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Introduction

Welcome to AEPSi

AEPSinteractive™ (AEPSI™) is a web-based management system for AEPS

S gz, that makes it easier for AEPS® users to make the most of AEPS, meet

. reporting mandates, determine eligibility, and manage and track child
o data. AEPSI has all the integrity of AEPS plus the time- and paperwork-
fov ?jw}y Crits saving convenience of automated scoring and powerful functionality that

transforms AEPS findings into child progress reports and OSEP Child

Outcomes Reports. AEPS is truly a complete solution for programs that also need to meet accountability and
eligibility challenges—without sacrificing quality programming and good outcomes for children.
We are excited for you to see all the ways AEPSi can make it easier for you to help your children make real
progress.

About the Admin User’s Manual

The Admin User’s Manual will guide you through all the
steps necessary to successfully manage your AEPSi
account. You will learn how to navigate through the Admin
interface and manage the users and children in your

_program. AEPSI has simple-to-use rights management
features that will enable you to specify access rights to
child records and reporting functions for each user in the
program.

In addition to creating individual child, class, and program
reports, the Admin User’s Manual will show how you will
be able to create automated, one-click OSEP reports based
on an empirically validated crosswalk between AEPS and
OSEP Indicators #3 (Part C) and #7 (Part B, Section 619).
Depending on individual state requirements, AEPSi can also help determine whether a child is eligible for services
based on the results of the AEPS Test.

The Admin User’s Manual provides information on additional training, professional development, on-line support
and help, the discussion board, and several other resources that will prove very useful to you as an Administrator.

Ty |page



Managing Your AEPSi Account Section 1

When you iog in to your AEPSi account, you will see tabs along the top of the page that will allow you to navigate
to different sections of the site. The tab on the far left is the Admin tab—this will take you to a section of the site
specific to AEPSi Administrators where you will be able to access all of the features that allow you to manage your
AEPSi account.

; AEPSI Tutorial  Brookes Pabl..

i, Raceive AEES)AEPS training at this * Chid Reports
summer's Early Childhood Tools » Class Reports
Institutet » Program Reposis

. Exciting News: Assess children only in
the areas you nesd!

L RIS READ: IMPORTANT OSEP Updute.

[

When you click on the Admin tab, you will be taken to your Program Administration home page. It is from this
page that you will have quick access to the information you need to manage your AEPSi account, including help
documentation, information about your program and subsbription details, as well as the ability to search for users
and children in your account.

Left Menu
Navigation

Ay Yool

PROnRAN ADMINISIRATION

R

¥

The left menu contains
links to all of the
different areas within
the Admin section. You
will be able to access
this same menu from
any area of the Admin
section.

S ARGT

» Getting Stated Tutorial
» Admin User Manual
» Help/Cantact info.

The area you are
currently in will be
highlighted in bold.

About Bracke
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Program Administration Home Page

The content on your Program Administration home page is a quick and easy way to access the information you
will need to manage your AEPSi account. At the top left you will see Program Profile, which displays the number of
licenses purchased for your subscription, the current number of active child records in your AEPSI account, the
current number of archived child records in'your AEPSi account, and the subscription start and renewal dates. Next
to the number of child records, number of archived child records, and subscription renewal date, there is an alert
icon. The AEPSi system will provide the following alert messages:

e  Number of Children:
When the number of
current active child
records exceeds the
number of child licenses
by more than 20%, you
will receive a blinking
alert light. Your program
may receive an invoice
to pay for those
additional child records
at that time, or the
additional child records
may be reconciled when
it is time to renew your
subscription.

By Toudkit |- My Profl

( Blinking
Alert Light

PROGRAV ADVIIISTRATION

fting Started Tu
agdmin Usar Maaual

Eontact Us
2007 Pad ¥

i

e  Number of Archived
Children: You can
archive up to 10% of your child
capacity for free. When the number
of archived child records is beyond
10%, you will receive a blinking alert
light. When it is time for
subscription renewal, you will y;
be charged $1 for each child
record beyond the 10% archive

capacity. /

e Subscription Renewal Date: You will receive a blinking alert light 90, 60, and 30 days before it is time to
renew your subscription.

Note: Exceeding your number of child licenses purchased will not result in losing access or functionality to the site.

You can view your full program profile by clicking the View Program Profile button.

To the right of the Program Profile Summary is the Search function. To search for an Administrator, Reviewer,
Provider, or child that you have created, type the first name, last name, or both in the corresponding search field
and click the Search button. This will pull up a link to that person’s profile.

The last section is Admin Help. Here you will find the tutorial for getting started with AEPSi, the Admin User’s

Manual, and the End User’s License Agreement. Clicking the More Help button, or clicking Admin Help on the left
menu navigation, will take you to more help options.

3 | b age



Program Profile
To view the Program Profile, you can either click the View Program Profile button on your Program Administration
home page, or click Program Profile on the left menu navigation. The Program Profile will display the name of the
program, program type, address, city, state, and Zip. In addition, there are optional fields for the phone number,
fax number, and website address. )

Most of this information will be
completed for you when you start
your subscription, but you may
make any additions or changes by
entering information in these text
fields and clicking the Save Changes
button.

Classrooms

Another field on the Program Profile

is classrooms. You have the option hons Ho.
to create classrooms by entering the | Fax
classroom names in the text area. = Website Addross:

. : ner "
The classrooms you create will form :

a drop-down menu in a Child Profile
and certain report request forms.

When an Administrator or user
creates a Child Record, he or she
can assign the child to a classroom
from the drop-down menu.

The classroom drop-down menu will
also appear when creating reports,
which allows your users to create
group reports for a particular class.
There are no limits to how many
classrooms can be created. To create
classrooms for your program:

1. Enter a name of the classroom in the text area field.
2. Type a semicolon immediately folowing the classroom name.
3. Repeat steps 1 and 2 for each class you would like to create.

Note: You will learn more about the Classrooms field in Section 3: Managing Your Children and Section 4: My
Reports.

The Program Profile page is also where you can create custom fields to add to a child’s profile. We will oo
demonstrate how the custom fields work in Section 3: Managing Your Children.



Subscription Details ,
The Program Profile page also contains details about your AEPSi subscription. That information includes:

e Number of Licenses: The number of child records purchased for your subscription.

e Current Number of Active Children: The current number of active child records in your AEPSi account
(those not archived or deleted). This number will be updated whenever a new child record is created, as
well as when a child record is archived or deleted.

e  Current Number of Archived Children: The current number of archived child records in your AEPSi account.
This number will also be updated whenever a child record is archived, or when an archived child record is
deleted. Note: You will learn more about what an Archived Child is in Section 3: Managing My Children.

e Number of Deleted Children: The number of child records that have been deleted throughout your
subscription period. Only children for which an assessment has been created will be included.

e Subscription Renewal Date: The date when it is time to renew your subscription. Weil in advance of this
date, you or the responsible party will want to contact Customer Service to renew your subscription.

e Subscription Start Date: The start date of your AEPSi subscription

e Account Status: Your account status will display as one of the following: active, expired, inactive, or
locked. ‘

e Your Program’s Enterprise ID; If your program is part of a larger Enterprise group, your Enterprise {D
Number will be displayed here. )

e Last Child Import: The date and file type of the last child imported into your program from another
source.

Account Status
Below is a brief description of the possible values for account status:

e  Active: Your account is active and functional.

e Expired: Your subscription date has expired and it is now time to renew your subscription. All users still
have access to your AEPSi account, but you must renew your subscripfion immediately.

¢ Inactive: You have cancelled your AEPSi account. Users will no longer be able to access your account.

e locked: Your AEPSi account has been locked, and users are unable to access the account. When an
account is locked, it means that payment for subscription renewal is past due. Once the subscription has
been renewed, the account will be made active again and users will be able to access the account.

Subscription Alert Messages
The AEPSI system will provide the following alert messages on the Program Profile page:

e Current Number of Active Children: When the number of current active children exceeds the number of

child licenses by more than 20%, you will receive an alert message. Your program may receive an invoice
to pay for those o -

additional child records
at that time, or the
additional child records
may be reconciled

< numbar of currsnt activa children
the number of child icsuses by more

when it is time to o
renew your : 09/01/08 5 to reana this
subscription. varaiser

e Current Number of
Archived Children: You
can archive up to 10%

Youws Program

of your child capacity

S|Page



for free. When the number of archived children is beyond 10%, you will receive an alert message. When it

is time for subscription renewal, you will be charged $1 for those child records beyond the 10% archive
capacity.

e  Subscription Renewal Date: You will receive an alert message 90, 60, and 30 days before it is time to
renew your subscription.

Note: Exceeding your number of child licenses purchased will not result in losing access or functionality to the site.

. | oa ge



Managing Users Section 2

in this section, you will become familiar with the available roles {Administrator, Reviewer, Provider) and rights
available for users of the AEPSI system, and you will learn how to create, edit, and deactivate users, as well as

assign Providers to children.

Roles and Rights Management
Assigning roles and permissions in AEPSi is powerfu! yet relatively simple. AEPSi comes with three predefined roles
(Administrator, Provider, and Reviewer}. You can assign one or more roles to each user in your program.

As your program’s designated AEPSi Administrator, you have the most powerful role. Users
who are Administrators can create, edit, and deactivate user records; create, archive, and
delete child récords; assign Providers to children and vice versa; and create reports.

The Provider role is designed for users who work directly with children, such as teachers and
therapists. Users who are Providers have the ability to create and edit child records, enter
assessment data, view reports on the individual children to whom they are assigned, and
create class reports.

Within the Provider role there is a designated “Lead Provider” for each child’s team. The Lead
Provider is able to assign Providers to the child’s team, remove Providers from the child’s
team, add/edit caregiver information, and as designate another lead provider for a child's
team. Besides Administrators, only Lead Providers are able to make changes to a child’s team.

