served on an IEP and not through an ILP-D. Additionally students served with an IEP for SLD in
reading will receive ULN funding based on special education and related services hours. TISA Rule 0520-12-05-.04(4)
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School Aged Placement

The School Age Placement widget displays students throughout the state organized by School Age
Placement. The numerical increments on the Y axis of the widget will dynamically update based on the
number of students in each bar. Students are categorized based on the placement where they spend most
of their day, and it is auto populated from the student's current active IEP Event and the Placement field

on the Services page. The total count of students in all placement categories will be displayed as the last bar
in the graph.

School Age Placement o

Clicking any bar will open the Placement Data Drill-Down page, which displays the breakdown of students

by district for each placement. Users can navigate to the district site from that page by clicking the district
name.

School Age Placement by School RETURN TO DASHEOARD

Show 25 w entries

Search:
School Code School ‘T GE PFP RE-| SE Tota
1234 abc & test school 2 0 0 3 [}
14311 External School 0 [ 0 1 1
New Scheol 2 [} 2 a 4
TEST Teat School 1] 1 ] 3 4

Showing 1 1o 4 of 4 entries

School Aged Placement

The School Age Placement widget displays the total number of students throughout the state, categorized
into bars by School Age Placement. The total number of students in each category will be shown to the
right of each bar. The numerical increments across the X-axis of the widget will dynamically update
depending on the number of students in each category.
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School Age Placement o

Clicking any bar will open the School Age Placement Data Drill-Down page, which displays a breakdown of
students by district in each environment.

School Age Placement by School RETURN TO DASHBOARD
Show 25 v entries Search:
School Code School GE FPP RE SE Total
1234 abc &test school 3 Q 0 3 [
14311 External School a a o] 1 1
New School 2 a 2 o] 4
TEST Test School a 1 o] 3 4
Showing 1 to 4 of 4 entries Previous 1  Next

Preschool Placement

The Preschool Placement widget displays students throughout the state organized by Preschool
Placement. Numerical increments on the Y axis of the widget will dynamically update based on the number
of students in each category. Students (ages 3 through 5 not in K) are categorized based on the placement
where they spend the majority of their day and are auto populated from the student's current, active IEP
Event and the Placement field on the Services page. The total number of students in all placement
categories will be displayed in the widget's last bar. The A1 and B1 environments, the A2 and B2
environments, the C1, C2, and C3 environments, and the D1 and D2 environments will be combined into a
single bar.
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Preschool Placement o
00
440
A00 =
300 -
225

200 —
100 -

4 B 14 3 17

g - e, | | ]
5} Gk ..r-:q“? n:r:t\':"'.;:_l - ;l'.':'-'E' ek .:_ll;?\.-

Clicking any bar will open the Placement Data Drill-Down page, displaying a breakdown of students by
district in each environment.

Preschool Placement by School RETURN TO DASHBOARD

Show 25 v entries Search:

School Code Schoal GE Tota
1234 abe & test school 1 1

Showing 1to 1 of 1 entries

Preschool Environment

The Preschool Placement widget displays students throughout the state organized by Preschool
Placement. Numerical increments on the Y axis of the widget will dynamically update based on the number
of students in each category. Students (ages 3 through 5 not in K) are categorized based on the placement
where they spend majority of their day and is auto populated from the student's current, active IEP Event
and the Placement field on the Services page. The total count of students in all placement categories will
display as the last bar in the widget. The A1 and B1 environments, the A2 and B2 environments, the C1, C2,
and C3 environments, and the D1 and D2 environments will be combined into a single bar.
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Preschool Environment - TN o
A, 51
AL S2
C1.Ccz2.C3
D1,D2

a 50 100 150 200 250 300 350 400

Please Note: Selecting the three dots in the top corner allows users to switch between a state view and a Federal view.

Preschool Environment - Federal o

Al1,B1
A2 BZ
C1.C2.C3

D1.D2

Clicking any bar will open the Placement Data Drill-Down page displaying a breakdown of students by
district in each environment.

Preschool Environment by District RETURN TO DASHBOARD
Federal TN
Show 25 v entries Search:
District Code ' District /P A1LB1 Ty A2.82 C1.C2, €3 D1,D2 Total 1
983 Achievement School District 6 2 20 4 824
m Alamao City School 4 1 0 1 81
051 Alcoa City Schools 10 1 0 1 312
010 Anderson County Schools 37 6 10 1 1066
793 Arlington Community Schools 1 3 28 0 713
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Section 504

This panel will hold all the widgets related to Section 504 plans. The panel will display or hide based on the
user's permission group. By default, it will display three bars for each section - 504 Accommodation Plan
and Eligibility: one bar with the total percent of students in the state who comply, one bar with total
percent who have the due date coming in the next 30 days, and one for total percent who are past the due
date for the event in the given section. Clicking the Information button will display more information
regarding the color codes for 504 compliance.

120% -

100% 4225

B0% —
60% —
40% —

20% —

In
Compliance

Section 504 Compliance

1%

- 9
0% o

Eligibility

Coming
Due

0%
Plan

Ot of
Complial

Clicking any bar will open the 504 Compliance by District page, which displays a breakdown of students
by district in each compliance status. Users can navigate to a district site from that page by clicking the

district name.
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Section 504 Compliance by District RETURN TO DASHBOARD

Overall Counts

Overall Compliance - Eligibility Overall Compliance - Plan
Compliant Non-Compliant Compliant Non-Compliant
9 3% 929 8%
97% () 70 (s
27751 Students 748 Students 26167 Students 2348 Students

28499 Total Students 28515 Total Students

Counts by District

Show 25 v entries Search:

District gibi ming ( (| ming Pla (
Code District Col a ue Compliant Je Overdue T
985 Achievement School District 58 0 54 0 32 86
171 Alamo City School 0 0 0 0 0 0 a 0
051 Alepa City Sehanl 5 il 1 54 5 il 54

The ILP Count widget, which appears or hides based on the user's permissions, is a tool for managing ILP
plans. It displays students across the state, organized by their ILP Plan Type. The numerical increments on
the Y axis of the widget dynamically update based on the total number of students in each type. Students
are categorized based on the type of ILP plan indicated on the student's current, active ILP Event.

ILP - Count o
15000 —
12040

10000 - 9207

5000 —

171 383 876 19 653 .
o— e [ —
e auu\-"'-':‘nﬁ E \F\g\l\b\n“ B L 4\‘:}\ o Qs J\E;\“
e P N )
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Clicking any bar will open the ILP Counts page, which displays a breakdown of students by district in each
plan type.

ILP - Count by School RETURN TO DASHBOARD
Show 25 ~ entries Search:
School Code Schoal T Total
TEST Test School 2 2
Showing 110 1 of 1 entries

ILP-D Count

The ILP-D widget contains all the data related to students in the school district with an ILP-D. The panel will
appear or hide based on the user’s permissions and displays students across the state organized by ILP-D
Plan Type for kindergarten through 3rd grade students or those in 4th through 12th grades.

ILP-D - Count o
1300 —

1308
1000 =

00—

The numerical increments on the Y axis of the widget will dynamically update based on the total number of
students in each bar. Students are categorized based on the Deficit Area indicated in the ILP-D and auto-
populates from the student's current, active ILP-D Event. Each student with an ILP-D is monitored and is
screened three times per year through the universal reading screener process. Students exit an ILP-D with
consistent performance on the universal reading screener that exceeds the qualifying criteria for an ILP-D or
when a parent refuses services through an ILP-D. Reference the Dyslexia Resource Guide for more
information.

Numerical increments on the Y axis of the widget will dynamically update based on the total number of
students in each category. Students are categorized based on the ILP-D Plan Type and auto-populate from
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the student's current, active ILP-D Event. Clicking any bar will open the ILP-D Deficit Areas page, which
displays a breakdown of students by district in each grade group.

ILP-D Deficit Areas (4-12) (i ]
2000
1730
1533
1300 —
1257
1000 —
- 661
N 520
500 -
245
|: — .
Gk b o - e o s

Resource Library

At the bottom of the Main Menu page, various documents are available to users in the Resource Library
widget for viewing or downloading. To view a document, select the name indicated by a blue hyperlink.
When opened, documents can be saved to an individual computer.

Resource Library SAVE
TDOE Communicaticn TH PULSE Webinar Recordings Early Childhood TennCare TDOE IEF Menitoring Tool -
4
Tine  04/00/2024 g;‘jﬁ: Procedural Safequards 2024 E pdf
Tl %  04/09/2024 g:;r':; rocedural_Safeguards_Spanish_2024.pdf
T S 04/00/2024 Ejfr’f' rocedural_Safequards_Vietnamese_2024.pdf h
>

The documents and reports are divided into folders in the Resource Library widget. All memos and
procedural documents from the department, along with documents and manuals related to the use of TN
PULSE, will be included in the Resource Library. Districts may upload documents for their specific district in
the District Documents folder. More folders will be available if the district has purchased additional
applications from PCG. Documents commonly uploaded to this widget include TN PULSE User Manuals,
district-specific forms, Behavior Intervention Plan forms, Functional Behavior Assessment forms, etc.
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Click the three dots in the corner of the widget. Select Upload File(s) to locate the file on the computer or
network.

