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New Jersey Early Intervention System 
The New Jersey Early Intervention Management System (NJEIMS) is a web based application that 

captures every milestone including Referral, Evaluation, Family Information Meeting, Family Cost 

Participation, and IFSP while a child is active in the New Jersey Early Intervention System.  Additional 

NJEIMS functions include creating Child ID #s, service logging, child assignment and report generating.  

User capability and permissions in the application is based on a user’s role within the New Jersey Early 

Intervention System.  Users must change their New Jersey Early Intervention Management 

System password every 90 days.  Passwords must be at least 8 characters- 1 capital letter, 1 

number, and 1 special character.   
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How to Login 
1. Enter the username and password given in the Name and Password fields. 

 

2. Click the Login. 
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How to Change Password 
1. Click on My Info. 

 

 

 

 

 

 

 

 

 

2. Enter current password in the Please enter your current password field, enter new password in 

the New Password and New Password (to verify) fields. 

3. Click on Update the Database. 
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How to Create a Forgotten Password Question 
1. Click on My Info. 

 

 

1.  

 

 

 

 

 

2. Enter current password in the Please enter your current password field. 

3. Click on the Set My Forgotten Password Question. 
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4. Enter a question in the Question field and an answer to the question in the Answer field. 

 

 

 

 

 

 

 

 

 

5. Click on Update Question and Return or Update Questions and Add More to add another 

Forgotten Password Question.   

 

 

 

 

 

 

 

 

 

NOTE:  A Forgotten Password Question can be deleted by clicking on the Del checkbox. 
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How to Locate a Child 
1. Click on Children. 

 

 

 

 

 

 

 

 

2. Enter information in the Child Last Name, Child First Name, Child Middle Name, and/or Child ID 

field(s). 

3. Click on View Children. 
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A list of children with exact or similar spelling names in the New Jersey Early Intervention System will 

appear.  A child’s name is a link directly to a child’s Personal Information page.  It is important to confirm 

the date of birth prior to selecting a child.  

 

 

 

 

 

 

 

 

A child search may result in an Error No Children match the search criteria. 
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How to Create a Child ID 
Prior to creating a new Child ID verify that a Child ID does not already exist by completing a child 

search.  Refer to How to Locate a Child.   

1. Enter information in the Child Last Name, Child First Name, Child Middle Name, and/or Child ID 

field(s). 

2. If the child’s county is known, click on the drop down arrow to assign a county. 

3. Click on Add new Child to. 
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4. Enter child’s Name, Date of Birth, Gender, and Primary Race in required fields. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. If parent information is available enter data in the Parent Information fields. 

6. Click on Add Child to Database.  
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A message will appear from the webpage stating The Child was successfully added. 
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How to Create a Family ID  

New Parent/Guardian 
1. Click on Demographics. 

2. Select Parents/Guardians and Other Contacts. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.  Click on Add New Parent/Guardian. 
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4. Enter Parent(s)/Guardian information. 

5. Click Update the Database.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. The Parent(s)/Guardian enter will appear.  Click on Details.  
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7. The Edit Parent/Guardian Information page will appear.  Click on Create New Family.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

8. Select the Primary Family? check box (If applicable). 

9. A Family ID and parent/guardian will appear. Click on Update the Database 
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Existing Parent/Guardian 
1. Click on Demographics. 

2. Select Parents/Guardians and Other Contacts. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click on Associate with Existing Parent/Guardian.  
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4. Enter Parent/Guardian information. 

5. Click View Parent(s). 

 

 

 

 

 

 

 

 

 

 

 

6. Select a Parent/Guardian from the list.  
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7. Select a Relationship from the drop down list.  

8. Click on Update the Database.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. The parent/guardian will appear.  Click on Update the Database.  
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Delete a Parent 
1. Click on Demographics. 

2. Select Parents/Guardians and Other Contacts. 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Select the Delete checkbox. 