The Reviewer role is designed for users such as program directors and school superintendents
who need to review aggregate reports on children’s progress; users who are Reviewers have

the ability to generate reports but not to edit child records.

Within each role, you can assign certain permissions to each user. For example, you can ensure that a user whoisa
Provider has permission to access only the child records for the children with whom he or she works. As another
example, you can enable users who are Reviewers to see “identified data” (data that includes identifying
information such as children’s names) or only “de-identified data” (data the system strips of all identifying

information).

You can also assign users more than one role. This means that if you or someone else in your program is an
Administrator who works directly with children, you can assign the roles of both Administrator and Provider.

This also means that if you have a Provider in your program whom you want to allow to run aggregate reports on
all of the children in the program, not just on those to whom he or she are assigned, you can assign the roles of

both a Provider and a Reviewer.
Note: Anyone who is assigned the dual role of Provider and Reviewer will be able to see identifying data on children

in the aggregate reports.

Assigning the dual roles of Administrator and Reviewer has no practical purpose since an Administrator already has
all of the capabilities allowed by the Reviewer role.

7|Page



Manage Administrators

Depending on the size of your program, you may want to create additional administrators to help you manage
your AEPSi account. Administrators have the ability to perform the following actions:

Create other users

Create child records

Assign Providers (team members) to children

Archive and delete child records

Have access to all child reports and class/program reports

Creating a New Administrator
To create a new Administrator:

1. Click the Manage
Administrators link on
the left menu.

» Getting Started Tutorial
» &dmin User Manuat
» Halp/Contact Info.

This will take you to the Manage
Administrators page, where you
will see a list of all of the
Administrators currently in your
program along with their names,
titles, e-mail addresses, and
phone numbers.

&

» Righte Management Helg

2. From the Manage
Administrators page,
click the Create New
Administrator button.




This will take you to the Create Administrator page, which is essentially a profile page for the user.

3. From the Create

Administrator page, select
the role for the
administrator by clicking
on the Administrator,
checkbox. Since you i
accessed this page

Ay Pegbles s

thrOUgh the Manage {hitd Data Accass:

Administrators link, the  First Hames |
box next to Middle Tnitiab: |
“Administrator” will Y

* Title:
Addrnss 1t §
Addrzss 2; §

already be checked.

4. Enterthe profile
information for the Note: itis very important to
Administrator. ltems make sure that the email

. address you enter for the
marked WIth a red arrow person is correct. If it Is not

are required. correct, the person will not
receive the email that will
allow him/her into the
system.

* Day Phone: §
Ewernitg Phone: %’M “““““
tobife Fhone:]

Fax Humber: ; T

¥ E-maif Address: §“

5. Once you have entered
the profile information for L
the Administrator, click
the Save button. ...

¥ Usarnanis;

Hatas/Comments.

6. An e-mail will be sent to
the Administrator that will
contain a link for him or

her to create a password.
The Administrator will

then be able to log in to the
AEPSi account.

Editing an Administrator Profile
If you need to edit a particular Administrator’s profile, there are two options:

.

1. From your Program Administration main page, type the name of the Administrator in the search field and
click the Search button. The matching Administrator will show up in the search results. You can click the
Edit link to make changes to the Administrator’s profile. Once you have made the changes, click the Save
button.

2. From your Program Administration main page, you may also click the Manage Administrators link on the
left menu. A list of alt Administrators in your program will be listed with links to view and edit their
profiles.

Speach Langusge | mbele
Fathologist

{ Belle, Monics
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Deactivating/Reactivating an Administrator
If an Administrator no longer needs access to his or her AEPSi account, you can deactivate the account:

1. Click the Manage Administrators link on the left menu or use the Search function on the Program
Administration page.
2. Locate the Administrator you would like to deactivate and click the Deactivate button.

; mbelle | 410-455-445

Spuech Lengusge :
»_@bs*ngkaspgb!iaiiing,x:anx

| Pathologist :

E Beile, Monics

Once the Administrator has been deactivated, he or she will no longer be able to log into the AEPSi account.
However, the account information will not be deleted and may be reactivated. If you need to reactivate an already
deactivated account:

1. Click the Manage Administrators link on the left menu.
2. Locate the Administrator you would like to reactivate and click the Reactivate button.

 pratholog

~ Note: you can only view, not edit, the profile of an Administrator who has been deactivated.

Manage Reviewers

Another predefined role is Reviewer. A Reviewer will have access to class and program reports. If you allow
Reviewers access to identified child data, they will be abte to view individual child reports in addition to the other
reports. Reviewers will not be able to create or edit child records, or enter assessment data for children.

Creating a New Reviewer
To create a new Reviewer:

| Wy Tomikit. | Ay Profite: | Help

1. Click the Manage
Reviewers link on the left
menu.

PROGRAN BDIVIRISTRATION

This will take you to the Manage
Reviewers page.
Started Tutorial

» Adimin User Manual
» HelpfCantact Info.

£ Brocke
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On the Manage Reviewers page you will see a list of all of the Reviewers currently in your program along with their
names, titles, e-mail addresses, and phone numbers.

2. From the Manage Reviewer
page, click the Create New

Reviewer button. an
@

 Rights Managenent Help

This will take you to the Create Reviewer page.

3. Select the role(s) for the
Reviewer by clicking the
Reviewer checkbox. Since you
accessed this page from the
Manage Reviewers link, the box
next to “Reviewer” will already

be checked. e
Fiestmamas|
4. " If the Reviewer should have sidate Taitiak |
access to identified child data, * *Last Name: |
then click the Yes button for * itk
“Child Data Access.” Otherwise _ Addrass 12

click the No button.

Note: it is very important to
I . make sure that the email
5. Enter the profile information for | address you enter for the
the Reviewer. Items marked person is correct. if it is not + Diay Phone:

H - t, th ill not
with a red arrow are required. cofrect, the person will no
receive the email that will

Evening Fhaae: |

allow him/her into the #obile Phone:
6. Once you have entered the system. Fax Bunbser: |
profile information for the - *E-mail Address:{"

> ysername: |

Reviewer, click the Save button.
. T, Notes/ Coovaernts:
7. An e-mail will be sent to the
Reviewer that will contain a link
for him or her to create a
password. The Reviewer will
then be able to log in to the
AEPSi account.




Editing a Reviewer Profile
If you need to edit a Reviewer's profile, there are two options:

1. From your Program Administration main page, type the name of the Reviewer in the search field and click
the Search button. The matching Reviewer will show up in the search results. You can click the Edit link to
make changes to the Reviewer’s profile.

2. From your Program Administration main page, you may also click the Manage Reviewers link on the left
menu. A list of all Reviewers in your program will be listed with tinks to view and edit their profiles.

Crztrict =

fackson@aalcom

lackson, Fraddis

Deactivating/Reactivating a Reviewer
if a Reviewer no longer needs access to the AEPSi account, you can deactivate that account:

1. Click the Manage Reviewers link on the left menu or use the search function on the Program
Administration page.
2. Locate the Reviewer you would like to deactivate and click the Deactivate button.

D Diztrict
ministrator

Jzckzon, Fraddie fiackzon@echcom

Once the Reviewer has been deactivated, he or she will no longer be able to log into the AEPSi account. However,
the account information will not be deleted and may be reactivated. If you need to reactivate the account:

1. Click the Manage Reviewers link on the left menu.
2. Locate the Reviewer you wouid like to reactivate and click the Reactivate button.

lackzon. Freddie

JRNNR—

Note: You can only view, not edit, the profile of a Reviewer who has been deactivated.

Manage Providers

A Provider is any professional, employee, or contractor of your organization—such as teachers and therapists—
who works directly with children. Providers have the right to:

create/edit child records

enter child assessment data
create child journal entries
add/edit calendar events

view, create, and export child and
class reports

Creating a New Provider

To create a new Provider:

1. Click the Manage Providers link
on the left menu.




This will take you to the Manage Providers page, where you will see a list of all of the Providers currently in your
system along with their names, titles, e-mail addresses. i

2. Click the Create New Provider B et iy gk e e} .
button. _ - \ T &

> Rights Managemaent Help

This will take you to the Create Provider page.

3. From the Create Provider page,
select the rote(s) for the
Provider by clicking the Provider

checkbox. You may assign the ; AEATE PROVIDER
user the Administrator and/or rovider Profile s view/sasign Child e ey
ReVieWer roIe in addition to the sRole: [lagmamstcator L] Reviewer & erovider :

hild Babs Access: - ves  vHo
F U ——

3 Fizst Name:

Provider role.
4. Enter the following profile s ik [
information for the Provider.
On the profile page, required address 1
items are marked with a red Addrass 2 [T

arrow: Note: it is very important to
make sure that the e-mail

* Last Nanve: |

address you énter for the
5. Onceyou have entered the person is correct. If it is not

profile information for the correct, the person will not

Provider, click the Save button, | receive the emal that wil Evening Phone:
! allow him/hier into the Mobile Phone: ;’"M

X {
system Fax Number: |

? Day Phone: fwww )

e

6. An e-mail will be sent to the
Provider that will contain a link R
for him or her to create a v | Notes/Comments
password. The Provider will :
then be able to log in to the
AEPSi account.

» £-mail &ddress:




Editing a Provider Profile
If you need to edit a Provider’s profile, there are two options:

1. From your Program Administration main page, type the name of the Provider in the search field box and
click the Search button. The matching Provider will show up in the search results. You can-click the Edit
link to make changes to the Provider’s profile.

2. From your Program Administration main page, you may aiso click the Manage Providers link on the left
menu. A list of all Providers in your program will be listed with links to view and edit their profiles.