SAVE K

- T H g r
ennL-an Upload File(s)

Disclaimer/License Agreemsent

After the file is located, click the Upload File(s) button at the bottom of the screen.

Students

The Students Menu allows users to search for recent and inactive students.

Bl

STUDENTS ~ MY ACCOUNT ~ WIZARDS ADMIN ~ FEH

STUDENT SEARCH RECENT STUDENTS INACTIVE STUDENTS

ﬂ Tennessee Referance System
STUDENTS / STUDENT SEARCH

Student Search

All students enrolled in the district's SIS package (e.g., PowerSchool, Skyward, etc.) and imported into TN
PULSE are included. Depending on the search criteria, a certain number of students appear on the screen.
Narrow the search by entering the first three or more letters of the child’s last name and selecting the check
box for the appropriate Domain. The student search screen will appear differently based on each user’s
permissions. Some users are only able to view their caseload.

1. From the Main Menu, select Students, then click Student Search.

-

STUDENTS ~ MY ACCOUNT WIZARDS ADMIN H

STUDEMT SEARCH RECENT STUDEMTS INACTIVE STUDENTS

ﬁ Tenness=e Referance System
STUDEMTS / STUDENT SEARCH
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2. Enter search criteria, such as Student's Last Name. Select a Grade Level, Domains, Additional
Programs, and/or School to narrow the search. If the search results provide a list too large for one
page, enter an alphabetical range in the last name field (e.g., "a...m"). This allows the user to see a
portion of the students simultaneously.

Click View Students or select the View My Caseload button to display an individualized user’s caseload.
Clicking Advanced Search will display a window providing more options to filter students. The student's
record or a list of students who meet the selected criteria will appear.

Please Note: To narrow the search further, click Advanced Search to filter by Disabilities, Related Services, Additional Programs, etc.

Pg 34

Student Criteria

VIEW MY CASELOAD

ADVANCED SEARC

VIEW STUDENTS

Additional Programs
Student Last Name Exact Match
Hact Mete English Second Language (ESL) Parentally Flaced Private School
Early Childhood Placement
Student First Name Exact Mateh Domains
EP ISP
Student Middle Name Exact Match Section 504 1P
LP-D
State ID Number Exact Match 1B
Student ID Exact Match Qpen Results in a New Window
Grade Level
choc
Only include Students where | am Case Manager
Medicaid Status
nclude Inactive Students
v Status
General Ed Child Study Referral
Evaluation Eligibility Special Ed
IEP ISP Section 504 Referral

Section 504 Eligible

LEP Identification
~ Additional Programs
English Second Language (ESL)

~ Compliance Status

Initial Consent for Eligibility Evaluation Received
Parent Consent

Eligibilfty Determination

IEP

Isp

Transfer

Section 504 Parent Consent

Section 504 Eiigivilty

Section 504 Plan

ILP-D Eligivility

ILP-D

e

Section 504 Plan

LEP Plan

Parentally Placed Private School

[=B= B0 B R

LEP Referral

Early Childhood Placement

CO0B0000O800QO

A

A
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4,

Select the student's name to open the student's record.

Select a Student

stName Date of Birth Schoo

PRINT RESULTS

EXPORT RESULTS

SEARCH AGAIN

cP State ID First Name
o 123456 Benjamin
oQ/ EBlakel
V<7 161215 Bobby
GQ/ 123456711111 Eruce
GQ/ TESTEUG Bug

G v 2630676 Calvin
oQ/ 0239230 Cam

00/28/2018 ahe

12/09/2000 b

08/01/2017 ELL

06/15/2001

04/01/2014

02/08/2000

08/03/2000

w
@

@

w

w
[

Emma Test

Jennifer Test Stem

Jennifer Test Stem

Jennifer Test Stem

Jennifer Test Stem

Jennifer Test Stem

Please note: Each student record displays a column for first, middle, and last names. Users can sort by a student’s first

or last name. The student's personal information page appears once a user clicks on a student's name

Searching for TEIDS Import Records
TEIDS Student Search

Preschool Student enrollment records are imported from the Tennessee Early Intervention Data System

(TEIDS) into TN Pulse™. The TEIDS record contains the student’s personal demographic information and the
Early Childhood Transition data.

All preschool students referred for Part B Special Education services must be enrolled in a district's student
information system (e.g., PowerSchool™, etc.). After the student’s enrollment record transfers from the SIS to
TN Pulse™, post a message to the Zendesk™ Message Board requesting correction to any duplicate records.

1. Search for TEIDS student records on the student search page and select Grade level P3 and select

View Students. Grade level P3 is automatically assigned to all TEIDS records.

Grade Level

P3 - (Pre-School)

School

Only include Students where | am Case Manager

Medicaid Status

Include Ingctive Students

Status

General Ed
Evaluation

IEP

Section 504 Eligible
ILP Eligible

ILP T2 Plan

Open Results in a New Window

Child Study
Eligibility

ISP

Section 504 Plan
ILP Plan

Sort By

Referral

Special Ed

Section 504 Referral
ILP Referral

ILPT1 Plan
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2. Below is an example of how the TEIDS student records appear.

Select a Student PRINT R
CP State Code First Name Middle Name LastName Date of Birth Schoo Grade Dis Serving School
7 K/ BASETEY Catherine Test 05/01/2021 SS P3 Sl Sample School
GQ/Q/Q/Q/ 4524367 Test Echo 03/12/2012 abc P3 OHI

3. Tofind new TEIDS student records, select the School heading to sort by school. All TEIDS student
records that do not have a school assignment show at the top of the list.

4
CP State Code First Name Middle Name LastName Date of Birth School P Grade Dis
Qv v/ 4438272 Maddison  Grace Test 12/15/2017 P3 HI
QI 4441631 Michael Cade Test 07/03/2018 P3
D . 2.0, 2. 2 A3572537 Student Dru Test 11/09/2018 P3 MD

4. Posta message to the Zendesk™ Message Board requesting a school assignment for each TEIDS
student record.
Once the school assignment is completed, assign a case manager to the IEP Team.
Enter IEP information on the TEIDS Student record. If IEP date is entered on the SIS enrollment

record (e.g., Chancery, PowerSchool, etc.) then request a merge of duplicate records.

Domain Indicators

Search results or caseloads will display symbols indicating a student’s current domain status. The Domain
Indicator will indicate students supported by one or more of the five individual education or learning plans
(IEP, ISP, ILP, ILP-D, Section 504). The domain symbol indicators and descriptions are listed below.
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Select a Student PRINT RESULTS EXPORT RESULTS SEARCH AGAIN
Fi Middle
el CP LastName Name MName Age State ID Student ID Grade Schoo Last Elig Last IEP Domains <+

X - . 15 . . ; 19 /92,9013

0D v = Alicia Bagelly yoars  ABTE334 ABT8334 1 ss 01/01/2021 07/23/2013 SLD

VLS Test Amanda 9 Years 0000001 0000001 03 ES 03/01/2023 04/21/2023 S|TBI
N o 19 . Lo RIAnTE anar

O v T Andy Notebook Voars ABC1230 ABC1230 12/08/2016 12/08/2016 LI
" - 14 ” - [ e

Qv LT Alice vears 13333332 3445322 09 abe 03/27/2023 08/07/2019 SLD
" I 17 . P e

Qv LT Angela yeare  TESTOE76 TEST09876 08 TEST 01/17/2019 08/07/2019 SLD

Symbol Description

Students with an Individualized Education
Plan (IEP)

Students with an Individualized Service Plan

(ISP)

Students with a Section 504 Plan

Students with an Individual Learning Plan-

Dyslexia (ILP-D)
Students with an Individual Learning Plan
(ILP)

Recent Students

The Recent Students section will list students a user has recently searched for via Student Search.

STUDENTS ~ hY ACCOUNT ~ WIZARDS ADMIN ~ =4

STUDENT SEARCH RECENT STUDENTS INACTIVE STUDENTS

n Tenmessee Reference System
STUDENTS / RECEMT STUDEMNTS

Select a Student PRINT RESULTS EXPORT RESULTS SEARCH AGAIN
Last CP State ID First Name Middle Name LastName Date of Birth Scho Grade Serving Schoo Case Manage D
06/19/2023 141802 o2 By saaaan  Alice Test 09/02/2008 abe 09 Emma Test
06/19/2023 13:18:48 «@ 0000001 Amanda Test 03/01/2014 ES 03 Jennifer Briggs IEP
06/19/2023 13:04:38 Denise Test 05/01/2008 ss 04 Emma Test
06/19/202313:0408 M4 o7 123456 Benjamin Test 09/28/2018 abe K Emma Test
Showing 1 to 4 of 4 entries Previou Next
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Inactive Students

STUDENTS ~ MY ACCOUNT ~ WIZARDS ADMIN ~ i

RECENT STUDENTS INACTIVE STUDENTS

For users with the appropriate access and permissions to search for inactive students, click the Inactive
Students tab from the Students Menu. This search allows users to search by Last Name, Date of Birth,
Student or State ID Number, Exit Reason, and Dates Exited. Select the checkbox next to Exact Match to
search for the exact wording. Click View Inactive Students to view a list of inactive students who meet the

criteria provided.