4. Click Update the Database.  
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Service Logging 
Services that require a completed entry log: 

Referral 

• Service Coordination activities 

Evaluation 

• Evaluation and Assessment (Initial, Periodic, and Annual) 

• Exit Evaluations 

• Medical Evaluations 

Family Information Meeting 

• Initial FIM 

• Subsequent FIM 

Team Meeting 

• Team Meeting IFSP 

• Transition Planning Conference (TPC) 

IFSP Authorized Services 

• Current IFSP services 

Assessments 

Foreign Language Interpretation Non-IFSP 

Interpreter for the Deaf Non-IFSP 

 

 

 

 

 

 

 

 

 

 

 



21 
 

Service Coordination Service Logging 
 

1. Click on Wizards. 

 

 

 

 

 

 

 

 

2. Select Service Coordination Logging Wizard.  
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3. Select a Child.  

4. Click on Launch Wizard.  

 

 

 

 

 

5. Enter data in the New Log Entry section.  Service Date, Service Type, Service Times, Location, 

Agency, Service Location, and Today’s Progress/Highlights/Overall Comments fields require 

data entry. 

6. Click on Save.  
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7. The Confirm Log Entry page will appear.  Confirm that all information entered is correct.  Click 

on Edit to update information entered.  Click on Delete to delete the log entry.  Click on Confirm 

log(s), then return to the top of the logging wizard, Confirm log(s), then enter more logs for 

this Child, or Confirm log(s), then return to the Child selection page.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The confirmed log will be listed in the Previous Log Entries section.  
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IFSP Authorized Services 
1. Click on Early Intervention.  

2. Click on Service Logging. 

 

 

 

 

 

 

 

 

 

 

 

3. Click on Log on the correct service for log entry.  
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4. Enter information in the New Log Entry section.  The Service Date, Service Type, Service Times, 

Group Size/EI Procedure, Location, Agency, Who Was Present?, Successes and Concerns Since 

Last Visit, Intervention Techniques (Routines and Strategies), Goals, and Today’s 

Highlights/Overall Comments are required fields.  

5. Click Save. 
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6. The Confirm Log Entry page will appear.  Confirm that all information entered is correct.  Click 

on Edit to update information entered.  Click on Delete to delete the log entry.  Click on Confirm 

log(s), then return to the top of the logging wizard, Confirm log(s), or Confirm log(s), then 

return to the Child selection page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The confirmed log will appear in the Previous Log Entries section. 
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Evaluation and Assessment Service Logging 
 

1. Click on the Early Intervention. 

2. Select Evaluation from the drop down list.  

 

 

 

 

 

 

 

 

 

 

3. Click on the Evaluation and Assessment Service Logging tab. 

 

 

 

 

 

 

 

 

 

4. Click on Log. 

 

 

 

 

 



28 
 

5. Enter information in the New Log Entry section.  The Service Date, Service Type, Service Times, 

Group Size/EI Procedure, Location, Agency, and Today’s Highlights/Overall Comments are 

required fields.  

6. Click Save. 

 

 

 

 

 

 

 

7. The Confirm Log Entry page will appear.  Confirm that all information entered is correct.  Click 

on Edit to update information entered.  Click on Delete to delete the log entry.  Click on Confirm 

log(s), then return to the top of the logging wizard, Confirm log(s), or Confirm log(s), then 

return to the Child selection page. 
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The confirmed log will be listed in the Previous Log Entries section. 
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Interpreter Service Logging 
Interpreters should only have the following services in their user profile that they can provide:  

o Foreign Language Interpretation Non IFSP 
o Evaluation/Assessment 

o Foreign Language Interpreter 
o Bilingual Interpretation for Direct Child Services 

o Team Meetings 
o IFSP 
o FIM 
o Transition 

  

Services that require a completed entry log for Interpreters: 

Interpreting for Evaluation/Assessment 

• Evaluation and Assessment (Initial, Periodic, and Annual) 

Interpreting for Team Meetings 

• Team Meeting IFSP 

• Transition Planning Conference (TPC) 

• FIM 

IFSP Authorized Services 

• IFSP services 
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Non IFSP Service Logging 

Foreign Language Interpretation Non IFSP 
 

1. Click on Wizards. 

 

 

 

 

 

 

 

 

2. Select Foreign Language Interpretation Non IFSP Logging Wizard. 

 

 
3. Select a Child.  

4. Click on Launch Wizard.  
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5. Enter data in the New Log Entry section.  Service Date, Service Type (Choose Bilingual 

Interpretation), Service Times, Group Size (Select Evaluation/Assessment), Location, Agency, 

Service Location, and Today’s Progress/Highlights/Overall Comments fields require data entry. 