{ mealhoun o
Celhoun, Magan ¢ renchar I ey DA ID-455- 4455
: ¢ @brookesoublizhing.com © ;

Deactivating/Reactivating a Provider
If a Provider no longer needs access to the AEPSi account, you can deactivate that account:

1. Click the Manage Providers link on the left menu or use the search function on the Program
Administration page.
2. Locate the Provider you would like to deactivate and click on the Deactivate button.

Cathoun, M

e £ ; :
: Bbroskespublizhing.com : 410 %‘T‘S é%_s_i ¢ N ;

Once the Provider has been deactivated, he or she will no longer have access to your AEPSi account. However, the
account information will not be deleted and may be reactivated. Also, child records will retain all relevant provider
information. If you need to reactivate an account:

1. Click the Manage Providers link on the left menu.
2. Locate the Provider you would like to reactivate and click the Reactivate button.

Pt
i Cathoun. Megan Drsacher

Note: You are only able to view, not edit, the profile of a Provider who has been deactivated.

Assigning Children to Providers

Once you have Providers and Child Records in your account (for information on creating child records, see Section
3: Managing My Children) you are able to assign children Providers. Providers will only be able to access child
records that have either been assigned to them or that they have created themselves. '

To assign children to a Provider:

1. Onthe Manage Provider page, click the Edit link next to the Provider’s name to whom you would like to
assign children. Mwmw

me

f
{ Cthoun, tegan i @brookespublishing,com | 1 TTET

: teacher
This will take you to the profile page of that Provider.
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2. From the Provider's profile, click on the

View/Assign Children link at the top of

page. i Ay Ot
EDIT PROVIDER

> Provide Profite §

This will take you to the Assign Children page
for that Provider, on which you will see a {ist of
all of the children to whom that Provider is
currently assigned.

> First Name:

If there are no children listed that means that
the Provider does not currently have any
children assigned to him or her.

Child Data Avcess:

3. To assign children to the
Provider, click the Assign

Additional Children button.

sy Tl | by PrafBe | Halp

Assion CHubiEn

This will take you to the Assign
Children page where you will see a
list of all the children that are in
your program. If you have not
created any child records, see
Section 3: Managing Your Children.

Child 1

Viaw/Assign Childfen

Childran assigned 1o Megan Cathosn:

t gafextibaselect |
: q isct | aren

ake Maket
Lend Pravider

Cortat Lz
12067 Fau

4. To assign a child to the Provider,
select the checkbox in the

“Select/Deselect” column.

My Teuiie | iy Profite | Help

| Tip: to assign all children

ASSIGN CIILOREN

5. There is also an option to make s e “yview/Assign chidren,
the current Provider the “Lead
Provider” for the selected child. i1 fagan Calboun:
A Lead Provider has ali of the | Sltivcsteclh
rights and privileges of the : “U" :
Provider role, but also has the e
capability of assigning other T
Providers to a child’s team. Each £
child can have one, and only one,
Lead Provider.

6. Once you have selected the

children and selected the "Lead
Provider” options for the

to a Provider, click the
“Select/Deselect All” link.

Hzhe Mahat
Lot Provides

© eurrent Lasd Peseidar

Provider, click the Update List
button to save the information.




Removing Children Assigned to a Provider
To remove children assigned to a particular Provider:

1. Click on the Manage Providers link on the left menu and click the Edit fink next to the Provider.
2. Click the View/Assign Children link at the top of the Provider’s profile.
3. Deselect the child or children. Then click the Update List button.

5

bty fmperts. My TR | My frofte | Halp
% H 3 i

Tip: to remove all

children from a Provider,
click the “Select/Deselect |
hildren assignad to Megan © thousns All” link.

Salect/Duselutt )
i Childan Selactibeselac
Alk

boni Brookmayer

Assian G5

» Provider P

BEN
Mawﬁ&sslgn Children

Hake tabef
Lead Previder

Oureent: Lead Prsvider

Chitek Mo

Marcy Sutterfisl

“About Bragkes: i _Ci;r'zaét'k{g:
208010341 Copysight ©: 2022 89

(Important Note: Removing a child assigned to a Provider will not remove the child record from the AEPSi system.
The Provider will simply no longer have access to the child profile and assessment data.)

Assigning a User Dual Roles
To assign a user with more than one role, simply check more than one box in the “Role” field when creating or
editing a user’s profile.

o5

-Sapori -y Toalbits Wy Spaflien il s

CREATE ADMBNISTRATOR

Child Data Acces:
! Fivst Name:§ )
tiiddle mmitiak |

*Last Name:§ """""""""" o

’ Tith

Address 101
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Managing Your Children Section 3

The following section describes how to create, edit, archive, and delete child records as well as how to assign
Providers to a child’s team.

Creating a Child Record

To create a child record:

1. Click on the Manage
Children {ink on the left
menu.

» Getting Started Tutoral
» admin User Manual
> Help/Contact Info.

This will take you to the Manage Children page where you will see a list of all of the children currently in your
program along with their names and child IDs.

2. From the Manage Children ] - 2
page, click the Create New Child e » Rights Haragament Halp
Record button.

This will take you to the Create
Child page, which is essentially a
new child’s profile page.




3. Enter the information on the
child profile. ltems marked with
a red arrow are required.

4. In order for a child to be
included in OSEP Reporting,
there are four required fields
that must be completed:

o *Include in OSEP Reporting:

- Select "yes" if the child will
be included in OSEP
Reporting. If the child will
not be included in OSEP
Reporting, select "no.” You
can then save the child
profile without entering the
funding source, program
entry date, and program exit
date.

o *Funding Source: Select
whether the child is Early
Childhood Sp €d - Part B (3-
5) or Early intervention-Part
C (Birth-3)]

o *Program Entry Date

o *Program Exit Date (Note:
Once the program exit date
for a child is known, enter
that information here. Until
then, leave the field at the
default of 01/01/2001.)

AEPSi Tutorial | Brookas Publ..

| Halp

iy My Profily

CREATE CHED REComn

s frogram Entry Date

*First Names {—
widdle Iuitial/Name: f“~
¥ Last Name: ;‘M“

* Date of Birth: |
> Weeks Pramature:
REPS tevek )

Gerders $ vale <3 Famsle

* Dev. Statas

Hedical Tofu

rdentifier {ID}

Address 1t ; L

Address 3: ?WMM“WW»“WMVMM’M

ity ———

P tacleds io OSEP £
Reporting: W Yes A7 No

? Program Exit Date:

Childhood 3p £4 - Part B {3-5) ] +

5. Once the required fields are entered for the child profile, click the Save button.

18|Page



Custom Fields

As an administrator you have the ability to create custom fields that will be displayed on a child’s profile. If there is
any information that you would like AEPSi to track (e.g. Social Security number, race/ethnicity), you can use the
custom field feature. There are five types of custom fields that can be cre'at,ed: a text field, a number field, a date
field, a yes/no field, or a dropdown menu. You also have the ability to specify whether or not a custom field is
required and can select pre-formatted options for the custom fields.

Creating Custom Fields

To create a custom field:

s Go to your Admin
Program Profile on the
left menu or select the
“View Program
Profile” button on the
main Program Admin
page.

ng Frograr

Program Type:

Addrese: |
e Select the "custom

field" button.

Address

it FTrmena

This will take you to the Custom Fields page, which will show a list of your current custom fields and allow
you to create new custom fields.

These fields will are
standard fields for all
programs, but they
appear on the Custom
Fields page because
you have the ability to
edit them to your
needs.

i e Bl | Bglp oo

VY

| SusIon PG

[

03

e Select the “Create custom field” button.

This will take you to the Edit Custom Field page, where you will select the specifics of your custom field.
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Custom Field Options

Bélow is a brief description of the custom field options that are availabie. Fields marked with an arrow are
required.

¥Label: Create a label for the custom field. The label is the name you would like your custom field to
appear as on the child profile page.

¥Sort Order: You can type in a number
that will determine the order the custom
fields will appear on the child profile
page. The lower the number, the earlier
in the order the field will appear. As a
default, the number 1000 will appear
when you create a new custom field. If
all custom fields are left with this default
value, the custom fields will appear in
alphabetical order.

L] By Peoiiln £ 1ialp et

Y CUSTON FIELE

Select Ons

Defauil Yalue:

ropdowa HMenu |
Thiieans: -

>Data Type: Select the type of custom
field. The choices are text, number, date,
yes/no. If you are creating a dropdown
menu, you must select text as the data
type.

Text: Field that holds any combination of
numbers, letters, characters

Number: Field that holds numbers only
Date: Field that holds a date in the
format mm/dd/yyyy or mm/dd/yy
Yes/No: Field where user has the option
to select yes or no

Atlow naitipte }
selectfons from £% ves & ko
dropdown menu?

Required: Here, you can specify whether
you want the custom field to be
required.

Format: You can optionally select a format for the custom field. Options include Social Security number
(999-99-9999), short date (mm/dd/yy), extended zip code {99999-9999), etc. Selecting a format for a
custom field, will require the user to complete the field in that specified format.

’ Default Value: Enter a default value for your custom field. When a user adds a new child profile, the
default values will appear automatically in the custom field.

Dropdown Menu Choices: If you want to create a dropdown menu for a text field, enter the choices you
want to appear in the dropdown menu here. '

Allow multiple selections from dropdown menu?: This option only applies to the dropdown menu custom
field. Selecting yes will allow users to select multiple choices from the dropdown menu by holding down
the Ctrl key on the keyboard while selecting choices.
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®  Once you have made your selections, click the save button.
e The custom field will now appear on the child profile page for all children in your account.

To give you a better idea of how the custom fields work, we'll demonstrate creating each of the five types of fields:
text field, number field, date field, yes/no field, and dropdown menu field.

Creating a Text Custom Field
To demonstrate this type of field, let’s say that we would like to create a field on the child’s profile for a provider
to record the medications a child is taking.