Student ID State Code Name Date of Birth School Date Exited Reason for Exiting
TESTSTUDENT218 TestStudent218 Abel 504 Test 03/26/2008 01/24/2019 Moved, Known to be Continuing
TESTSTUDENT436 TestStudent436 Ace 504 Test 03/26/2008 KACS 12/22/2020 Reached Maximum Age

96344 96347 Adam 504 Test 10/13/2004 01/09/2017 Maved, Known to be Continuing
ADELETEST USIADELETEST Adele Test 03/18/2006 PRIV 05/04/2014 Maved, Known to be Continuing
TESTSTUDENT155 TestStudent155 Adeline 504 Test 03/26/2003 TCLC 05/19/2021 Moved, Known to be Continuing

Select a student by clicking on the student's name to be directed to his/her Student Information and
Documents page.

After a student is selected, the user will see the chart below. Each tab will display read-only information
regarding a student's demographic information and other details about specific learning plans the students

may have. Click each tab to review the information.

STUDENT HISTORY CONTACTS

Activestudent2 Test

Etudent Information Events Private School/Home School
~ Personal Information

First Name Last Name

Activestudent2 Middle Name Test Suffix

Student ID State ID Number rih

TEST123498 TEST123498 /1995 ™ (Age 29 Years)

Place of Birth Female o Pri Language o
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My Account

The My Account menu allows users to review documents, reports, account information, and notifications.

@

STUDENTS ~ MY ADCOUMT ~ WLZARDS ADMIN ~ =

Y OCS kY REPORTS Y INFD kY MOTIFICATIONS

My Docs

The My Docs tab displays the documents of the Case Manager's students. This tab allows Case Managers to
view and print all documents for students on their caseload.

-

STUDENTS ~ MY ACCOUNT ~ WIZARDS ADMIN ~ FHH

MY DOCS MY REFPORTS MY INFO MY NOTIFICATIONS

This page lists all documents the Case Manager has created or created by someone else for Students within
the past year, including draft documents that have yet to expire or a subset of those documents if the
search page was used or if coming from the Progress Report Wizard. This page appears immediately after
running the Progress Report Wizard and can always be accessed using the My Docs tab in the menu
above.

=3

Date Created Created By Student Batch  Document Year / Report Pd Status
07/12/2024  Dana Huskins Damion Test O ILP 412 PDF O
07/12/2024  Dana Huskins Damion Test O ILP 4-12 (translated to Spanish) PDF O
07/12/2024 Dana Huskins Damion Test O ILP Annual Parent Notification Letter PDF O
07/12/2024 Dana Huskins Damion Test O ILP Annual Parent Notification Letter (translated to Spanish), PDF O
07/12/2024  Joann Runion Penelope Test O ILP T1-T2 Document: T1 Plan PDF (Draft)
07/11/2024  Christian Kissinger John FFS Test O ILP K-3 PDF (]
07/11/2024  Dana Huskins Rebecca Test 0O ILP 412 PDF (Draft)

To print a document, click on the Document in the list, then use the printer icon in the toolbar directly
above the document itself. To print documents in a batch, use the checkboxes to select individual

documents or click Check All to select all documents listed. Then, use the E icon in the toolbar.
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=3

Date Created Created By Student Batch  Document Year / Report Pd Status
07/12/2024  Dana Huskins Damion Test ILP 412 PDF O
07/12/2024  Dana Huskins Damion Test ILP 4-12 (translated to Spanish) PDF O
07/12/2024  Dana Huskins Damion Test ILP Annual Parent Notification Letter PDF O
07/12/2024  Dana Huskins Damion Test ILP Annual Parent Notification Letter (transiated to Spanish) PDF O

My Reports
The My Reports tab lists all the reports an ILP Team member has created for the student or those
previously created by someone else within the past year, including draft documents that have not expired.

ADMIN ~ M

STUDENTS ~ MY ACCOUNT ~ WIZARDS

MY DOCS MY REPORTS

ﬁ Tenrmsses Reference Syster
WY ACCOUNT WY REPORTS

AL

MY INFO MY NOTIFICATIONS

Report Level
Report Date Created Created By System School Areas School User
IEP Consideration of Special Factors Behavior RPT 07/01/2024 12:24:00 Jennifer Training Test Yes
All Student Export (txt) 06/24/2024 18:02:00 Akshaya Kuppuswamy Yes
All Student Export (txt) 06/24/2024 18:00:00 Akshaya Kuppuswamy Yes
All Student Export (txt) 06/24/2024 17:59:00 Akshaya Kuppuswamy Yes
All Student Export (txt) 05/24/2024 10:32:.00 Jennifer Training Test Yes
All Student Export (txt) 05/24/2024 10:31:00 Jennifer Training Test Yes
TN-OptionsReportExport_All Options 05/24/2024 00:28:00 Sachin Medavarapu Yes
TN-EIS-Combined-Extract 04/26/2024 12:40:00 Nagoor Taneru Yes

My Info

The My Info tab allows users to view and edit their demographic information. Click My Account from the

Main Menu bar, then select My Info.

ADMIN ~ HH

STUDENTS ~ WY ACCOUNT ~ WIZARDS

LY DOCS MY REFPORTS MY INFO Y NOTIFICATIONS
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To set a new password, enter the current password, then click Set My Forgotten Password Question.
Users can edit their email, password, address, etc., and click Save.

Update Information SET MY FORGOTTEN PASSWORD QUESTION

Please enter your password

~ Update Password Information

Te change your current password, enter the new . _
password in both of the following areas lew Passwo

q o Confirm New Passwo o
(See How 1o choose a good password)

~ User Information

Emma Train Lite

sttest ETRAINTEST

Title Email Provider NPI Number

~ Calendar Options

Calendar Synchronization

Minutes Before Alerting Calendar Events

Email Calendar Events to Outlock

My Notifications

The My Notifications tab shows all notifications related to students, including alerts, weekly reminders, and
overdue compliance alerts. If you have unread messages, a New Messages section will be at the top of the
page. Below any new messages, a Previous Messages section will display all messages you have previously
sent or received. To mark messages as read, click on each checkbox individually or select Check All and
then click on Mark Messages As Read.
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New Messages

Mark as Read?

CHECK 3
m From Site o Domain  Date Message Type Subject Message Age (hrmin)

] Help Desk tnmnpsiep 8566947 General 06/12/202413:43.00 aborative Referral Alert  The Collaborative Referral process has be completed for the follpwing stsdent  A) Einstein Test 30 days, 1 hr
(] Help Desk tnmnpsiep 8566748 General 06/12/202413:39:00 Collaborative Rreferral Alert  The Collaborative Referral process has be completed for the following sludent. Al Eingtein Test 30 days, 1 hr
Help Desk  tnmnpsiep 8566549 General 06/12/202413:23.00 aborative Beferral Alenl  The Collaborative Referral process has be compbeted for the following student.  Emily Jean Outlaw 30 days, 1 hr
Help Desk tnmnpsiep B566350 General 06/12/2024 12:58:00 Cotaborstve Belens Al Tne Coloorstive Referra) process has be completed for the Tolpwing student.  Jgse Manuel Magana 30 days, 1 hr
Help Desk tnmnpsiep B566151 General 06/12/2024 12:20:00 rative Reterral Al Tne Collaborative Referral process has be compisted for the following stdent.  Jose Manyel Magang 30 days, 2 hr

] Help Desk tnmnpsiep 8565952 General 06/12/202412:28:00 Collaborative Referral Alert  The Collaborative Referral process has be comgieted for the following student  Joge Manuel Magana 30 days, 2 hr

(] Help Desk tnmnpsiep 8565753 General 06/12/2024 11:56:00 aborative Feferral Aler  Thne Collaborative Referral process has be completed for the following sludent.  Jose Manuel Magana 30 days, 2 hr
Help Desk  tnmnpsiep 8565554 General 06/12/2024 11:55:00 Collaborative Referal Alen  Iné Collaborative Referral peoceds Nas be completed for the following student.  Jose Manuel Magang 30 days, 2 hr

MARK MESSAGES AS READ

You Have No Previous Messages

Wizards

The Wizards Menu will guide users to a list of wizards, which are simplified, step-by-step controls intended
to help users navigate through complex tasks within TN PULSE. The specific list of wizards available may
vary based on the user's permissions. Some examples are provided below, and additional user guides will
offer more information about how the wizard functionality works.

STUDENTS ~ MY ADCOUNT ~ WIZARDS ADMIN ~

Tenneszee= Reference: System

WIZARDS

Select a Wizard

Progress Report

IEP At-a-Glance (IEP prior to 6.30.2023) Document Wizard
Batch Document Generation Wizard

Caseload Setup Wizard

Cassload Administration Wizard

IEP Progress Monitoring VWizard

IEP Progress Monitoring Wizard (OLD)

Intervention Logging Wizard
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Admin

The Admin Menu allows the admin to view, edit, and manage areas of TN PULSE from an administrator
viewpoint, including student transfers, managing school information across the district, reporting, managing
users, compliance monitoring, etc.