The Foreign Language Interpreter can enter N/A in the section “Today’s 

Progress/Highlights/Overall Comments”. 

6. Click on Save.  

 

7. The Confirm Log Entry page will appear.  Confirm that all information entered is correct.  Click 

on Edit to update information entered.  Click on Delete to delete the log entry.  Click on Confirm 

log(s), then return to the top of the logging wizard, Confirm log(s), then enter more logs for 

this Child, or Confirm log(s), then return to the Child selection page.   

 

 

 

 

 

The confirmed log will be listed in the Previous Log Entries section.  
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If you are logging a Non IFSP service on a child for the first time and the child’s name did not appear 

when selecting Foreign Language Interpretation Non IFSP Logging Wizard: 

1. Select Foreign Language Interpretation Non IFSP Assessment Logging Wizard (Foreign 

Language Interpretation Non IFSP). 

 

  
 

2. Click on View Children.  

 

3. Select a Child.  
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4. Click in bubble beside Foreign Language Interpretation Non IFSP and click Submit.  

 

 

5. Enter data in the New Log Entry section.  Service Date, Service Type (Choose Bilingual 

Interpretation), Service Times, Group Size (Select Evaluation/Assessment), Location, Agency, 

and Today’s Progress/Highlights/Overall Comments fields require data entry. The Foreign 

Language Interpreter can enter N/A in the section “Today’s Progress/Highlights/Overall 

Comments”. 

 

6. Click on Save.  

7. The Confirm Log Entry page will appear.  Confirm that all information entered is correct.  Click 

on Edit to update information entered.  Click on Delete to delete the log entry.  Click on Confirm 

log(s), then return to the top of the logging wizard, Confirm log(s), then enter more logs for 

this Child, or Confirm log(s), then return to the Child selection page.   
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The confirmed log will be listed in the Previous Log Entries section.  
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IFSP Authorized Services 
8. Go to the Child’s record. 

9. Click on Early Intervention.  

10. Click on Service Logging. 

 

 

 

 

 

 

 

 

 

 

 

11. Click on Log on the correct service for log entry.  
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12. Enter information in the New Log Entry section.  The Service Date, Service Type, Service Times, 

Group Size/EI Procedure, Location, Agency, Who Was Present?, Successes and Concerns Since 

Last Visit, Intervention Techniques (Routines and Strategies), Goals, and Today’s 

Highlights/Overall Comments are required fields. The Foreign Language Interpreter should 

enter in the “Who was present” the practitioner that required the interpreter services and enter 

N/A for the other text boxes. 

13. Click Save. 
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14. The Confirm Log Entry page will appear.  Confirm that all information entered is correct.  Click 

on Edit to update information entered.  Click on Delete to delete the log entry.  Click on Confirm 

log(s), then return to the top of the logging wizard, Confirm log(s), then enter more logs for 

this Child, or Confirm log(s), then return to the Child selection page.   

 

 

 

 

 

The confirmed log will be listed in the Previous Log Entries section.  
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Team Meeting Service Logging 
1. Click on Wizards. 

 

 

 

 

 

 

 

 

2. Select Team Meetings Logging Wizard.

 
3. Select a Child.  

 

4. Click on Launch Wizard.  
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5. Enter data in the New Log Entry section.  Service Date, Service Type (Choose Type of Team 

Meeting), Service Times, Group Size (Consultation/Facilitation with Others), Location, Agency, 

and Today’s Progress/Highlights/Overall Comments fields require data entry. 

 

6. Click on Save.  

7. The Confirm Log Entry page will appear.  Confirm that all information entered is correct.  Click 

on Edit to update information entered.  Click on Delete to delete the log entry.  Click on Confirm 

log(s), then return to the top of the logging wizard, Confirm log(s), then enter more logs for 

this Child, or Confirm log(s), then return to the Child selection page.   

 

 

 

 

 

The confirmed logs will be listed in the Previous Log Entries section.  
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If you are logging a Team Meeting service on a child for the first time and the child’s name did not 

appear when selecting Team Meetings Logging Wizard: 

8. Select Team Meetings Assessment Logging Wizard (Team Meetings). 

 
 

9. Click on View Children.  

 

 

10. Select a Child.  
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11. Click in bubble beside Team Meetings and click Submit.  