We will call this field “Medications,” so

this is what we enter into the Label/ field.
NMM‘QM

Since we don’t have a particular order
we want this field to appear in on the
child’s profile page, we’ll leave the sort
order at the defaulit of 1000.

By Botile ek

EDHT CuSTOM PIEth

0
£ ves & Mo

lact One %i

Required:

For Data Type we'll select “Text” since
this is a field that people will be able to
write in.

Formal

Dafanit Vatu,

Dropdowit Meou |
thoice:

We do not want to make this field a
required field on the child’s profile, so
we will mark the Required field “No.”

There is no particular format for this
field, so we will leave that blank.

There is no default value and no
dropdown menu choices since it’s not a
dropdown menu field, and the multiple
selections is only pertinent to dropdown
menu fields so we can skip that as well.

Allow multiple
selections from, {3 ges. 2000
dropdown menu?

We can th‘en hit the Save button

Our new custom field will now appear on
the Custom Fields page.
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Creating a Number Custom Field

To demonstrate this type of field, let’s say that we would like to create a field on the child’s profile in which to
enter the child’s Social Security number.

7

Apsarie{ Sy Toolide:] My Profile | Halp
 cAison i

Epiy CusTom P D
. *eabak |

*Sort Orders

We will name this field “Social
Security,”

o
: *pata Typet

Leave the sort order at 1000, «owmst

Select “Number” for the Data Type-~
since this field is a number,

Fhone &
Heny (Emaif Ad:
Cheicest {Short Date mavddivy

Long Date mmiddivyyy
ded Zip €

Make the field a required field on
the child’s profile,

And select the “Social Security
Number” format from the Format .~
dropdown menu—this will ensure
that users enter the Social Security
number properly.

There is no default value for this
field and we can skip the items
dealing with dropdown menus
since it is a number field.

AHow rgdiiphe
selectinns from % ves
drendovn meny?

&

We can then hit the Save button

: Data Type

. - |pag é.



Creating a Date Custom Field
To demonstrate this type of field, let’s say that we would like to create a field on the child’s profile in which to
enter the date of the child’s first IEP.

We W,l“ call this field “Initial IEPN b
Date.

We will leave the Sort Order at
the default of 1000. —

For Data Type we will select
“Date.” —

S — ks Yypes 1 Date %E

Rexquired: O ves & w3

Formal: | Long Date mmy/Sdivyyy [;,E :
Select One

Socisl Security Number 992-99-99¢9
Phone Number {995} $53-99%5

Email Addres: XK KRN

We will not make this field
required.

efault Value:

Gropdows Meny
Cholces: |

And for Format we will select
the “Long Date,” meaning that -~
users will need to enter all four
digits of the year.

There is no default value for this
field and we can skip the items
dealing with dropdown menus
since it is a date field.

We can then hit the Save button. ...

Aflow malliple - s,
selections from € vez & no g
dropdosin menu? m*‘“'«ig,k

sntact Us

t | Deleta:
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Creating a Yes/No Field

To demonstrate this type of field, let’s say that we would like to create a field on the child’s profile in which to

capture whether the child has an IEP.

We will call this field “Does child
have an IEP?” e,

Since we want this field to appear
before our Initial IEP Date field, we
will make the sort order 999, =

The data type of this field is ..o
“Yes/No.”

We will make this a required field”

It doesn’t have a specific format,
default value, or dropdown menu
items.

We can now hit the Sangbutton.

",

“w\“\ |

o] e

w.’ Data Type:
-3 Rexquired:

Sefanit Valus:

Orapdown $tenu |
Choices:

Allow wsltiple.
selections from &) vas © ne
dropdown menu?

LusTOM FELDS

Eafed
Rt

: 24”1 p ag e



Creating a Dropdown Menu Custom Field

To demonstrate this type of field, let’s say that we would like to create a field on the child’s profile in which to

capture the child’s race/ethnicity.

We will call this field
“Race/Ethnicity.”

\Y

L g Pt 4 b

We will leave the sort order at the
default of 1000.

o,

S

The Data Type for this field is “Text.”....
We will not make this a required field.
There is no specific format.

We will make the default value “None
specified” and then enter the choices '
we wouild like to appear in our
dropdown menu in the Dropdown
Menu Choices field.

We do not want users to select

multiple options from the dropdown
menu, so we will leave this a “No.Z_

We can now hit the Save button. —=~

5 foniis: | o

£o17 Cusvom Fih

Format

5o Defaulk Vatue
-

Dropdowst Meos |
Chaoices:

s

y),,»"’

Cihar

s

allow maitipte .

selections fronr €3 ves @ No
drepdovie menu?

¢ Data Type




Now when you Notes/Commuents: | Iy
look at a child’s
profile, you will

o

see all of the
custom fields we
created at the
bottom of the
profile page.

*include n GBEP o &3
Reporting: & vez © No C

* Funding Source | ggrly Childhood Sp Ed - Part B £3-5) g&gj

! Program Entry Date By vy

* Frogram Exit Date: SI/01/2001

{nons seled ?I)”";;:é«\
-

-
* Does child have an i
Trepy, O ves O tio A

Initial IEP Date

middivyyy

o
o

tedications: |

Race/Ethmicity! | {ngne selected)

* Social Security

Edit/Delete a Custom Field
To edit or delete a custom field, select Program Profile from the left menu and click the “Custom Fields” button.

Then select the “Edit” link to edit the custom field or the “Delete” link to delete the custom field.
¢ . Ry

ol Tt

i Prnfite. { ik

CUSTOM FIELDS . @

Label

Funding Source B
Brogram Entry Date :

1000

Medications ...

Note: The OSEP fields and the "Classroom” custom field cannot be deleted and the label cannot be changed.
Note: If you are a part of an enterprise account, your enterprise has the ability to create custom fields for ail

programs under that enterprise.
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Updating a Child's Team

A child’s team consists of both the child’s caregiver(s) and the providers that work directly with the chiid. These
Providers will be able to enter assessment data for the child, create child journal entries, create calendar events
relating to the specific child which will be accessible by the entire team, create group assessment activities, and
create various child reports.

L AEPSI Tutorial - Brookes Pabl.,

To add people to a child’s team, go to
the Manage Children page from the left
menu navigation and select the Edit tink
of the child profile. Then select the
Update Child Team button on the child’s
profile page.

Profile | Walp

> First Home: |

tiddie nitialf Name: |

F1ast Nam

* iate of Birl v dgd vyl

* weeks Prewature:
ragpetevel €31 O i
B nate ©

fiendert &3

This will take you to the Update Child
Team page where you will see a list of
all of the providers in your program.

*Dav, Status

#adical Info:

thentifior (1% |

Assigning Providers to Children

Select the checkbox next to
each Provider you would like
to assign to the child. If no
providers appear in the list,
see Section 2: Managing
Users to learn how to create
provider records.

el

nnave Cunp TEAM &

i sebek . Esleetf
i iand | Qezelect
G Prewider P

[ ®

¢ Tithe/Position

Hember Hame

¢ Phoe Humbar

Next to the Select/Deselect
column, there is a column
called "Select Lead
Provider." You must assign
one of the team members as
a Lead Provider for the child.
In addition to the rights and
privileges assigned to the
Provider role, the Lead
Provider will also have the
ability to assign and remove
other Providers from the :
child’s team, add/edit I L SR e '
caregiver information, and designate another Lead Provider for a child. /

SEout Brockes-

s Reacy: Bolh
L1851 d E

Once all team members have been selected for the child, click the Update List button.
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Removing Providers from a Child’s Team

Deselect the checkboxes of the
Providers you would like to
remove.

wE

£ By

| UrpATE CHBD TEAM

Remember: Removing Providers
from a child’s team does not
remove that user from your AEPSi
account. That Provider will simply I
no longer be a member of that
child’s team.

i Selactf
i paselext

L TitlePesition

Create Caregiver Profile
To create a Caregiver for the child, select the Add Caregiver button from the Update Child Team page.

This will take you to the caregiver profile page.

by toaliit | 8¢ Profite ] s

From here you can enter the Caregiver’s profile
information in the fields. Mandatory fields are
designated with a red arrow.

£ CAREGIVER

* Salutatios

* First Name
siddte titiat

Once you have completed entering the
™ information, hit the Save button.

 Last Koo
* Retation Vo Chitd:

Same Address:

zip: |

> gy Phane |
Cvaning fhones]
Mobile Phone: rmm,.....\w

#-mail Address:

Homa Language: |

Silings:

MotesfComments: | T T
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Edit/Delete Caregiver Profile
To edit a Caregiver Profile, click on
the “Edit” link next to the
Caregiver’s name on the Update
Child Team page.

+#dgee s ser

Make changes to the Caregiver Urbate b Teau

Profile and click the Save button.

Sfone Humbar

Hewber Naime D TefPasition

To delete a Caregiver, click on the “Edit” link
next to the Caregiver's name on the Update
Child Team page and when it takes you to the
child’s profile, click on the Delete Caregiver
I button.

EDIT CARERYVER

* Salutatios

* First Ham

stiddle Tuiti
fLast Hama:
*Retation to Chil

Sante Address:

Mobite Phane: |

£-mail Addrass:

Hama Language:

Siblingse:”

HotesfCommanls:

. .29 |p , g .



Archiving/Deleting a Child Record

Once a child no longer needs an active record (e.g., the child has moved out of town, the child has aged out of the
program), there are two options: archiving the child data or deleting the child record.

Archiving a child record means Providers will no longer be able to create, edit, or view assessments, journal
entries, or child reports and will not be able to edit the child profile. However, all information relating to a child
record will remain in the system and can be viewed and included in class/aggregate reports.