STUDENTS v MY ACCOUNT v WIZARDS = ADMIN v L

SCHOOLS STUDENT TRANSFER ~ SCHOOL SYSTEM USERS RESTRAINT/ISOLATION TRACKER ~ COMPLIANCE MONITORING CONNECT IEP MONITORING REPORT

Schools

The Schools tab allows users to view individual school information for schools within the district.

STUDENTS MY ACCOUNT WIZARDS ADMIN ~ L

SCHOOLS STUDENT TRANSFER SCHOOL SYSTEM USERS RESTRAINT/ISOLATION TRACKER COMPLIANCE MONITORING CONNECT IEP MOMITORING REFORT

Admins can view school information by clicking on an individual school name or the pencil icon under
Details. This will open a new window. Click View School Changes to enter the criteria for school changes
entered in the system, such as student transfers.

Schools
Schools (4) External Schools (1)
Search:
me ~DDre Code Address City, State Zip e

-

abe & test schoo! abe 1234 1111 test circle tester, TN ,’
(] "3
New Schoo NS 615-555-1234 Vg
Sample Schoaol S5 ss 123 Any Strest Any Town, TH 555-355-3335 555-353-5356 ,‘
Test Schoel TEsT TEsT ra
Showing 1 to 4 of 4 entries

Clicking on External Schools displays a sample list of the external school systems in the district site. This is
a complete list of all systems in Tennessee. If an external system is missing from the site, please submit a
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request to the Message Board to have it added. Clicking on the name of the external school system displays
more information.

Schools
Schools(3) BExternal Schools (1)
Search:
CP School Name Abbre Code Address City, State Zip Phone Fa: Ema
External School ES 14311 123 Test Rd Nashville TN 1144224532 Vg
Showing 110 1 of 1 entries

Student Transfers

In TN PULSE, staff members have the ability to start and approve transfers directly with one another across
districts. Requesting two levels of approval ensures the accuracy of the data, as it requires both districts to
confirm that a student has a record in their district and that the correct student's information is being
transferred. By placing the responsibility to transfer students at the district level rather than the state level,
transfers can occur more promptly, especially during high-volume transfer periods such as the beginning of
the school year.

If users encounter issues with the district-initiated transfer process, district staff can still request student
transfers through the Message Board. The previous school district must first deactivate the student. Please
contact the previous school district to request the student's deactivation. Next, submit a request to the
Message Board to transfer student demographics, documents, and workspace information. Each transfer
request message can include a maximum of five student records. For districts with a large percentage of
their student population moving to another district (e.g., city versus county schools), please send a message
to the ZenDesk Message Board and request instructions on how your district can handle a mass transfer.

e Active student records cannot be transferred. Please ensure the previous district inactivates the student
record before posting a transfer request.

e Torequest a transfer, include the student’s name, date of birth, and previous school district.

e When a student is transferred to a new district, a new IEP is finalized to create an option of service in the
new district. Users must first update the providers and service dates selected on the Services page. The
IEP goals and objectives, dates, and details must also be updated before a current IEP can be finalized.

e When transferring a student between district sites, the intention is to leave the data as-is in the original
site. In contrast, any new data added by the student’s former district is included. The transfer process will
not modify any existing data in the original site (e.g., new dates for services, etc.) if that data was included

Pg 44 © Tennessee Department of Education



in the student's record before the first transfer. Workspace, documents, and events are transferred while
historical data remains unmodified.

Required Field for Transfers

All TN PULSE administrator users have permission to request and approve transfers. The below fields are
required to initiate a transfer request.

REQUIRED FIELDS FOR STUDENT TRANSFER REQUEST
» Student First Name
» Student Last Name
» Student State ID
» Student Date of Birth

Steps to Complete the Admin Transfer Process

District A: Initiating a Transfer

To initiate a student transfer, the receiving school district will request a student’s records from the student’s
current school district by selecting Admin and clicking Request Transfer.

STUDENTS ~ MY ACCOUNT ~ WIZARDS ADMIN ~ i

SCHOOLS STUDENT TRANSFER SCHOOL SYSTEM USERS RESTRAINT/ISOLATION TRACKER COMPLIANCE MONITORING CONNECT IEP MONITORING REPORT

ﬁ Tennessee Reference Sysbem
ADMIMN f STUDENT TRANSFER

Reguest a Student's records from another site in this aggregate. This reguest
will appear on the Review Requests page for users with access to approve REQUEST TRANSFER
transfer requests for the source system

Review requests for records from other systems. Thiz page will let you search
for and select the correct records 1o be transferred and approve the transfer to REVIEW REQUESTS
the requesting district.

Please note: The user must complete all required fields for the student(s) whose records are being requested.
Admin users can submit up to five students per request, either from the same or different school districts.
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Districts may also use the Notes field to include relevant notes with the transfer request.

Flease enter the Source District, Student’s First and Last Mame,
State ID and Date of Birth.
Source District: v * Requested Transfer Date: | 07/08/2024 *
First Last

MName:

Transfer 11 ayre 10y Myrher yte o Bk '

State 1D Mumber: Date of Birth:
Maote:

7~ [y

Enter the student’s information and click Request Student Transfer(s). The user will be prompted to find
and select the existing student file from their current district to include the transferred record.

REQUEST STUDENT TRANSFER(S)

Users also have the option only to transfer the student’s records while keeping the student active in the
source system. Check the box if this option is preferred. This will load a student search page with the
requested student's information auto populated. Click View Notes to see any relevant notes available for

the transfer request.

Transfer Request Details

Source District: Tennessee Reference System Destination District Tennessee Reference System
Requested Transfer Date:  07/15/2024 Date of Request: 07/15/2024 (0:00 Ago)

Name: carly test

Student ID: State ID Number C6474839 Date of Birth 07/12/2015

VIEW NOTES

Click Select Existing Destination Student to request an existing record from the student’s current district
to add to the transfer record. Select which data should be transferred from the previous district by checking
the appropriate boxes. The student's personal information will always be transferred. Click Check All if all
existing student records should be transferred.
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A new Student will be created in Tennessee Reference System:

SELECT EXISTING DESTINATION STUDENT

Please Indicate Which Data Should be Transferred:

MOTE: Personal Information will always be transferred

o | aeonvone | s

Parents [l Transportaticn Services ] Limited English Proficiency Services
Documents ] Nursing Services [ Invoices

[ &zsessments [C] Transition Plan [ Immunizations

J Marratives [ Transition Services J Early Intervention Disabilities
[ Discipline ] Custom Data [ Early Intervention Services
[ Participations [[] Evaluation Cormnponents [ Mursing Diagnoses

[ Accommodations [ Comtacts [ Incidents

] Goals and Objectives [ Section 504 Disabilities 1 Daily Attendance

] Special Ed Services [] Secticn 504 Participations [ Threat Assessment

[ Related Services [l Section 504 Accommodations [ Service Authorization

[ Supplemental Aids [[] Section 504 Life Activities [[J Courses and Grades

O Medications [ Section 504 Services

Select which type of event(s) will be transferred from the previous school district. Users have the option
only to transfer the student’s records and keep the student active in the source system. Check the box to
see if this option is preferred. Once complete, select Schedule Student Transfer to formally schedule the

transfer.

Transfer

Please select the types of events to be transferred

Evemt Type

(<N < < I < I < I < I+

Non-Grouped Events

Special Ed Evems

Section 504 Events

Medicaid Events

Health Services Events

Limited English Proficiency Events

Provisicn of Services Parental Consent Events

[ Just transfer Stude re—— —— ee Reference System.

SCHEDULE STUDENT TRANSFER

LANUGEL | HANSIEH REUUES |
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Transfer Request Types
Transfer Request Types in TN PULSE are grouped into the following three categories:

» Students Requested to Transfer from the Current District
» This section lists transfer details for students requested by another school district
from the current district.
* The sending district administrator will use this section to review requests from
receiving districts.
» Students with a Pending Request for Transfer to the Current District
* This section lists transfer details for students requested by the current school district
from other districts.
» Students with an Approved Request for Transfer to the Current District
* This section lists transfer details for students requested by the current school district
from other districts that have approval from the other districts for transfer.
» After sending the district approval, the receiving district administrator will use this
section to complete the student transfer.

Approving a Transfer Request
Select Review Requests to review and approve pending transfers from requesting districts.

STUDENTS ~ MY ACCOUNT WIZARDS ADMIN/SCHOOL SYSTEM ~ 2]

SCHOOLS STUDENT TRANSFER SCHOOL SYSTEM USERS REFORTS RESTRAINT/ISOLATION TRACKER COMPLIANCE MONITORING

H Metro Mashyille Public Schoals
ADMIN/SCHOOL SYSTEM STUDENT TRANSFER

Request a Student's
will appear on the R

ds from another site in this aggregate. This request

Requests page for users with access to approve
transfer requests for the source system
Review requests for records from other systems. This page will let you search
for and select the correct records 1o be transferred and approve the transfer to m
the requesting district.