 

 

12. Enter data in the New Log Entry section.  Service Date, Service Type (Choose Type of Meeting), 

Service Times, Group Size (Select Consultation/Facilitation with Others), Location, Agency, and 

Today’s Progress/Highlights/Overall Comments fields require data entry. The Foreign Language 

Interpreter can enter N/A in the section “Today’s Progress/Highlights/Overall Comments”. 

13. Click on Save.  
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14. The Confirm Log Entry page will appear.  Confirm that all information entered is correct.  Click 

on Edit to update information entered.  Click on Delete to delete the log entry.  Click on Confirm 

log(s), then return to the top of the logging wizard, Confirm log(s), then enter more logs for 

this Child, or Confirm log(s), then return to the Child selection page.   

 

 

 

 

 

 

The confirmed log will be listed in the Previous Log Entries section.  
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Request to Remove a Service Log 
1. Click on the (+) icon on the service log entry. 

 

 

 

 

 

 

 

 

2. Click on Request Removal. 
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3. Indicate Why does this log need to be removed?  

4. Click on Request Removal 

 

 

 

 

 

 

 

 

 

 

 

 

The request for removal will be sent for approval.   
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EI Team Assignment 
1. Click on EI Team. 

 

 

 

 

 

 

 

 

2. Click on Select EI Team.  
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3. Select an EI user.  All users are categorized by their role in the New Jersey Early Intervention 

System.   

4. Click on Update the Database.  
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Agency Assignment 
1. Click on Admin. 

2. Select Child Service Agencies.  

 

 

 

 

 

 

 

 

3. Select an Agency for each Service Name listed.  
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4. Click Update the Database. 
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Referral 
1. Click on Early Intervention. 

2. Select Referral Process. 

 

 

 

 

 

 

 

 

 

 

3. Click on Referral Details.  
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4. Enter information in the required fields of the Referral Details section.   

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Click on Details, to add information to Parent’s page.  Click on Add Parent to enter another 

parent to a child’s case.   
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6. Enter information in the required fields of the SPOE Follow-Up with Initial Contact section.  

Click on Add a Contact to enter contact information.   

 

 

 

 

 

 

 

 

 

 

7. Enter information in the required fields of the Child Information section.  

8. Click on Save and Continue to save data entered and to continue the Referral process.  The Back 

button will return the user to the Referral Process page without saving new data entered.  The 

Save button updates the database with the information entered and remains on the current 

page. 
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9. Answer required questions in the Child Health History section.  Follow-up questions may 

populate.   

 

 

 

 

 

 

 

 

 

 

 

 

10. Answer required questions in the Hearing and Vision section.  Follow-up questions may 

populate. 

11. Click on Save and Continue to save data entered and to continue the Referral process.  The Back 

button will return the user to the Referral Details page without saving new data entered.  The 

Save button updates the database with the information entered and remains on the current 

page. 
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12. Answer questions in the Evaluation and Assessment Preparation section.  Follow-up questions 

may populate. 

13. Click on Save and Continue to save data entered and to continue the Referral process.  The Back 

button will return the user to the Child’s Health and Medical Info page without saving new data 

entered.  The Save button updates the database with the information entered and remains on 

the current page. 
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Create Closed Referral Letter 
1. Click on Create Closed Referral Letter. 

 

 

 

 

 

 

 

 

 

2. Enter information in the Closed Referral Letter section. Required fields are Parent, Closed 

Referral Date, and Closed Referral Reason. 

3. Click on Save and Continue to save data entered and to complete the Referral process.  The 

Back button will return the user to the Referral Process page without saving new data.  The Save 

button updates the database with the information entered and remains on the current page.  

4. Click on Create Draft to save a Closed Referral Letter as a draft.  Click on Create Final to save a 

Closed Referral Letter as a finalized document.  
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Create Referral Welcome Packet  
1. Click on the Create Referral Welcome Packet.  

 

 

 

 

 

 

 

 

 

2. Enter information in all required fields of the Welcome Packet section. 

3. Click on Save and Continue to save data entered and complete the Referral process.  The Back 

button will return the user to the Referral Process page without saving new data.  The Save 

button updates the database with the information entered and remains on the current page. 

4. Click on Create Draft to save a Referral Welcome Packet as a draft.  Click on Create Final to save 

a Referral Welcome Packet as a finalized document.  
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Evaluation 
1. Click on Early Intervention. 