When a child record is deleted, all assessment data, reports, journal entries, and so forth, will be removed and the
child’s data will not be included in any class, program, or aggregate reports. It is recommended that before
deleting a child record, you export that child’s data first. (See Section 6 on exporting data.)

Archiving Child Record

To archive a child record, click on the
Archive button next to the child’s name
from the Manage Children page.

You will be able to tell when a child has
been archived because the child’s name
and ID will appear grayed out on the
Manage Children page and you will only
be able to view, not edit, his/her profite.

Reactivating an Archived
Child Record

You will have the ability to reactivate an
Archived Child Record. To do so, click on
the Reactivate button next to the child’s
name on the Manage Children page.
Note: While archived records only cost

S1 per year to have in the system and 10% of your total Child Records purch

will be charged full price for any Child
Record that was active at all during the
subscription year.

Deleting a Child Record

WAL

e - laypbabis ;&@ei;;:' E

MANAGE CHILEREN ]

spance cannaen

> Rights Managernent Help

can be kept archived for free, you

o

/

e

To delete a child record, click on the Delete button next to the child’s name on the Manage Children page. When
you do so, you will receive a pop-up box asking you if you are sure you would like to defete the record.
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My Reports | Section 4

Not only does AEPSi feature powerfu! functions that make it easy to record, score, and track the AEPS Test, but it
enables you and your users to quickly generate status reports and build progress-over-time reports for individual
and groups of children.

AEPSi generates all of the paperwork for reports that otherwise would have to be created by hand: Score
Summary, Graphed Scores, IFSP/IEP Summary, AEPS Child Progress Record, and Present Level of Functioning
Report for use at IFSP/IEP meetings.

Coupled with the AEPS print manuals, AEPSinteractive™ (AEPSi™) also turns AEPS Test scores into OSEP Child
Outcomes reports with a single click. You can be confident that your OSEP reports are reliable and valid and
exportable into any format your state requires. In another one-click report, you can compare a child’s AEPS Test
scores with rigorously researched cutoff scores to determine or corroborate the child’s eligibility for services in
most states’ systems.

In addition to creating individual child, class, and program reports, programs in the same district, region, or state
can be linked so that administrators can generate “roll-up” status and progress reports. We can even create
custom reports for your state—just let us know your needs.

This section describes how to create individual reports for children, as well as class/program reports, and provides
more detail on OSEP Reporting and Eligibility Reports.

Child Reports

Child Reports are accessible to Providers and Administrators as well as to Reviewers who have access to child
identifiable data. Providers can only create Child Reports for children they have been assigned to, whereas
Administrators and Reviewers with access to child identifiable data can view ali Child Reports.

To run a child report on any child in'your program, go to the My Reports section of AEPSi and click on the, Child
Reports link. e

S AEPSI Tutorial § Brookes Publ...

My BeporTs @

) & . .
¥ Child Reports Create a report on 3 single child,
* Class Reporis Create o group report of all children associatad with a single

Provider or with a Class.

> Pragram Reports
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This will take you to the Child Reports page where you can select which child and which report you'd like to run.

‘I AEPSi Tuterial } Brookes Publ...

dy peoiie

p

Halg

CHILD BEpoRts

Create a report on a singhe child,

There are five child reports to choose from:

Score Summary

i Baport: Score Summeary

Kame: Tivny Moadams § 008 $172372061 [ AEFS Level: 11§ Date: 357282003

The score summary shows the raw

H
H

Yest Pesicds

scores and percentages for each area

of the CODRF for up to the last four

CODRFs entered.

To view a Score Summary, click the

View link. To print a Score Summary,

click the Print link. You will be directed

to a page that shows the range of test

periods. Click the checkbox next to the

range of test periods, and select the

Create Report button. The Score

Summary report will appear.in a new

browser window.

i 1 2 i 2 4
Fins Motor
Tes: Bate BIVGE 11005 PUFHEE GE104G
R Score’ 2 20 35 &
Fossible Rivs Score; e 3 3% 36
Percent Scora 3% 7% 83% T
‘Grass Moter
Test Datel 159973 012953 GEA80
Rav Scors; 53 2 23 2
Possible Raw Score 3¢ 3¢ ] 34
Bercant Score: 33% 75% 584 945
Adaptive .
Tes: Lats 620835 119968 DZ0GE CEHEEE
Raw Score 27 47 3 %
Fossible Raw Score; 7 70 k] 7
Percent Score: B4 475 753 5
Cognitive {Child not tested in Test Peslod 2}
Test Date GIDERS a3 0120808
R §60F0) 7 na 72
Possible Raws Stors; W5 7 08 03
Percent Scoro’ 34% a3 87% R
Sacial-Communication (Chitd niot tested in Test Period 2)
Test Gats; a3 D120:68
Rawe Score; a3 5
Fossibla Rew Score! a3 B o
Percent Score! na 3E%
Soeist Child pof tested in Taat Pariod 2}
Tes: Cate, i a3 i DU
Rase Scote] € a3 32
Possible Ruw Score: 32 B 24 2
Pescent Scors 26% a2 2825 7%
Overall Scores -
Raw Scores) 138 @3 200 | 358
Passitia Raw Scores 234 e 234 i 433
Pervant Score! 31% 4% 68t5 i 5%
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Graphed Scores

Graphed Scores show bar graphs that represent
CODREF scores for different test periods. By comparing
test periods as side-by-side bar graphs, you have a
quick visible representation of a child’s progress over
time.

To view Graphed Scores, click the View/Print link. You
will be directed to a page that shows the available
test periods for the child. You may select up to four
test periods to include in the Graphed Scores report.
Select the Create Report button. The Graphed Scores
report will appear in a new browser window in a PDF
format.

Child Progress Record

Cuild's Hame: Timmy McAdams  DOB: 6172232061 Level 2

Fine Motor

Tatal % Correct
Total % Correct

Tast Parlpds Test Partods

Adaptive Cognitive
150+
2 §w
S s S s
# ¥
g 8w
£ &
l B
I3
Test Feriods Tast Pariods
Social~Communication Social
138 199
] ; g w
£ &
& 3 .
o AR L k4
¥ * E
@ 2 N 3
z -2 ]
} @ 2
1 2 ¥ 4 1 2 H 4
Test Pariods Test Parfeids

Tast Oates: 1. SHOOE § Z. 1109108 | 3. BWZ0A0A § 4 O5/tiCs

A Child Progress Record helps family members and caregivers participate in the ongoing monitoring of their child's
progress. The Child Progress Record is a visual representation of a child’s accomplishments, current targets, and
future goals and objectives. As a child meets the standard criteria for a goal or objective, shading can indicate the

child's progress.

AEPS® Child Progress Record

Fine Motor Gross Motor

Straist A BHaliat Motor Covrdination Blras s NG Mo

Timmy McAdams | DOB: 01/23/2001 | Level: Il

Toat 2 THOROE

To view or print a Child Progress
Record, click the View/Print link.
You will be directed to a page that
shows the available test periods for
the child. Select up to two test
periods to include in the Child
Progress Record. Once you've
selected the test period(s), click the
Create Report button, and a PDF
file of the Child Progress Record
will open in a new window.

To print a Child Progress Record, go
to File on the PDF window and click
Print.

NOTE: Make sure Adobe Acrobat
Reader is installed on your
‘computer or you will be unable to

view or print a Child Progress
Record.
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Provider Notes

Provider Notes are notes and comments regarding a
specific child and his or her progress. These notes
may also be teacher or provider observations.

To view Provider Notes, click the View link. To print
Provider Notes, click the Print link. You will be
directed to a page that shows the available test
periods for the child. Select one test period and click
the Create Report button. The Provider Notes report
will appear in a new browser window.,

IFSP/IEP Summary

Tl Reports  Provider Notes

Home: Tiny

HcAdams | DOS: 61272301 | ASPS Level: § i Test Period: 830872005 | Repont Date: 067202008
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To view an IFSP/IEP Summary, click the View link. To

Fine Motor Scors . A . N
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Eligibility Cutoff Scores

To view Eligibility Cutoff Scores, click the View link. To
print the Eligibility Cutoff Scores, click the Print link. You
will be directed to a page that shows the available test
periods for the child. Select one test period and click the
Create Report button. The Eligibility Cutoff Scores will .
appear in a new browser window.
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Present Level of Functioning

Chilt Roports @ Presant Love! of Functoning

Name: Timmy Mohdame | D08: (4232051 { AEPS Level: Il | Test Period: 53032603 | Repont Date. 332250

BresentiSeors oi3) To view Present Level of Functioning, click the View link.
Fine Motor ST — To print the Present Level of Functioning report, click

B st momar e the Print link. You will be directed to a page that shows
5.2 Copias simpt shagas ' the available test periods for the child. Select one test
G’;“ Motor totes Cominent period and click the Create Report button. The Present
12 {7mes fom Pl » Level of Functioning report will appear in a new
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browser window.

1alss unsesianding of seven diffaren temn
concepts

hat escurred or the game gay with
s

Yecalis gvente mmadatzly aler they secur

Cauats thiee abacts

iEmarging {Score of 1} )
Fine #otor 1ictesi Comment

AlHolds sbjest with one hand witia tha other hand

A - . : :
24 Cuts aut shapas with straignt nes nesds spring-loadad scizsors
8i, 8¢ somplex shagss N Ticirwy needs assistance with shapes 38
2.z j W88 SOMPIEX ShAZES < sled ae 8 siac
8 .
1z Capies first namia 1]
< P
~ iCopies thiee leliars 133
33

Aggregate Reports

In addition to individual child reports, you can create aggregate reports of the children in your program.

¢ ptondes Balfe | OSEP Test Avcw...