In the scenario shown below, the district administrator in District B, or the sending district, will select
Details next to the student information under the first section. Students with pending requests to transfer to
(district chosen) will also be shown.
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Aggregate

Source

Destination Student ID State ID Mumber Name Date of Birth  Reguest Date
Aggregate System ~tniep  Tennessee Reference System  Metro Nashwille Public Schools LKT1234 Lara Test 05/07/2024 (68 days, 23 hr Adp) DETAILS
Students with Pending Request for Transfer to Tennessee Reference System
Aggregate Source Destination Student ID State ID Number  Name Date of Birth  Reguest Date
Aggregate System ~tniep  Kingsport City Schools  Tennessee Reference System 5444

tinatest 08/15/2015 04/24/2023 (447 days, 23 hr Ago) DETAILS

Students with Approved Request for Transfer to Tennessee Reference System

There are currently no approved transfer requests initiated by tnref.

This will display student information for the requested transfer. Select Find Student to Transfer.

Transfer Request Details

Metro Mashville Public Schools  Requested Transfer Date:  05/07/2024

Destination District

Date of Request:  05/07/2024 (69 days Ago)
Contact Phone: 615-259-8657 Contact Fax: 6152148649 Contact E-Mail stephanie.dahmen@mnps.org
Mame: Lara Test
Student ID State 1D Number LET1234

Date of Birth

FIND STUDENT TO TRANSFER

MNOTE: To deny a transfer request, pleaze give a reason via the “View Motes” button.

This will load the student search page with the transfer student’s information auto populated. The user can
select the student whose name matches the criteria.

\
ﬁ TH =2Lll IE2 Testing S2=
ADMIN/SCHOOL SYSTEM [ STUDENT TRANSFER
cP Proj IEP Elig |EP End School Grade First Name Middle Name LastName State Code — Age Date of Birth Dis Case Manager Primary Option Additional Programs
v 01/24/2026 01/23/2024 S5 02 Banks EG Test E7TTO6SAS0 9Years 01/31/2014

SLD  Teacher Trainer 02
(1 Students)

SEARCH AGAIN

Next, the user will see a page displaying all student Transfer Request Details for review. Once complete,

select Approve Transfer Request. If the student is still active in District B, they must select the Reason for
exiting and confirm the Transfer and Exit Dates.
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TN 2zUl IEF Tasting Site
ﬁ ADMIN/SCHOOL SYSTEM / STUDENT TRAMSFER Banks Test

Transfer Request Details

Destination District: TN 504 Testing Site  Requested Transfer Date:  06/06/2023 Date of Request: 06/06/2023 (0:11 Ago)

901-200-1234 Contact Fax: 901-200-1235 Contact E-Mail:
Banks Test
Student ID: State |0 Number: E7TT06SA80 Date of Birth 01/31/2014
Student Selected for Transfer
Name Banks EG Test
Student ID: 60708 State ID Mumbe E7TTO6SAE0 Date of Birth 01/31/2014

CLEAR SELECTED STUDENT

This Student will have to be made inactive in TN ezUI IEP Testing Site.
Please fill in the following exiting information for this Student:

Transfer Date: | 06/06/2023
Date Exited: | 06/06/2023

Reason for Exiting w

APPROVE TRANSFER REQUEST

MOTE: To deny a transfer request, pleaze give a reason via the "View Notes" button.

Out-Of-State Student Transfer Process

When a student transfers from out-of-state and there is evidence the student has a disability (e.g., the LEA
receives a recent copy of the IEP or Eligibility Report), the current school district must provide services
comparable to those described in the previous school district's IEP. If the school district does not receive a
recent copy of the out-of-state IEP or Eligibility Report, the LEA is not obligated to provide comparable
services.

The student is actively enrolled in TN PULSE and should continue to receive comparable IEP services if
provided until an updated Eligibility Determination is completed. The information below is intended to
guide local education agencies (LEAs) regarding required procedures to determine Tennessee eligibility for
students with disabilities who transfer from another state.

1) When a student transfers to an LEA in Tennessee from another state, the team will need to request
and review transferring records in a timely manner (e.g., meet within ten school days of enrollment)
and provide comparable services based on the most recent IEP from the date of enrollment until which
time the Tennessee IEP is finalized. IEP teams are recommended to document all attempts to obtain
student records in the TN-PULSE contacts’ section.
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2) If an out-of-state transfer of student's records, including the most recent psychological or speech and
language report(s) and IEP, are complete and sufficient, and the team agrees no additional assessment
is necessary for determining Tennessee eligibility, the IEP team will complete an eligibility report. The
referral date will be entered as the date the school district was made aware that the student
previously received special education services, and the consent date will auto-populate within the TN
PULSE system to reflect the referral date. The team should upload all out-of-state records, including the
appropriate Tennessee assessment documentation forms, to the student’'s TN PULSE document tab.
The IEP team should discuss the current IEP, determine if any changes need to be made based on
current levels of academic achievement and functional performance, and create a new IEP, either
adopting the current IEP or developing/implementing a new IEP. A Prior Written Notice (PWN) must
be written to document the team's decisions.

3) If the school district receives an out-of-state transfer of student’s records but are found to be not
complete or insufficient for determining Tennessee eligibility, the IEP team will conduct a
Reevaluation Summary Review (RSR) to determine which assessments are necessary to determine
eligibility. The referral date will be entered as the date the school district was made aware that the
student previously received special education services, and the consent date will be entered as the date
the parent/legal guardian signed consent for additional assessment via the RSR. The IEP team should
consider the need to provide comparable services from the enrollment date and document all
decisions, including the outcome of the RSR meeting, via a Prior Written Notice.

4) When assessments are complete, the IEP team will reconvene to review evaluation results and
determine eligibility according to Tennessee state disability definitions and standards. At this time, an
eligibility report will be completed and signed to reflect the eligibility or non-eligibility. If the student is
found eligible, an IEP will be created within 30 calendar days to reflect the eligibility date and data
collected from the reevaluation/assessment.

5) If an out-of-state transfer of student’s record cannot be obtained after reasonable attempts to
retrieve them, the IEP team will consider the information provided by the parent as a request for an
initial evaluation. The team will obtain initial consent via the Initial Consent Form and complete the
evaluation and eligibility determination within 60 calendar days. If the student is found to be eligible,
the IEP team will reconvene to finalize the IEP within 30 calendar days from the eligibility
determination date.
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School System

From the Main Menu, select School System to open to TN PULSE Reporting.

STUDENTS ~ MY ACCOUNT ~ WIZARDS ADMIN ~ L

SCHOOLS STUDENT TRANSFER SCHOOL SYSTEM USERS RESTRAINT/ISOLATION TRACKER COMPLIANCE MONITORING CONNECT IEP MONITORING REPORT
e ——

TN PULSE Reporting

Q TN PULSE Explore a TN PULSE Everyday

El

Advanced Student Search Standard Reporting in the TN PULSE

Application

Summary

From the Main Menu, select Admin. Click School System, and then select Summary.

STUDENTS v MY ACCOUNT ~ WIZARDS ADMIN ~ -4

REPORTS SUMMARY SYSTEM INFO ADMINISTRATION IMPORTS

The Summary section lets users view a simple summary of the number of schools, students, teachers, and
users at their assigned school. Click the hyperlinks below the numbers in the box to view other summary

information.

Mumber of Schools: 5
Number of Users: 94
Humber of Teachers: 54
Mumber of Students: 457
Students by School
Students by Teachsar
Students bw Grade Leve

Teachers by Schoo
Studernits by Disability
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System Info

From the Main Menu, select Admin. Click School System, and then select System Info. The TN PULSE

Help Desk enters the School System information. Please get in touch with the message board and request
the changes for school system information, if a change is needed.

STUDENTS *~ MY ACCOLUNT ~ WIZARD S ADMIN ~ ;i

REPORTS SUMMARY SYSTEM INFO ADMINISTRATION -~ IMPORTS

Schoaol System Mame:  Tennessee Reference System
2024-2025 ~
tnref0001
Address: 710 James Robertson Parkway
Nashville
City, State, ZipCode: | TH
7243
E-Mail Address
Phaone Number. | 777-777-7777
Fax Number UPLOAD NEW DATA
Time Zone: | US/Eastern (GMT -05.00 / -04:00) hd
Uploaded Documents Quota (in bytes) 2147483547 (2045.00 ME)
Bytes Uploaded this Month. 9174585 (8.75 MB) - 0.43% of Quota Unilized
VIEW UPLOAD DETAILS

Administration

STUDENTS ~ MY ACCOUNT ~ WIZARDS ADMIN ~ i

REFORTS SUMMARY SYSTEM INFO ADMINISTRATION ~ IMPORTS ~

Tennesse= Reference System . e
ﬁ ADMIN / SYSTEM INFO IMACTIVE USERS

ASSIGN TEACHERS

INACTIVE STUDENTS
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New Users

There should be no need to create a new user account in Pulse except for contract providers.