2. Select Evaluation Process.   

 

 

 

 

 

 

 

 

 

 

3. Click on Parent Consent.  

 

  

 

 

 

 

4. Select an answer to consent for NJEIS to carry out the activity(s) described above. 
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5. Click on Create Draft to save the Consent for Initial Evaluation and Assessment as a draft.  Click 

on Create Final to save a Closed Referral Letter as a finalized document.  

 

 

 

 

 

  

6. Click on Save and Continue to save data entered and to continue the Evaluation process.  The 

Back button returns the user to the Evaluation Process page.  The Save button updates the 

database with the information entered and remains on the current page. 
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7. Enter information in all required fields of the BDI Assessments Summary section.   

 

 

 

 

 

 

 

 

 

 

8. Enter information in the BDI Evaluation Information section.  
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9. Click on Create Draft to save the BDI Annual Evaluation Summary as a draft.  Click on Create 

Final to save the BDI Annual Evaluation Summary as a finalized document. 

 

 

 

 

 

 

 

 

 

 

 

10. Click on Save and Continue to save data entered and to continue the Evaluation process.  The 

Back button will return the user to the Evaluation Process page.  The Save button updates the 

database with the information entered and remains on the current page. 
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11. Enter information in all required fields of the Evaluation Summary section.  

 

 

 

 

 

 

 

 

 

 

 

 

 

12. Enter information in the Reason for Referral/Concerns (Developmental, Medical, Health, 

Behavior, Vision, and Hearing) text box. 
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13. Enter information in the Developmental Evaluation/Assessment Summary section. 

a. Click one each Developmental Evaluation/Assessment Summary type (Adaptive, 

Personal/Social, Communication, Gross Motor, Fine Motor and Cognitive). 

 

 

 

b. Enter information in all required fields of each Developmental Evaluation/Summary 

type.   

c. Click on Save and Continue to save data entered and continue completing the 

Evaluation Summary page.  The Back button returns the user to the Evaluation Summary 

page without saving new data entered.  The Save button updates the database with the 

information entered and remains on the current page. 
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14. Enter information in all required fields of the Vision & Hearing-Ability to use vision and hearing 

section.   

 

 

 

 

 

 

 

 

 

 

 

15. Enter additional assessment information in the Alternate Assessment text box.  

16. Answer all required questions in the Parent/Guardian Feedback section.  Follow-up questions 

may populate.  

17. Answer the required question in the Next Steps section.   
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18. Click on Hearing Screening.   

 

 

 

 

 

19. Answer the required Hearing Screening questions.  Required questions are determined by a 

child’s age.   

20. Select the person who completed the checklist. 

21. Enter information in the Concerns, notes, and suggested follow-up text box.  

22. Click on Create Draft to save the Hearing Screening Checklist as a draft.  Click on Create Final to 

save the Hearing Screening Checklist as a finalized document 

 

 

 

 

 

 

 

 

 

 

23. Click on Save and Continue to save data entered and continue completing the Evaluation 

Summary page.  The Back button returns the user to the BDI Assessment page without saving 

new data entered.  The Save button updates the database with the information entered and 

remains on the current page. 
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24. Click on Vision Screening. 

 

 

 

 

 

 

 

 

25. Answer the required Vision Screening questions.  Required questions are determined by a child’s 

age.   

26. Select the person who completed the checklist. 

27. Enter information in the Concerns, notes, and suggested follow-up text box.  

28. Click on Create Draft to save the Vision Screening Checklist as a draft.  Click on Create Final to 

save the Vision Screening Checklist as a finalized document. 
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29. Click on Save and Continue to save data entered and continue completing the Evaluation 

Summary page.  The Back button returns the user to the BDI Assessments.  The Save button 

updates the database with the information entered and remains on the current page. 

 

 

 

 

 

 

 

 

30. Click on Create Draft to save the Initial Evaluation Assessment Summary document as a draft.  

Click on Create Final to save the Initial Evaluation Assessment Summary as a finalized document. 

 

 

 

 

 

 

 

 

 

 

 

 

31. Click on Save and Continue to save data entered and continue completing the Evaluation 

process.  The Back button returns the user to the BDI Assessments page.  The Save button 

updates the database with the information entered and remains on the current page 
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32. Select an Eligibility Determination.   
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33. Enter information in the Informed Clinical Opinion section.   

