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1. Select the report format that you are most comfortable in using.
a. If you choose the 2007 version:
When writing a report for a student, you will be putting information into specific fields in the template.  You must toggle between the fields using the “up” and “down” arrow buttons on your computer keyboard.  The arrow button will take you directly to the fields which you are to address, and will skip all other areas, which are legally required and may not be changed.  If any non-required fields are not applicable for a student, they may be deleted by using the spacebar on your keyboard.

Some fields have optional headers that can be deleted if not applicable for the specific child.  If a field has a header that can be deleted but you want to keep the header, use your right arrow to start typing, to avoid losing the header.  If you delete certain fields, there may be spaces in your report.  If you make a mistake, you can always use the “undo” backward arrow at the top of your page.  For the “drop down” fields, click with your mouse and select an option.  You may “copy and paste” tables or text into any field that is blue.  Once copied into the report you will lose spell check so check before pasting.
b. If you choose the 2003 version: 

The format will be similar to any other Word document.  The fields will “move around” when you type into them, since they are not protected.  You may paste in language and tables.  Areas that are highlighted in yellow must not be deleted.  Once your report is completed, click “control A” then undo highlighting under the highlighting icon  in the tool bar.
2. Save a copy of the report template for your discipline on your computer desktop or in your "My Documents" folder and use for all future reports.  If you want, put in your letterhead, name, title, contact information and any other standard language that you use, and save as “Master Report Template.”
3. Set up a report folder to save individual student reports according to your system.  (by school, program, etc.)  This can be on your desktop or in “My Documents.”  To create a folder right click (on desktop or in Documents), go down to “New” – select folder – give folder a name.
4. Before writing a report for a student, open the Master Report Template, and immediately use “Save As” to save it under the specific student’s name.  Failure to do so may result in overwriting your master template.
5. There is sample report language to provide guidance as to the type of information that goes in various sections of the report.  This information is in Arial 10 and may actually be copied and pasted into the report, if desired.  These samples are located on the SELPA web page under “Special Education Survival Guide and Forms.”  The "Sample Language for all reports" and "Sample Language for Indicators of a Possible Disability" are at the top under the Instructions.  Separate "Descriptions of Specific Assessments" are located under the report templates for each discipline.  If you have other information you wish to copy and paste into the report, be sure it is in Arial 10.
6. Once an individual report is completed, you may save it as a Word document to your report folder.  Do not print your report from this version, except for proofreading purposes.  Your final version should be printed in PDF and uploaded to SIRAS.
Keyboard Shortcuts: 

Control A

Select All


Control C

Copy


Control V

Paste (V is the old proofreading symbol for insert)


Control X

Cut  (X for cross out)
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