If a new user account is needed, an SSO account must be created to login to TN Pulse. Please contact
DT.Support@tn.gov to request a SSO login and include the user's name and district issued email address.

The user will receive an email from IT Security with a link to login. If the user does not have an account in
the system, the user must try to log in to trigger an error message. Once log-in is attempted again, this will
create a user account in Pulse.

The supervisor should be able to find the user account and change their permission group, and add the
district issued email address.

Administrators can change edit information for a user (ie permission group, district issued email address,
school areas, etc.) by clicking Admin then Users. Search for the user's name in the fields provided.

STUDENTS v MY ACCOUNT v WIZARDS ADMIN H

SCHOOLS STUDENT TRANSFER SCHOOL SYST ‘M USERS |HEESTRAINT/ISOLATION TRACKER COMPLIANCE MONITORING CONNECT IEF MONITORING REPORT

Tennesses Reference System
'l ADMIN / USERS

User Last Name | tesﬂ [J Exact Match
User First Name [J Exact Match
Title [ Exact Match

School:  All Schools v

[[J Registered Nurse (RN) [J Permission Group 20

[J) General Ed Staff-All Schools  [J Permission Group_22

] Permission Group 1 ] Permission Group 21
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A list will appear. Click the name of the user to navigate to an individual's user page.

Del IM CP  Name School(s) Students Title User Type E-mail Address Last Login
(] - Danya Test SS 1,8 Permission Group 7 danyatest]@email.com
O - Emma GPM Test 55 8,1 Permission Group 16 email@email.com
[l - Ginny Test -All 2.7 Permission Group_2 ginny@email.com
O - @  Jennifer Training Test -Al- 8,5 Permission Group 1 Jstem1@peous com 01/09/2024 11:14:00
[l - Lily Test S5 1.9 Permission Group 2 lilytest@email.com
0 & @ RosieTest S5 1,3 Permission Group 30 rosistest@email com
O - . Samantha d Test 58 6,3 Permission Group_6 law@email.com
O - Sandy Test 55 0,0 Permission Group_19 Sandy@email.com
[l - Sheryn Test -All 0,0 A Permission Group 1 Sheryn.ordway@tn.gov 10/04/2022 10:24:00
O - Zendeskref ref Test -Al- 2,10 Permission Group 3 danya lavender@omail com 07/06/2022 12:08:00
O - Zendesk TestAccount -All- 0,3 Permission Group 1 danyalavender@comeast.net 07/03/2023 17:52:00

Add the district email in the e-mail address field. Change the permission group by clicking the dropdown
next to User Type.

OpenlD Connect Subject:

User has Zendesk Agent account:

City, State, ZipCode:

Home Phone:

Work Phone:

E-Mail Add: danyatest1 @email.com
Calendar Alerts -
Calendar Synchronization: () Email Calendar Events
Calendar Alerts Minutes Before Calendar Events

UserType:  Permission Group 7 -

Users Compliance Manitering Role: - User Type's Assigned Role:
Indicator Monitoring Role: w

[ will Receive Transfer Motifications
[ Can Access Compliance Monitoring CAP Report Process
[ Can Be Supervisor For Medication Services Class

[ Can Be Supsrvisor For Mursing Services Class

T T

EAST

[oeoons | oo | reser
Schools in EAST:

Sample School

(No items available)

School Areas:
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Contract users will not have a SSO login to access Pulse. The contract users are generally speech/language
providers, OT or PT providers or psychologist which are not employed by the district but are contracted to
provide evaluations or services in the district.

For contract providers, district administrations can add a New User account with the account type of
‘LOCAL.' To do so, please use the following link to login:

https://tnpulse.pcgeducation.com/tndistrictnamelEP

Ex: //tnpulse.pcgeducation.com/tnmeigsiep

Instructions for Creating Contract User Accounts:

When creating accounts for service providers, please note that certain attributes will be required and
enforced through system controls. Until those controls are put in place, please ensure that appropriate data
is populated into the service provider accounts. As part of the yearly user audit process, adherence to data
population will be monitored.

When creating new users, a few notes for contractors/service providers:
1. In the create user screen, be sure the select “Local Account” as the account type.

2. After the initial add user screen, select “Add user and edit user details” option to create the user in the
system.

3. Once the edit user screen is populated, continue with setting up the user, paying particular attention to
the following:

e Select the checkbox at the top (Indicate Contract Employee)
¢ Name - enter the first name and last name. If there is another user with the same name, like Bill
Smith, then add a middle initial.
e User name and User code are generally the same. | would use something like:
firstnamelastname001
e Email Address: enter the user’s district issued email address
e Account Type is “Local Account”
e Permission Groups: Service Provider accounts will be limited to allowable Permission Groups. The
following permission groups are allowed:
o Permission Group 5
o Permission Group 6
o Permission Group 7
o Permission Group 9
o Permission Group 11

o Permission Group 15
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(0]

Permission Group 18

e Under the “State and Federal Personnel Report Information Section,” please populate the valid

dates from the service provider contract for those service provider employees. If a one-year

contract for the service provider, then populate with the end date of the contract in 2024.

e Under section 1¢, “Related Service Provider Employer Type,” please select the appropriate value.

e Contractors will log into PULSE via each district's own login page. This page’'s URL looks like:

https://tnpulse.pcgeducation.com/tndistrictnameiep (for example:

https://tnpulse.pcgeducation.com/tnjohnsoniep)

e Users will then log in with their own Firstname (space) Lastname on the login page with the
password created in TN PULSE.

Note: Be sure to not confuse the user’s login name with the User Name field. The login name is
the user’s personal name. Ex. Bill Smith or if there is a middle initial, the login name would be
something like Bill X Smith.

To request a SSO login, contact DT.Support@tn.gov and request a SSO login for TN Pulse. Please include
the user's name and district issued email address.

Inactive Users

From the Main Menu, select Admin. Click School System, and then choose Inactive Users under the
Administration drop-down.

STUDENTS ~

REPORTS

ﬁ Tenneszee Reference System
ADMIM SYSTEM INFO

MY ACCOUNT

WIZARDS

ADMIN ~

SUMBARY SYSTEM INFO ADMIMISTRATION ~

INACTIVE USERS

ASSIGM TEACHERS

IMACTIVE STUDENT

-
=

-

IMPORTS

This section allows the admin to review users in TN PULSE and inactivate users who no longer provide
special education services in the district. Search by User Last Name or User Code. Click View Inactive
Users. A list of users will appear. Click on the name of the user to inactivate.

User Last Name

User Code

VIEW INACTIVE

Exact Match

Exact Match
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Assign Teachers
From the Main Menu, select Admin. Click School System, then click the Administration tab to select
Assign Teachers.

STUDENTS v MY ACCOUNT ~ WIZARDS ADMIN ~ A

REPORTS SUMMARY SYSTEM INFO ADMINISTRATION IMPORTS

Tenneszee Reference System

ADMIN / REPORTS INACTIVE USERS

ASSIGN TEACHERS

INACTIVE STUDENTS

TN PULSE Reporting

MANAGE INTERVENTION LIST

The Assign Teachers page allows users to assign a case manager to students on individual student records,
saving time from going to each student's Team/Parents page. It is recommended to wait until all students
have a current school and grade level event before assigning a case manager.

Search by grade level, additional programs, schools, etc. Select the checkbox next to Case Manager to see
only students on your caseload. Select View Students.

Student Last Name [ Exact Match
Student First Name: [ Exact Match
Student Middle Name: [ Exact Match
State ID Number [ Exact Match
Student D! [ Exact Match
Date of Birth:
Grade Leve All Grades ~
Schoo All Schools ~

English Second Language (ESL) Early Childnood Placement

| Parentally Placed Private School

[ Only include Students where | am Case Manager

Include Inactive Students:

[l General Ed EP [ Section 504 Eligible
Child Study sP Section 504 Plan
Status: [ Referral Discontinued [DILP Referral
[ Eligibility Section 504 Referral [ ILP Plan
[ Special Ed
Mo Case Manager: [ Only Studems with no Case Manager currently assigned.
SortLlistBy:  Student's Last Name e
REVIEW CASELOADS
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A list of students will appear. Use the dropdown menus provided to change the Case Manager. Select
Update the Database.

Mote: Students with no School assigned will not appear in this list. You will have to assign a School to them first.
Student School Grade Case Manager
Bonnie Test ss 03 Emma Train Little ~
Carly Test 55 04 Emma Train Little i
Frarkie Test S5 09 Emma Train Little A
LaTrese Test ss K Emma Train Little ~
Penelope Test 35 0z Emma Train Little ~
Rebecea Test SS K Emma Train Little ~
Tanner Test S8 09 Emma Train Little A
Teddy Test 55 02 Emma Train Little i
Anna Jenstudent Test 35 09 Wendy K Little A
Brittany Thanksgiving Test S5 01 Emma Gonsalves ~
Cora Test 35 03 Samantha Training Little ~
Damion Test 55 09 Donaovan Training Test
John FFS Test 33 0z Donovan Training Test
Micah Reeval Test TEST 05 Wendy K Little
Raya Jenstudent Test 35 09 Samantha Training Little

Inactive Students

From the Main Menu, select Admin. Click School System, select the Administration tab, and then
Inactive Students.