34. Click on Save and Continue to save data entered and continue completing the Evaluation 

process.  The Back button returns the user to the Evaluation Summary page without saving new 

data entered.  The Save button updates the database with the information entered and remains 

on the current page 
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35. Select Eligibility documents. 

36. Click on Create Draft to save the selected Eligibility document(s) as a draft.  Click on Create Final 

to save the Eligibility as a finalized document 

 

 

 

 

 

 

 

 

37. Click on Save.  
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Family Information Meeting 
1. Click on Early Intervention. 

2. Select FIM Process. 

 

 

 

 

 

 

 

 

 

 

3. Click on Child Information.  
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4. Answer all required questions in the Child Information section.  

5. Select and/or Family and Other Family Invited Participants. 

6. Click on Save and Continue to save data entered and continue completing the FIM Process.  The 

Back button returns the user to the FIM Process page without saving new data entered.  The 

Save button updates the database with the information entered and remains on the current 

page. 
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7. Enter information in the Child Health/Medical Status Summary section. 

8. Click on Save and Continue to save data entered and continue completing the FIM Process.  The 

Back button returns the user to the Child Information page without saving new data entered.  

The Save button updates the database with the information entered and remains on the current 

page. 

 

 

 

 

 

 

 

 

 

9. Answer all required questions in the Profile of Your Child section.   

10. Click on Save and Continue to save data entered and continue completing the FIM Process.  The 

Back button returns the user to the Child Health/Medical Status Summary page without saving 

new data entered.  The Save button updates the database with the information entered and 

remains on the current page. 
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11. Answer all required questions in Routines and Activities section.  
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12. Complete a Description of Routine and Concern for Routine:  Start of Day (Wake-up, 

Diapering/Toileting, Dressing) 

a. Answer the required question-What is this routine for you and your family? 

b. Select answer(s) to What does the child do? Each selected answer will expand a text 

box. 

c. Indicate no concerns have been identified by the family for this routine by selecting the 

checkbox.  All concerns, for whom, priority and strategies must be entered. 

d. Enter information in the Change(s) the family would like to see related to this routine 

text box.  
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13. Complete a Description of Routine and Concern for the Routine:  Mealtime/Eating.  

a. Answer the required question-What is this routine for you and your family? 

b. Select answer(s) to What does the child do? Each selected answer will expand a text 

box. 

c. Indicate no concerns have been identified by the family for this routine by selecting the 

checkbox.  All concerns, for whom, priority and strategies must be entered. 

d. Enter information in the Change(s) the family would like to see related to this routine 

text box.  
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14. Complete a Description of Routine and Concern for Routine: Playing & Interactions with 

Others. 

a. Answer the required question-What is this routine for you and your family? 

b. Select answer(s) to What does the child do? Each selected answer will expand a text 

box. 

c. Indicate no concerns have been identified by the family for this routine by selecting the 

checkbox.  All concerns, for whom, priority and strategies must be entered. 

d. Enter information in the Change(s) the family would like to see related to this routine 

text box.  
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15. Complete a Description of Routine and Concern for Routine: Moving From One Activity To 

Another. 

a. Answer the required question-What is this routine for you and your family? 

b. Select answer(s) to What does the child do? Each selected answer will expand a text 

box. 

c. Indicate no concerns have been identified by the family for this routine by selecting the 

checkbox.  All concerns, for whom, priority and strategies must be entered. 

d. Enter information in the Change(s) the family would like to see related to this routine 

text box.  
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16. Complete a Description of Routine and Concern for Routine: Participating in Community 

Activities & Interactions with Others. 

a. Answer the required question-What is this routine for you and your family? 

b. Select answer(s) to What does the child do? Each selected answer will expand a text 

box. 

c. Indicate no concerns have been identified by the family for this routine by selecting the 

checkbox.  All concerns, for whom, priority and strategies must be entered. 

d. Enter information in the Change(s) the family would like to see related to this routine 

text box.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



79 
 

17. Complete a Description of Routine and Concern for Routine: Bath Time.  

a. Answer the required question-What is this routine for you and your family? 

b. Select answer(s) to What does the child do? Each selected answer will expand a text 

box. 

c. Indicate no concerns have been identified by the family for this routine by selecting the 

checkbox.  All concerns, for whom, priority and strategies must be entered. 

d. Enter information in the Change(s) the family would like to see related to this routine 

text box.  
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18. Complete a Description of Routine and Concern for Routine: Bedtime/Napping 

a. Answer the required question-What is this routine for you and your family? 

b. Select answer(s) to What does the child do? Each selected answer will expand a text 

box. 

c. Indicate no concerns have been identified by the family for this routine by selecting the 

checkbox.  All concerns, for whom, priority and strategies must be entered. 

d. Enter information in the Change(s) the family would like to see related to this routine 

text box.  
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19. Click on Save and Continue to save data entered and continue completing the FIM Process.  The 

Back button returns the user to the Profile of Your Child page without saving new data entered.  

