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Special Education 

Found in Main Menu 

 

 

Adding a Special Education Record 

Press Find or List to locate the student for whom you would like to add a program. 

 

After locating the student, press Add to get a drop-down box like the one shown below. 
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Choose a program and press OK. 

 

 

A list of all the options is shown on next page. 
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Menu Definitions 
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Time Codes 

TIME: (Required – ALL updates) Summarizes the amount of time the student is served. This is 
used to allocate state special education funds. If present for PRE-K, it will be ignored. If a 
student changes TIME code during the year, a S2 must be sent in for each one. 
  
CODE MEANING  
 
TIME: (Col 016 ; Required – ALL updates) Summarizes the amount of time the student  
is served. This is used to allocate state special education funds. If present for PRE-K, it will be 
ignored. If a student changes TIME code during the year, an S2 must be sent in for each one.  
 
CODE MEANING:  
A 1-59 Minutes of special education and related services for students in  
grades 1-12, or 1-29 Minutes of special education and related services for  
students in grade K (Resource).  
 
B 60-179 Minutes of special education and related services for students in  
grades 1-12, or 30-89 Minutes of special education and related services  
for students in grade K (Resource).  
 
C 180 min. or more of special education and related services for students in  
grades 1-12, or 90 minutes or more of special education and related services for  
students in grade K (Self-Contained). 

 
The following will appear. This is the same screen you will see if you press Edit. 
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¶ Enter appropriate data.  

o Notice in the top-right corner the name of the program for which you are entering 

data. 

o Entry Date – the date the student will enter the program. 

o Entry Code – a user-defined code. This is the reason for entry into the program.  

o Exit Date – the date the student exited the program. This date must be later than the 

entry date. 

o Exit Code – a user-defined code. This is the reason for exiting the program. 

o Status – a user-defined code. The status of the student in the program. 

o Environment – defines the environment the student is in. 

Environment Definitions 
 
 (Required – ALL updates) Identifies the type of educational setting in which the student 
receives special education and related services. If grade is PRE-K, use one of the following 
settings: 

 
ENVIRONMENT: (Col 038 ; Required – ALL updates) Identifies the type of educational  
setting in which the student receives special education and related services.  
If grade is PRE-K, use one of the following settings:  
 
C = Early Childhood Special Education (50% or more of students in class  
are receiving special education services)(federal “Special Class”)  
F = Child attending a regular childhood program at least 10 Hrs per week and  
receiving the majority of hours of special education and related services in  
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the regular Early Childhood Program  
G = Child attending a regular childhood program at least 10 Hrs per week and  
receiving the majority of hours of special education and related services in  
some other location  
J = Child attending a regular childhood program less than 10 Hrs per week and  
receiving the majority of hours of special education and related services in  
the regular Early Childhood Program  
K = Child attending a regular childhood program less than 10 Hrs per week and  
receiving the majority of hours of special education and related services in  
some other location  
R = Public Residential  
S = Public Separate School  
I = Itinerant (federal “Service Provider Location”)  
M = Home  
 
 
 
 
If grade is K-12, use one of the following settings:  
 
H = Homebound/Hospitalized  
R = Public Residential  
S = Public Separate School  
T = Private Residential Facility  
U = Private Separate School  
V = Regular School setting  
Y = Correctional Facility (Youth In Custody)  

 

¶ In this screen you’ll want to choose something for Environment and Regular Percent. 

¶ Press Save. 
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Custom Tab 

 

On the Custom Tab, you can enter “Y” if the student takes the Utah Alternative Assessment. 

 

 