ADMIN ~ =

STUDENTS ~ MY ACCOUNT ~ WIZARDS

REPORTS SUMMARY SYSTEM INFO ADMINISTRATION ~ IMPORTS

INACTIVE USERS

NISTRATION J

NACTIVE ST

ASSIGN TEACHERS

INACTIVE STUDENTS
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This section allows the admin to review and deactivate students who are no longer enrolled with the district.

Search by a Student’s Last Name or State ID Number. Click View Inactive Students. A list of students
will appear.

Last School Attended: | All Schools ~
Student Last Name: [ Exact Match
Student First Name: [ Exact Match
Student Middle Name: [ Exact Match
Date irth
Student |D: [ Exact Match
State |0 Number: [ Exact Match
Students Exited After:
Students Exited Before:
Exit Reason: = -Any- ~
SortListBy:  Student's Last Name w
[ |

To deactivate a student, enter and click on the student’s name or State ID Number, then click Exit Info. Enter
the student’s exit information and click Update the Database.

STUDENTS ~ MY ACCOUNT ~ WIZARDS ADMIN ~ ] A TEST

PERSONAL INFO DOCUMENTS [EXIT INFO STUDENT HISTORY CONTACTS

Activestudent2 Test

include recommendations on how to assist the student with meeting his/her postsecondary geals, must be provided to the student upon exit. A sample form (Summary of

WherNhe exit reason is Graduated with Regular Diploma or Reached Maximum Age, a summary of the student's academic achievement and functional performance, which
Performayce) is available in the Documents section of a student's record.

Date Exited: | 10/25/2017

Reason for Exiting Graduated with Regular Diploma

UPDATE THE DATABASE
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Imports

The Imports section allows users to view Import History and Import Summary Data.

STUDENTS ~ MY ACCOUNT ~ WIZARDS ADMIN ~ HH

REFORTS SUMMARY SYSTEM INFO ADMIMISTRATION ~ IMPORTS

enneszee Reference: System P P
f ADMIN / REPORTS (MPERTHISTER

IMPORT SUMMARY DATA

Import History will display a list of imports previously updated within the PULSE system for the date that is
selected. Once the date is selected, click Submit to see results. The columns will show the Start Date and
time of the import started and the End Date and time the import ended. The Import File Name will display.
To view the details of the import, select Output File and a txt. file of the import details will generate. This
file will include an import summary, including any errors or warnings.

(it

Import Completion Date: 07/17/2024 =]

Start Date End Date Import File Name Ouput File
07/17/2024 04:11 AM 07/17/2024 04:12 AM Students-Import-13.1xt StdUpdate-pl-2024-07-17-04-11-08 txt.zip
07/16/202411:15 PM 07/17/2024 00:11 AM %ssessments-WIDASE'eener-I 5. StdUpdate pl2024-07-16-23-14-45 tut 7ip

Import Summary Data will list all imports processed by the standard import system within the past 30
days. The columns will show information such as Import Date/Time, Import Type, #Record, #Records Added,
#Records Updated, #Errors, #Warings. The Import File name can be clicked by selecting the blue hyperlink.
The Import Summary is available for download by clicking the blue hyperlink. The import summary will
display the summary details of the import selected.

The Import Summary Data tab is available in the TN Pulse™ for the Permission Group 1 user type. These
users may check the Import file for any errors that occurred during the import process and check with the
LEA's SIS personnel to confirm or adjust student data.

Students without the following information in the import file do not import or update in TN Pulse™:

e First Name
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e Last Name (excluding suffix)
e DOB
e StatelID

Student data errors may require the following corrections:

e Student's name must match identically in both TN Pulse™ and SIS (including middle name).

e Student's data of birth must match identically in both TN Pulse™ and SIS.

e Inactive student records must be reactivated and match identically with the import file. Always search the
Inactive student records for an existing record.

e Student ID numbers must not be reused. If the student ID number has been previously assigned to
another student, request a new student ID number for the new active student record.

e State ID numbers cannot be reused. Each student must have only one unique state ID number.

Researching Student Import Errors

This guide shows the steps to access the import files and error reports and how to identify what problems
have occurred and what data needs attention.

Key terms used in this document:

SIS - Student Information System - the system in the districts that is used to collect student level data
related to enrollment, discipline, etc.

Import Summary Data - a copy of the import file that is received from the district SIS package and
imported into TN Pulse™ on a pre-determined schedule.

Import Completion Date - the date the file was imported into TN Pulse™. Users typically enter the date
prior to the current date depending on the time of research.

Import Summary Data Page
To open the Import Summary Data page, select Admin, then Imports. Click Import Summary Data.

[

TN | pULSE STUDENTS v MY ACCOUNT v WIZARDS  ADMIN v :2::]

REPORTS SUMMARY SYSTEM INFO ADMINISTRATION ~ IMPORTS

Tennessee Reference System

ADMIN / REPORTS IMPORT HISTORY

IMPORT SUMMARY DATA
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This page provides detailed information about the number of errors or warnings generated by a particular

EXPORT INFORMATION TQ EXCEL

# of Display Information by Errors or Students
Error Students ?
Does Not Match Existing Student with Same State Code 5 by Students v
No State Code 54
Total Errors: 59

NEXT 9 ERROR(S)

import. The import file, as well as the import summary file, can now be downloaded on the Import Summary
Data menu page. Details on the errors and warnings are purged after 14 days.

1. Import Error Details

Click on the links for errors to open the Students Import Details page.

Below is a listing of all imports processed by the standard import system within
the past 30 days. The details will show the statistics for that import, as were
in the import transaction email that was sent out.

# #Records #Records

#
Import Date/Time Import Type Records  Added Updated

# Import

‘Warnings Import File Summary
07/17/2024 0:10 AM Assessments 21352 9 21300 8 Assessments-WIDAScreener-15 txt Download
07/17/2024 0:10 AM Parents 1633 238 889 1 Parents Import-15 txt Download
07/17/2024 0:10 AM GroupStudents 116549 115382 0 a

GroupStudents-14 txt

Download

The Student Import Error Details page defaults to display the data by Errors in the dropdown menu.

EXPORT INFORMATION TO EXCEL

# of Display Information by Errors or Students
Error Students
Does Not Match Existing Student with Same State Code 5 by Errors ~
No State Code 54
Total Errors: 59

NEXT 9 ERROR(S)

Does Not Match Existing Student with Same State Code

To regroup the details, select by Students.

#of . Display Information by Warnings or Students
Warning Student§™7 —
Invalid Column(s) 1 by Students  ~
External School System With School Code Does Not Exist 2
Home School With Code Does Not Exist 197

Total Warnings:

n
=]

0f
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At the end of the errors there is also a list of duplicate student records.

Import Warning Details

Click on the links for warnings to open the Students Import Details page.

0
0
0

Below is a listing of all imports processed by the standard import system within
the past 30 days. The details will show the statistics for that import, as were
reported in the impert transaction email that was sent out.

# # Records #Records # #
mport Date/Time Import Type Records  Added Updated Errors § Warningsf] Import File
7/17/2024 0:10 AM Assessments 21352 9 21300 51 8 Assessments-WIDAScreener-15 tet
7/17/2024 0:10 AM Parents 1633 238 889 506 1 Parents Import-15 txt
7/17/2024 0:10 AM GroupStudents 116549 115382 0 1167 GroupStudents-14 txt

Import
Summary

Download

Download

Download

The Student Import Warning Details page defaults to display the data by Warnings in the dropdown menu.

To regroup the details, select by

Students.

Warning
Invalid Column(s)
External School System With School Code Does Not Exist

Home School With Code Does Not Exist

EXPUKI INFUKMAIIUN 10 EXCEL

#of _ Display Information by Warmngs or Students
Student ™7 —
1 by Students ~
2
197
Total Warnings: 200

V.

Student Import Data

Students without the following information in the import file do not import or update in TN Pulse™:

e FirstName

e |ast Name (excluding suffix)
e DOB

e StatelD

Student data errors may require

the following corrections:

e Student’s name must match identically in both TN Pulse™ and SIS.

e Student’s date of birth must
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e To avoid duplicate records, always search the Inactive student records for an existing record. The state
id number on an inactive student record or active student record must match the state id number listed

in the studentimport file.

e Student ID numbers must not be reused. If the student ID number has been previously assigned to
another student, request a new student ID number for the new active student record.

e Each student must have only one unique state ID number.

Users (Permission Groups)

1) From the Main Menu, select Admin. Click School System, then enter a user's name or choose a

Permission Group to view a list of users within that Group.