My HepoRysS

¥ *:hi'{d itsggggifs Crante & raport on & shngle onild,
: /? clans ﬁepart&\\

Srapte o group report of gl ohilifven in o Progranm.

ate o group sepork of alf childven associated with & single
dder or with & Class

@mgmm Reporis

.,

.
These aggregate reports can be accessed by clicking on either “Class Reports” or “Program Reports” from your My
Reports page.
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Class Reports Page

The Class Reports page allows you to run aggregate reports on children associated with a single Provider, or with a
Class if your program has children grouped by Class.

To run a report based on Provider,
simply select the name of the
Provider from the drop-down
menu of Providers. This menu will
include all of the Providers who
have been created in your
program.

Likewise, when running a report
based on a Class, simply select the
Class from the drop-down menu of
Classrooms. This list wili include all
of the Classrooms that have been
created in your programs profile.
For more information on creating
Classrooms see Classrooms in
Section 1: Managing Your AEPSi
Account (p 4).

Program Reports Page

The Program Reports page allows you to run
aggregate reports on all of the children in

your program.

It looks very similar to the Class Reports
page except it does not have the options for
selecting a Provider or a Class at the top of

the page.

There are three types of aggregate reports

you can run in AEPSi:
®  Group Snapshot Reports
e  OSEP Categories Reports

e ECO Child Outcome Summary Form

Ratings

- Monica Belle = OSEP Tast Acco..

Sefect Report Type:
Group Snapshots

L ey |

BBEP Categoriey Repuorts
Miew |

“iew | Fr
* view | prin:

F Morics Belle © DSEP Test Acton.

chicas in gash ares
bedaty, o

Program Service Date’
Range:

Saleet Repart Types

Group Snapshots
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Group Snapshot Reports
Group Snapshots are reports that provide assessment status of all active children in the program. There are
currently two Group Snapshot reports: Status of All Children and Progress of All Chiidren.

Status of All Children

Hopicy Belfe 7 HEEP Tasi Avco..,

To run a Status of All Children report,
-/ click the “View” link next the report
title from either the Class Reports or
the Program Reports pages. This
report can also be printed or
exported from these pages.

Progran Service Nate ; P
H A T ]

Scéed Regort Vype!

SFoeny Bnapshots

fnn dates needed abwal

The Status of All Children

report shows each child’s AEPS
assessment scores, possible
score, and percentage score
for each of the six Areas for
that child’s most recent

Status of All Children Report

Program: OSEP Test Account #1
Date: 97/25/2608

. and F ing Systern (AEPS®); for Infants and Children

How to Use This Report: This report shows each child's ASPS Test scores by Area the Iaiest test recorcad for the chikt.
Use this report {o gzt a quick snapshol of each child's pedormance and datenmine vhieh children are ready for re-testing.

Crildren tested in the Last 3 Months

Hurrber of Chidres: 1 assessment.

Grass Metos

Children are grouped into 4

ore | Possible
] g categories:
Crildzen tested inthe Lasi § Month: H
Nutor of e 2 e Those tested in the last 3
— months
score | porsivte | 5 o Those tested in the last 6
ws] o |seorms g months
swzsss | 1 |ovoome . § 3

® Those tested longer than 6

Crildren Tested Longer than 8 Lonlhs Ago
Muerber of Crildren. 22 months ago

*  Those not yet tested

Chit 2 | 100528 | cadnes
o & | 150929 | 2510
<h € | 120345 | svoime
o F | 16ee? | samel
Cakt G | 100348 | 051
en, A0 | 101263 | 3214108

This report gives you a quick
look at how all of the children
are performing and helps you

Children Mot Vet Tested determine which children are
Mumber of Children: 1 -

ready for retesting.
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Progress of All Children

¥ tionion Bally | OETR Tast Ao,

To run a Progress of All Children
report, enter the service date range
for which you would like to run the
report, then click the “View"” link next
to the report title from either the
Class Reports or the Program
Reports pages. This report can also
be printed or exported from these

repant for & Hake salectiones e
ni W, Pt st magearks

pages.
Progress of All Children Report The Progress of All Children
Program: OSEP Test Account 1 report shows each child’s
Date: 07/2572008 .
A jan, and Programing System (AEPS®) for Infants and Childrer AEPS assessment scores by

Selected Date Range: 01/01:2007 to 5741172008 .
Area for the first and last

How to Use This Report: This report shows each child's AEPS Test scores by Area for the first test and the last test racorded far the ¢nild during the

date range seiected as well as a ist of each skill eazh child has mastered or has begun to emerge i the child test reco I"ded fOI' the Ch i |d
Use this repont to get a guick snap: ot the d i ) of these children over time

Progress Sunumary durlng the date range

umber of Children” 7 .

Skills Gained: During this time, these children mastered 252 skills, and 377 new skills emerged. selected and calculates the

increase or decrease
between the two

Gross Mater

Farsanisge of chidren wht made progress by Area

Progress Child-by-Child . assessments.

Gross toter

G| | The report also provides a
Hastered 14 A3 FHAZ1FR A i
Enaaiarrs || list of each skill that has
553 B8, P AS & FA 2T, P . .
been mastered, is emerging,
or the child does not yet

have.

1] 2 |+i-BE

Children who do not have
two test periods within the
date range selected will be
listed at the bottom of the
report.
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This report gives you a quick
look at each child’s progress
over time and which skills

Children Without Two Tests During the Date Range Sefected
Humber of Children: 19
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OSEP Categories Reports

About OSEP Reporting

OSEP reporting is easy with AEPSinteractive. The AEPS Test results are automatically transformed into an OSEP
report using the crosswalk of AEPS Test items with the three OSEP Child Outcomes and empirically derived same-

age-peer benchmarks.

AEPS's crosswalk of test items correlated to OSEP
child outcomes has been empirically validated, so
users can rest assured that child outcomes data
reported with AEPS and AEPSi are accurate and
genuine measures of OSEP Child Outcomes. With
reliable child outcomes data, you can better tailor
interventions to the child's needs and be confident
that your entry and exit data will show progress. To
generate the OSEP Report, AEPSi:

1. Calculates each child’s OSEP Outcomes raw
scores by gathering and summing children’s

and Chitdren, stCoND epdioN

or ik for the A 1, luation,
- ~ and Programming Systom (AERS*) for nfains
rad e s ey S3ae
Rwras

Az

vinathin, il Wttt Bpenes: SRRt Cabierts s UNB S, Do Sae

e et Padioay

Sexs

S asingr

Peaysinr

2o Sudadid

i st nlorben

5 s5r CHION, e

scores on the specific AEPS Test items that correlate to the three child outcomes required by OSEP

2. Calculates for each child whether or not he/she is performing at the level of same-age peers. Outcome raw
scores are compared to empirically validated same-age-peer benchmarks at the appropriate age intervals.
Raw scores at or above the benchmarks indicate that a child’s performance is similar to same-age peers. Raw
scores below the benchmarks indicate that a child’s performance is below that of same-age peers.

3. Sorts children into two "baskets" at time 1 (near entry into the program):

o Performing as same-age peers
o Not performing as same-age peers

4. Sorts children into five "baskets" at time 2 (near exit from the program}):
o Maintained functioning at a level comparable to same-age peers
o Improved functioning to reach a level comparable to same-age peers
o Improved functioning to a level nearer to same-age peers but did not reach comparable level
o Improved functioning but not sufficient to move nearer to functioning comparable to same-age peers
o

Did not improve functioning

There are four OSEP Categories reports that are available in a viewable, printable, and exportable format. The

reports are automatically separated by Part B and Part C.

Entry Data Only (Aggregate Percentages)
Entry Data Only (Categories for Each Child)
Progress Data (Aggregate Percentages)
Progress Data (Categories for Each Child)

Note: Even though you are no longer required to submit entry data to OSEP, AEPSi still has two entry data reports,
which are helpful in determining where children enter the program and monitoring that children receive their entry

assessments—which are needed in order to report on progress.
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Children on the Alternative Path

Children who are 37 months or older and are still using the Level | test due to severe developmental disabilities are
automatically placed on the alternative path for OSEP Reporting. At Near-Entry, these children will automatically
have an OSEP outcome of not performing as same-age peers. Based on an alternative method, AEPSi will generate

OSEP outcomes and recommended ECO ratings. On the Raw Score reports,
benchmark will be displayed as "n/a".

the raw score and same-age

Robsrie,

Damien £e378

§7:08103 | 09/0108 | 16713408 ala [}

ofa na

afa

There is nothing a user needs to do in order to place a child on the Alternat

ive Path. If the child is 37 months or

older and a Level | test was used to assess the child, that child will automatically be placed on the alternative path.
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All of the OSEP Categories reports
can be run from either the Class
Reports page or the Program
Reports page by selecting a service
date range and then clicking on the
“View” link next to the report you
would like to run.

All OSEP Categories reports can also
be printed from these pages or

exported into XML or CSV files.
.
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Entry Data Only (Aggregate Percentages) Report

Program: OSEP Test Account #1
Reporting Period: §1/01/07 to 12/31/07
Date: 08/24/07

Funding Source: Part B, Section 618

Children included: 3
Chiidren Excluded: 8

A, Percerzags of chidren who entered st a 7%

" 33%
leve] cemparabie 1o same-aged peers

160%

3. Perceniage of chidren who entered ai a

ieve below same-aged poers 1%

3% %

Funding Source: PartC

Children included: 3
Chifdren Exciuded: ¢

A Percentage of chidren who sntered ata
‘evel comparabie to 3ama-aged peers

&%

3% 33%

8. Percentage of chidren who entersd ata

evel belows same-aged g2era &%

&7% 0%

The Entry Data Only (Aggregate
Percentages) report calculates each
child's OSEP Outcomes raw scores,
compares them to same-age-peer
benchmarks, and aggregates the
results for each of the three OSEP Child
Outcomes.