The Save button updates the database with the information entered and remains on the current 

page. 

20. Select receiving or need Non-Required Services (if applicable). 
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21. Click on Save and Continue to save data entered and continue completing the FIM Process.  The 

Back button returns the user to the Routines and Activities page without saving new data 

entered.  The Save button updates the database with the information entered and remains on 

the current page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



88 
 

22. Enter information in all required fields of the IFSP Summary section.  Follow-up questions may 

populate.   

23. Indicate a means to address priority for each priority entered in the Routines and Activities 

section. 
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24. Click on Save and Continue to save data entered and continue completing the FIM Process.  The 

Back button returns the user to the Non-Required Services page without saving new data 

entered.  The Save button updates the database with the information entered and remains on 

the current page. 

 

 

 

 

 

 

 

 

 

25. Click on Create FIM Document. 
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26. Click on Create Draft to save the Initial FIM and Family Directed Assessment as a draft.  Click on 

Create Final to save the Initial FIM and Family Directed Assessment as a finalized document. 
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Family Cost Participation 
1. Click on Early Intervention. 

2. Select FCP Process. 

 

 

 

 

 

 

 

 

 

 

3. Click on Family Information. 
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4. Select the child’s Primary Family check box. 

5. Click on Update the Database. 

 

 

 

 

 

 

 

 

 

6. Click on FCP Payment Options. 
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7. Select answers to all required questions in the Payment Options section. 

8. Click on Save and Continue to save data entered and continue completing the FCP Process.  The 

Back button returns the user to the FCP Process page without saving new data entered.  The 

Save button updates the database with the information entered and remains on the current 

page. 
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9. Click on Create Draft to save the FCP-Payment Options document as a draft.  Click on Create 

Final to save the FCP-Payment Options document as a finalized document. 
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IFSP 
1. Click on Early Intervention.  

2. Select IFSP Process.  

 

 

 

 

 

 

 

 

 

 

3. Click on Meeting Purpose and Demographic Information. 
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4. Enter information in the Meeting Purpose and Demographic Information section.   

a. Select the Type of IFSP. 

b. Enter an IFSP Start Date. 

c. Enter an Activity Date. 

d. Select a School District. 

e. Select the parent(s) to include.  
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5. Click on Save and Continue to save data entered and continue completing the IFSP Process.  The 

Back button returns the user to the IFSP Process page without saving new data entered.  The 

Save button updates the database with the information entered and remains on the current 

page.  The Print Preview button creates a pdf version of Meeting Purpose and Demographic 

information for viewing purposes only.  
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6. Enter information each Developmental Domain (Adaptive, Personal/Social, Communication, 

Gross Motor, Fine Motor, and Cognitive) Other Comments field.   
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7. Enter information in the required fields of the Child Health Information section.   
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8. Click on Save and Continue to save data entered and continue completing the IFSP Process.  The 

Back button will return the user to the Meeting Purpose and Demographic Information page 

without saving new data entered.  The Save button updates the database with the information 

entered and remains on the current page. 

 

 

 

 

 

 

 

 

 

 

9. Select a means to address each priority listed. 

10. Click on Save and Continue to save data entered and continue completing the IFSP Process.  The 

Back button returns the user to the Present Developmental Status page without saving new 

data entered.  The Save button updates the database with the information entered and remains 

on the current page.  The Print Preview button creates a pdf version of the ISFP Summary:  

Family Concerns, Priorities, & Resources information entered for viewing purposes only. 
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11. Answer all required questions and enter information in the Child Outcomes section.   

12. Click on Add a Strategy.  

 

 

 

 

 

 

 

 

 

 

 

 

 

13. Enter strategy related information in the Add Child Strategy section.  More than one strategy 

for a Child Outcome can be entered.  