STUDENTS MY ACCOUNT WIZARDS ADMIN ~ =

SCHOOLS

STUDENT TRANSFER SCHOOL SYSTEM USERS RESTRAINT/ISOLATION TRACKER COMPLIANCE MONITORING

User Last Name:
User First Name:
Title:

School: | All Schoels

T T

[JPermission Group 1 [] Permission Group_9

[CIPermission Group 3 [ General Ed Saff
[ Permission Group 2 [ Permission Group_10
[JPermission Group 4  [] Permission Group_11
[ Permission Group 5 [ Permission Group_12
[JPermission Group & [ Permission Group_13
[ Permission Group 7 [ Permission Group_14
[JPermission Group 8 [] Permission Group_15
[JPermission Group 9  [] Permission Group_16
[ Permission Group 10 [J Permission Group_19
O Permission Group 11 (0 Permission Group_20
O Permigsion Group 12 [0 Permission Group_21
[JPermission Group 13 [] Permission Group_22

[ Permission Group 14 [J Permission Group_23

CONNECT

[EP MONITORING REPORT

[ Exact Match

[ Exact Match

[J Exact Match

2) Click on the user's name to view the user’s details.

School(s) Students Title

0 X Will Test 55 31

User Type E-mail Address

Permission Group &

(1 Users)

INACTIVATE SELECTED USERS

ADD NEW USER

Last Lagin
06/05/2024 10:45:00
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Approving Restraint and Isolation Requests

1) From the Main Menu page, select Admin/School System, then Restraint and Isolation Tracker.

STUDENTS + MY ACCOUNT WIZARDS ADMIN ~ i

SCHOOLS STUDENT TRANSFER SCHOOL SYSTEM USERS RESTRAINT/ISOLATION TRACKER COMPLIANCE MONITORING ICOMNECT IEF MONITORING REFORT

2) Filter by Incident Type, Incident Status, Incident School, and Date Range to pull up the list of
incidents. To pull up the list of drafts, select Draft from the Incident Type dropdown and choose
Update Incident Table.

Incident Type: Restraints w
Incident Status: Draft
Incident Schoaol: SElITIp|E' School v
Date Range From: ﬁ
Ta: ﬁ

3) Alist of results will be displayed. Select Details to review and approve the incident request.

Del Incident Type Incident Date  Created By School Student Status Details / Approve

1 Restraim 05/15/2018 Jennifer Test Test Sample School Jenny Test Test  Draft DETAILS I

1 Restraint 12/21/2022 Wendy Kleinman  Sample School Aaron Test Final DETAILS

[1 Restraim 1272172022 Wendy Kleinman  Sample School Wyatt Test Final DETAILS

[]  Restraint 05/08/2023 Micah S Denton Sample School Abbie Ffs Test Draft DETAILS
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Connect

From the Main Menu page, select Admin, then Connect.

[

STUDENTS ~ MY ACCOUNT ~ WIZARDS = ADMIN v A

SCHOOLS STUDENT TRANSFER SCHOOL SYSTEM USERS RESTRAINT/ISOLATION TRACKER COMPLIANCE MONITORING

CONNECT IEF MONITORING REPORT

This will open to any TN PULSE Connect Pending Actions Results. Select a tab (Error, New, Outstanding or
Complete) to view specific documents that have recently been sent via Connect. If there is an error, it will be
listed under Error. If there is a document that was sent to Connect but has not yet been sent to parents, it
will be listed under New. Any documents that were sent via Connect but have not been completed by

parents, will be listed under Outstanding. Completed documents that were sent via Connect will be listed
under Complete.

How to Use the Caseload Administration Wizard

1) From the Main Menu, select the Wizards tab.

STUDENTS MY ACCOUNT ~ WIZARDS ADMIN ~ +H
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2) Click Caseload Administration Wizard.

Select a Wizard

Progress Report

IEP At-a-Glance Document Wizard

Batch Document Generation Wizard

Caseload Setup Wizard

Caseload Administration Wizard

IEP Progress Monitoring Wizard

Ad Hoc Report Wizard

Intervention Logging Wizard

3) Search for the user by School, User Type, Last Name, Title, and/or User Code, or manually entering

the name. Click View User(s).

Error (0)

TN PULSE Connect Pending Actions Results

Outstanding {0) Complete (0)

entries

Schoo Grade Student Mame Farent Name(s

SHOW ALERT FREQUENCIES SEARCH AGAIN
Search:
Event [ Action Date “f Description Dalate

Mz data availzblz intzble

Showing 01ta 0 of 0 entries
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School:  All Schools v
ceoxns | weme
(] SEA 1-Stop Support Staff 10 [ Related Service Provider 2014
(] SEA Administrator 2 [ District-wide Consultant 2014
[ SEA IEP Administrator 3 U school/District Lead 2014
(] SEA 504 Administrator 4 [ Special Educator 2014
(] SEA ILP Administrator 5 [ School Staff 2014
(] SEA ILP Administrator & [J School Administrator 2014
[) SEA ILP-D Administrator 7 [ Qunside Provider/Contracted Providers 2014
[C) SEA Monitoring Administrator 8 [ Restraint/Isolation Facilitator 2014
check none to match all)
(] SEA Monitor 9 [ State Moniter 2014
(] SEA System Administrator 1 [T User 2014
(] RTI School Based Staff [ IEP Team Member No Login 2014
[ General Ed Staff I Restraint/Isolation Participant 2014
[ Rtl District Administrator [ Mo Legin 2014
(] Rl Interventionist [0 504 Service Provider
(] EdPlan/EasylEP Administrator 2014 [C) 504 District Admin
[ Psychologist 2014 [ 504 School-Based User
[_] Certifying Specialist 2014
User Last Name: = test [J Exact Matc
User First Name: jennifer [ Exact Match
Title (] Exact Match
(] Exact Match
SortList By:  User's Last Name v
VIEW USER(S)
VIEW PREVIOUS SEARCH RESULTS
ADD NEW USER

4) Click the name to select the user and enter the user's Caseload Domain from the dropdown menu.

STUDENTS MY DOCS

MY REPORTS WIZARDS ADMIN/SCHOOL SYSTEM ~ MY INFO

Students
Tame Schools Case Manager Team Member Title User Type
Jennifer Test Test -4l 3 135 SPED Supervisor EdFlan/Easy|EP Administrator 2014
{1 Users)

(Select a User)
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Please Select User's Caseload Domain: | Special Education v

GO TO USERS CASELOAD

e The Current Caseload page appears.
e Use the Check All and Check None buttons as needed.

Case Manager Team Member
m m Student School Grade Date OF Birth Current Case Manager
O Bonnie Test Ss 03 112202014 Emma Train Litte
O Carly Test 55 04 07/02/2015 Ermma Train Litde
O Flower JenStudent Test 55 09 12/02/2010 Emma Gonsalves
O Frankie Test 55 09 03/30/2008 Ermma Train Litde
O LaTrese Test g5 K 03/28/2076 Ermma Train Litde
O Mark October 6 Test 55 P4 07/28/2014 Samantha Training Little
O Minne Jenstudent Test ss 09 03/01/2014 Samantha d Test
O Penelope Test S5 02 11/16/2010 Emma Train Litle
O Rebecca Test S5 K 04/03/2008 Emma Train Litde
O Samantha October 6 Test Ss ol 10/02/2016 Samantha Training Little
O Tanner Test 55 09 03/07/2016 Emma Train Litde
O Teddy Test 55 02 05/09/2016 Ermma Train Litde

5) Click Add More Students to Caseload to search for additional students to include in a user’s caseload.
6) Select Update the Database to save information.
7) Toremove students from a user's caseload, select Remove All Students from Caseload.

(107 Students)

8) A confirmation page will appear, asking users to confirm the removal. Select Yes, Remove All
Students from Caseload, or No, Do Not Remove All Students.

Do you, Jennifer Test Test, confirm that you wish to remove all Students from Jennifer Test Test's Caseload?

YES, REMOVE ALL STUDENTS FROM CASELOAD NO, DO NOT REMOVE ALL STUDENTS
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9) Select Transfer/Copy Caseload to Another User to transfer or copy a caseload.

(107 Students)

UPDATE THE DATABASE
ADD MORE STUDENTS TO CASELOAD
REMOVE ALL STUDENTS FROM CASELOAD

. TRANSFER / COPY CASELOAD TO ANOTHER USER .
SELECT A USER

To copy a caseload, select Copy from the first dropdown menu and then choose the user from the second
dropdown menu.

When Copy is selected, only Students where Jennifer Test Test is not the Case
Manager will be copied, as a Student may not have more than one Case
Manager at one time.

Iwantto | Copy w Dennifer Test Test's Special Education Caseload to the following user: v

REVIEW STUDENTS AND CONTINUE

10) To transfer a caseload, select Transfer from the first dropdown menu, and then choose the user of
the second dropdown menu.

When Copy is selected, only Students where Jennifer Test Test is not the Case
Manager will be copied, as a Student may not have more than one Case
Manager at one time.

I'wanttg| Transfer | Jennifer Test Test's Special Education Caseload to the following user ~

REVIEW STUDENTS AND CONTINUE

Note: When Transfer is selected, the dropdown menu will display only users with access to all schools associated with
students on the source user’s caseload.

11) Click Review Students and Continue.

REVIEW STUDENTS AND CONTINUE

Pg 71 © Tennessee Department of Education



Permission is granted to use and copy these materials for non-commercial educational purposes with attribution credit to the
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