The report displays the percentage of
children who are performing at a level
comparable to same-age peers and the
percentage of children who are not
performing at a level comparable to
same-age peers.




The results are separated by Part B and Part C, according to the funding source that was selected in the chiid’s

profile.

The report also displays the number of children who were included in the report and the number of children who
were excluded. More details on why children were excluded from the report is shown in the Entry Data Only
(Categories for Each Child) report.

Entry Data Only (Categories for Each Child) Report

OSEP Categories Report: Entry Data Only {Categories for Each Child)

Pragram: Brookes Publishing Program
Reporting Perod: 51/01:00 to 07/31:08

Date: 07/25/08
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The Entry Data Only (Categories
for Each Child) report calculates
and displays each child's OSEP
outcome raw scores for each of
the three OSEP Child Qutcomes,
the corresponding same-age-peer
benchmarks, and whether the
child is below or comparable to
same-age peers.

In addition, the report displays the
child's name, date of birth,
program entry date, and the test
date for the Near-Entry
assessment.

The report is separated by Part B
and Part C.

A list of children who were
excluded from the report and the
reason why is also included.
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Progress Data (Aggregate Percentages) Report
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Progress Data (Categories for Each Child) Report

The Progress Data (Aggregate Percentages) report
calculates each child's OSEP Outcomes raw scores,
compares them to their Near-Entry raw scores
and/or same-age-peer benchmarks, and
aggregates the results for each of the three OSEP
Child Outcomes.

The report displays the percentage of children at
near exit who, maintained functioning at a level
comparable to same-age peers, improved
functioning to reach a level comparable to same-
age peers, improved functioning to a level nearer
to same-age peers but did not reach a comparable
level, improved functioning but not sufficient to
move nearer to functioning comparable to same-
age peers, and did not improve functioning.

The results are separated by Part B and Part C,
according to the funding source that was selected
in the child profile.

The report also displays the number of children
who were included in the report and the number
of children who were excluded. More information
on excluded children is included in the Progress
Data (Categories for Each Child) report.

Prageam: OBER Tost Account 8
Reporting Perlod: 033407 to LUF19F
Date; 282457

Funding Sourse: Par B, Section 613

ThsCRtRCIoiNg: §

ERG s |

The Progress Data (Categories for Each
Child) report calculates and displays
each child's OSEP outcome raw scores
for each of the three OSEP Child
Outcomes, the corresponding same-
age-peer benchmarks, and the OSEP
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In addition, the report displays the
child's name, date of birth, program
entry date, program exit date, test date
for the Near-Entry assessment and test
date for the Near-Exit Assessment.

jemt

2oy s Yy DY

RN RSN A Wl

The report is separated by Part B and
Part C.
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OSEP Categories.
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A list of children who were excluded
from the report and the reason why is
also included.
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OSEP Report Exclusion Categories
A child may be excluded from an OSEP report due to several reasons. Below, are a list of the exclusion categories
and what you need to do to correct the error.

Missing Near-Entry Data:

Children Excluded:

Either the near-entry assessment has not been selected for a child or it has not been finalized.

What you should do: Make sure you have selected a near-entry assessment for the child. On the chifd's summary
page, you should see an "OSEP entry" icon next to the assessment you want flagged for near entry. If you do not .
see the icon, go to the CODRF summary page of the assessment, and select "near entry" under the "OSEP Include"
option. Also, verify that the assessment has been finalized and that all test items are complete. See OSEP Include in
Section 8: Child Assessments for more information.

Missing Near-Exit Data:

Children Excluded:

Builerfieid, Marcy

Either the near-exit assessment has not been selected for a child or it has not been finalized.

What you should do: Make sure you have selected a near-exit assessment for the child. On the child's summary
page, you should see an "OSEP exit" icon next to the assessment you want flagged for near exit. If you do not see
the icon, go to the CODRF summary page of the assessment, and select "near exit" under the "OSEP Include"
option. Also, verify that the assessment has been finalized and that all test items are com plete.

See OSEP Include in Section 8: Child Assessments for more information.

Less than 6 Months in Services:

Children Excluded:

There are less than six months between the child's Program Entry and Program Exit date. OSEP has mandated that
only children who have received services for at least six months should be reported on. '

What you should do: Go to the child's profile page and verify that you have entered the correct Program Entry and

Program Exit dates. If you have entered the correct dates and there are still less than six months of services
received, this child will have to be excluded from OSEP reporting.

Invalid Funding Source:

Children Excluded:

ef, Lauren 182832 121 74 12418705 156 fyyalig Funding Scurce

A funding source other than Part B or Part C has been selected for the child.

What you should do: Go to the child's profile page and verify that either Part B or Part C has been selected for
funding source.




Inappropriate Test Used to Assess Child:

Children Exclutiad:

i

12/15400 12808 | OTBNGT nappropriste age af Level st

if a child is 36 months or younger and is using a Level Il test, the inappropriate test was used to assess the child. A
level Il test should be used only once a child is older than 36 months and is in the Part B program.

What you should do: Assess the child with the age-appropriate test.

ECO Child Outcomes Summary Form Ratings

{ OSER Test Acco..

There are two ECO Child Outcomes
Summary Form Ratings, one with near
entry data only and one with progress
data.

=

PROGRAW REPORTS

These reports can be run from either the
Class Reports or the Program Reports
pages by selecting the service date range
and then clicking on the “View” link next
to the report you wouid like to run.

Program Serwice Datel o7
; ~ Ram 09/51/280:

| Peint | Bxppat
sint | Expost

DEEP Coteguries Reports

Eniey Duta Dnly ¢ XHLICSY

The ECO Child Outcomes Summary Form
Ratings can also be printed from these
pages or exported into either XML or CSV

S 13

5
ailable by 8rockes

files.

Entry Data Only (Ratings for Each Child)

Pragram: OSEP Tesl Accoustt 31
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Date: (124107

Funding Souree: Pant, Section 613 For those programs that require use of the
e COSF, AEPSi provides a recommended ECO
Rating for each child using the 1 to 7 scale.
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Near-Entry assessment and the recommended

Funding Source: Part & ECO rating for each of the three outcomes.
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Progress Data (Ratings for Each Child)

Pregram: OFEP Test Account ¢

Reponting Perfod; D33HBY 1o 123107

Date: baa0r The Progress Data ECO Ratings
Funcing Soures: Part B, Seetion 613 report displays the recommended
il - — — ECO ratings for near-entry, near-

exit, and indicates whether progress
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Also included in the report is the
child's name, date of birth, program
entry date, program exit date, test
date for the Near-Entry assessment,
and test date for the Near-Exit
assessment.

A list of children who were excluded
from the report and the reason why
Key is displayed as well.
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Exporting Data Section 5

Export Child Data

Your program owns any data that is entered and generated in AEPSI. You may export at any time all or part of the
data. We are committed to using standards-based formats for exporting data so that programs can easily export
data for use in other databases. A child’s assessments and reports can be exported individually by providers via
links on the child summary page. If your program needs custom services, contact your implementation manager at
implementation@brookespublishing.com.

To export data for one or more
children, select the name(s) of
the children you would like to
export and click the Export
Child Data button.

EXPORT DATA

The following child data will be
exported: child profile data,
caregiver profile(s), child
journal, and child assessment
data. The format of the export
will be XML (Extensible Markup
Language). XML is a flexible
language that can be used to
import data into other
databases and can be
converted to other text
formats.

Cldnawe Do S P Stetes

13832

If a child transfers to another
program that uses AEPSi, the child
data export from your program can

be used to import the data into that
program’s AEPSi account. Contact

your implementation manager
implementation@brookespublishing.com
to discuss your export needs.

Export Program Data

You also have the option to export your entire program’s data. Clicking Export Program Data will export data for all
children, including child profile data, caregiver profile(s), child journals, child assessment data. The format for the
program data export is XML (Extensible Markup Language).

Because the child progress records and graphed scores contain graphics, they are not exportable. However, you

have the ability to print both the graphed scores and the child progress records. See Section 4: My Reports for

detailed instructions on how to print graphed scores and child progress records. The child progress records are in a
. PDF format and can be saved to your computer.
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Support and Training

Section 6

Password Management

As an administrator, you can give members of your organization access to AEPSi at no extra charge. Subscription
charges are based on the number of Child Records, not the number of users.

Ay Beafie | Yinlp

Forgotten Passwords

All users can reset a forgotten password by
contacting their administrator. As

Eoy Provinen

Administrator, you can reset a user’s

2Pro
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teening Phune: |
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Fan Qumber: §

34

* gomall

S Username:
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password by clicking the reset password
button in his or her user profile. An e-mail
will be sent to the user with a secure link.
When the user selects the link, he or she
will be directed to a page where he or she
will be asked to enter a new password.

Forgotten Username

If a user has forgotten their username, he or
she will be directed to contact his or her
administrator. As administrator you can
access the user’s profile and provide them
with their username. If you forget your
username, contact your AEPSi

Rotes/Cammants:

implementation manager at
implementation@brookespublishing.com.

% AEPSE Tuterhal ¢ Brookes Publ...

Change Password

You can change your password in the My
Profile section of AEPSi.

1. Select My Profile from the top menu.

2. Click the Reset Password button.

3.  An e-mail will be sent to you with a
secure link. When you select the link,
you will be directed to a page where you
will be asked to enter a new password.

Password Protection

For security reasons, you should never share
your username and/or password with
anyone. A professional at your organization
who needs to use AEPSi or access AEPSi data
should be given his or her own username and
password.
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Technical Support

Technical Support is availabie 24/7 and is included with your subscription. You can reach technical support via
phone, 877-884-3899 or e-mail, techsupport@brookespublishing.com.

My Toolkit

My Toolkit is where you can find updates and new information relating to AEPS and AEPSi. Here you will be able to
find everything from the Tatest news and updates from Brookes Publishing Co. and the authors of AEPS to
resources for professional development and training.