14.  Click on Save and Continue to save data entered and continue completing the IFSP Process.  

The Back button returns the user to the Child Outcome page without saving newly entered data.   
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15. Select an answer to Are there supports that are needed for the child to achieve this skill or 

behavior that are solely within the scope of practice of a licenses therapist (OT, PT, SLP)?  If yes, 

explain below.  

16. Click on Save and Continue to continue the IFSP process.  The Back button returns the user to 

the IFSP Summary:  Family Concerns, Priorities, & Resources page.  The Save button updates the 

database with the information entered and remains on the current page.  The Print Preview 

button creates a pdf version of the Measurable Child Outcome(s) information entered for 

viewing purposes only.  The Add a Child Outcome button continues the Child Outcome process.  

 

 

 

 

17. Answer all Family Outcome related questions.  

18. Click on Add a Strategy.   
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19. Enter Family Strategy information.  More than one Family Strategy can be entered.    

20. Click on Save and Continue to save data entered and continue completing the IFSP Process.  The 

Back button returns the user to the Family Outcome page.   

 

 

21. Click on Save and Continue to save data entered and continue completing the IFSP Process.  The 

Back button returns the user to the Child Outcome page.  The Save button updates the database 

with the information entered and remains on the current page.  The Print Preview button 

creates a pdf version of the Measurable Family Outcome(s) information entered for viewing 

purposes only.  The Add a Family Outcome button continues the Child Outcome process.  
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22. Select receiving or need Non-Required Services (if applicable). 
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23. Click on Save and Continue to continue the IFSP process.  The Back button returns the user to 

the Family Outcome page.  The Save button updates the database with the information entered 

and remains on the current page.  The Print Preview button creates a pdf version of the Non-

Required Services information selected for viewing purposes only.   

 

 

 

24. Click on Add Early Intervention Services.   

 

 

 

 

25. Enter Early Intervention Service(s) information.   

26. Click on Save and Continue to continue the IFSP process.  The Back button returns the user to 

the Non-Required Services page.  The Save button updates the database with the information 

entered and remains on the current page. 

 

 

 

 

 

 

27. Click on the icon to expand the Early Intervention Service. 
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28. Click on Attach Outcome(s).  

 

 

 

 

 

 

 

 

 

29. Select all outcomes associated with the Early Intervention services. 

30. Click on Save and Continue to continue the IFSP process.  The Back button returns the user to 

the Early Intervention Services page.  The Save button updates the database with the 

information entered and remains on the current page. 
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31. Enter information in all Early Intervention Services required fields.  

32. Click on Save and Continue to continue the IFSP process.  The Back button returns the user to 

the Non-Required Services page.  The Save button updates the database with the information 

entered and remains on the current page.  The Print Preview button creates a pdf version of the 

Early Intervention Services information selected for viewing purposes only.  The Add Early 

Intervention continues to the Early Intervention Services process.  
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33. Enter information in all required fields of the IFSP Team & Parent Consent section.  

a. Enter an IFSP Start Date. 

b. Enter an IFSP End Date. 

c. Select a Team Activity. 

d. Indicate the Location of Team Meeting. 

e. Select Print for team contributor to appear on the ISFP Summary document. 

f. Select a Participation Code for every team contributor. 

g. Indicate the Time In/Time Out for every team contributor.  
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34. Enter Additional Meeting Participant information. 

 

 

 

 

 

35. Click on Create Draft IFSP Document to save the IFSP as a draft.  Click on Create Final to save 

the IFSP as a finalized document. 
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Transition Planning 
1. Click on Early Intervention.  

2. Select IFSP Process.  

 

 

 

 

 

 

 

 

 

 

 

3. Click on Transition Planning. 
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4. Answer all required Transition Planning questions. Follow-up questions may populate.  
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5. Click on Create Draft to save the Parental Opt Out Notification Referral as a draft.  Click on 

Create Final to save the Parental Opt Out Notification Referral as a finalized document. 

 

 

 

 

6. Click on Save and Continue to continue the Transition Planning/IFSP process.  The Back button 

returns the user to the Early Intervention Services page.  The Save button updates the database 

with the information entered and remains on the current page.  The Print Preview button 

creates a pdf version of the Transition Planning information for viewing purposes only.   