In the News & Updates section,
you can find announcements,
updates, and bug fixes related to
the AEPSi application.

The Documents & Downloads
section contains a collection of
useful documents, including the
State Standards Correlations, the
AEPS/OSEP Crosswalk, white
papers from the authors of AEPS,
as well as other documents and
downloadable resources.

Also available is a discussion
board, where users across states
and sites can communicate, share
ideas, and ask questions relating to
both AEPS and AEPSI.
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In the Professional Development section, you can find detailed information about content consulting, live training,
and web-based training options, including webcasts and webinars.

On-Line Help and
Support

There are several on-line help
and support resources to provide
assistance to you and the
registered users of your AEPSi
account. Self-guided on-line
tutorials are always accessible for
Administrators and Providers.
There is an extensive and
regularly updated FAQ section
available on-line. AEPSi also
provides webcasts featuring
expert authors on timely subjects
{e.g., OSEP reporting, developing
meaningful 1EP/IFSP goals,
determining eligibility).
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Training

_Customized On-Site Training

Customized on-site training for AEPS and AEPSi by AEPS experts is available throughout the year. We will work
closely with you to meet your training needs and schedule. Please contact a sales representative at 877-884-3899
or e-mail us at AEPStraining@brookespublishing.com to discuss schedules and topics.

We will work with you to arrive at the right mix of training for your program. Your staff's level of experience, the
age range of children served, program size, budget, and schedule are all taken into consideration.

For first-time AEPS® users, we recommend 2 days of customized on-site training that will show you how to use the
system for assessment and intervention. Additional half-day sessions are recommended for programs interested in
using AEPS® for OSEP reporting or eligibility determination. All of our on-site seminars are customizable: We can
dedicate all or a portion of the sessions to “training the trainers,” and we can adapt the topics to the needs of your
program.

Training topics currently offered include:

Using AEPS to Link Assessment, Intervention, and Evaluation
Using AEPS and AEPSinteractive for OSEP Reporting:

Using AEPS and AEPSinteractive for Eligibility Determination
Using AEPS to Support Family Involvement .
Using AEPS Curriculum

Using AEPS Curriculum within an Aétivity-Based Approach

All seminars are customizable and can be adapted to the level (introductory or advanced) and needs of your
program.

Contact Information

Technical Support
1-866-386-2666
techsupport@brookespublishing.com
Sales and Customer Service
By telephone, toll-free (U.S. and Canada):
877-884-3899
By e-mail:
kwarg@brookespublishing.com
By mail:
Brookes Publishing Co.
385 Oxford Valley Road
Suite 410
Yardley, PA 19067
AEPSi Implementation Manager
implementation@brookespublishing.com
Training
877-884-3899
AEPStraining@brookespublishing.com
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Introduction

About AEPSi

AEPSinteractive™ (AEPSi™) is a web-based management system for
AEPS that makes it easier for AEPS® users to make the most of AEPS,
meet reporting mandates, determine eligibility, and manage and track
W A L~ W child data. AEPSi has all the integrity of AEPS plus the time—and

Bot Progress for Euery Chidd paperwork—saving convenience of automated scoring and powerful
functionality that transforms AEPS findings into child progress reports
and OSEP Child Outcomes Reports. AEPS is truly a complete solution for programs that also need to meet
accountability and eligibility challenges—without sacrificing quality programming and good outcomes for
children.

We are excited for you to see all the ways AEPSi can make it easier for you to help your children make real
progress. )

About the User Manual

This manual is intended to help you navigate and perform
all functions of the AEPSi on-line tool. This specific manual
has been written with the basic AEPSi user in mind.

Who is this user? AEPSi users can be early childhood
professionals, service providers, or team members—in
short, anyone who is not an AEPSi Administrator. This
manual is designed for users like you who are tasked with
assessing children. You may be a preschool teacher, a
teacher’s aide, a home visitor, or a speech-language
pathologist. The list could go on.

Within this manual you will find basic information on how
to enter child records, how to enter an assessment of a child or group of children using AEPS, and how to
generate child and group reports based on assessment results. This, however, is just the beginning. Within
this manual you'll find detailed instructions on how to navigate through each area of AEPSi.

Thank you for choosing AEPSi as your on-line assessment and intervention tool.

1| p age :



Logging In

Section 1

The AEPSi login page is where you login to
access your AEPSi account. You may also
follow the tabbed links atthe top of the page
to access additional information about AEPS
and AEPSi. Logging in to AEPSi is the first step
in setting up your personalized AEPSi account.
As a new user, you should receive an e-mail
generated by AEPSi that contains your
username and a lmk to set up your password.

From: aepsi-info@ant.aepsi.com [aepsi-infofium . sepsi.can}
Sent: Wednesday, day 28, 20K L:39 PM

To: Inte'a DeShields

Cor Implementation

Subject: ABPSE Accownt Information: Accowt Infoemation.

Bear Sally Markim,

Welvome to AEPSinteractive, the puerful web-based management system for the
bestselling Assessment Evaluation and Programming System (AEF®).

ile’ve deligited to have you on board!

To begin using AEFSinteracive, you will need to fallox the link helow to accept
the end user license agreemeit and creste yaur awn password.

Follow this link to create your ABFSinteractive password link

Unce you have acceptad the tetms of the end user license agreement and crested
vour passuad, you will he taken ta the AEFSi legin page where yau a1l enter
your usemate and new passuar d.

e

.( four username is: s_marki

e
He Look forwaial €6 shovang /ou how AEFSinteractive will help you meet reporting
mandates, mke the most of your assessment time, track progress, and inprove many
other facets of your work,

Your AEFSE implementation mmager will cantact you within 2-3 business days to
sehiedule 4 ane hour training sessicn to guide yau twrough 11 the steps necessary
to succe55fu].ly mava;; ,lcul {\EPSX. accamt In the meantine, if you have any

at bii

Thank yas for choosing ABPSL,

The AEFSinteractive Tean
1-266-386-2666
BEtn 2 i

Once you're an AEPSi user, type in the
AEPSi URL (www.aepsi.com) and you
will be directed to the login page.

Enter in your username and
password, and click the Login button
to enter the AEPSi site.

NOTE: Itis very important that you log
off when you are finished using AEPSI.
To log off, click Log Off on the upper
right-hand corner from any screen
within AEPSI,

Ifyou fail to log off and you use a public
computer, other people who use the
computer may be able to see your
private AEPSI information, including

child names and records.

2|Page




Forgotten Username or Password

If you have forgotten your password,
click on the “Forgotten Password?” link
on the AEPSi home page
(www.aepsi.com). This will take you to
the Reset Password page, where you
will be prompted to enter your user
name and email address. After entering
these, click on the “Submit” button. You
will receive an email from the system
shortly thereafter with you password in
it.

If you have forgotten your username,
please contact your AEPSi
administrator. They will be able to
provide you with your username
information.

rOne mEnage:
&

Repoeting ade ansier

aucht 6f 1he papaivork
3. Here are just & 6

tocmes reporis
3% Gver Hng

123

s to wach childs reonad

NOTE: Once you login successfully, you will then be able to perform a child search from any page in AEPSI. Enter
the first name, last name, or ID number of the child you wish to find in the open field under Child Search on the
left-hand side of the screen, and click the purple button to the right of the field. A list of children matching the
name or number you input will appear on a new page. You may then select the child that you were searching for
by clicking on the link that will bring you to the Child Summary page for that child. !

Megan Coflioun & Brookes Publi...
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My PrOflle Se;tionZ

The My Profile page is the page within AEPSi that includes your personal information. When you first
become an AEPSi user, you should go to the My Profile page by clicking the My Profile tab at the top of your

screen.

e 10
h & fiok to reset

* Pay Fhane: ;’_ﬂ

Evening Phon: f

#abile Phona: i

Fax Nomber:

e —

* E-mait Add; i’

* imarran:

Hotes/ Lonsnand

Editing My Profile

To enter in or edit your personal information, click inside the text boxes next to the profile fields and type in
the following personal information. Items indicated with a red arrow are required. Click the Save button to

save your information.

To change your password, click the Reset Password button. This will send you an email with a link that allows
you to recreate your password.




My AEPSi ' - Section 3

My AEPSi, your personalized homepage within the AEPSi system, is designed to give you a snapshot of your
activity and options within your AEPSi. You will always be directed to this page when you login.

From My AEPSi, you can click links that are both on the taskbar at the top of the screen (My Children, My
Groups, My Reports, My Calendar, My Toolkit, My Profile, and Help) and under the subheadings My
Children, Calendar, What's New, My Reports, and Assessments in Progress.

My Children section of the My AEPSi page
My Children shows a snapshot of children
to which you are assigned. To view all
children in your AEPS, click View All. To add
a new child from this page, click the Add
New Child button.

#T tiegan Calkoun © Brophus Publ

Calendar section of the My
AEPSIi page

The Calendar section in your My AEPSi
shows a short list of events that are
scheduled for any of your children or for
yourself, starting with today’s date.

To view additional entries, click on the My
Calendar tab at the top of the screen. You
will be directed to the My Calendar page
that lists all calendar events for each child in
your AEPSi. To view an entry in detail, click

on the Date/Time of the event.
See Section 12: My Calendar for more information on how to add entries.

WRERAER LT

. Recsive AEPS/AEPSI Lraining ot this
summar's Early Childhood Tools
ef
g Newst Assess childean ooy in
s you nesd!
A0 PUESTTANT DHYE apilate.

% Program Repnds

KR A 1E s N

What's New section of the My AEPSI page

The What's New section highlights the most recent news and updates from Brookes Publishing Co., the
developers of AEPSi™. :

To view the archives of the What's New section, click the More News link.

My Reports section of the My AEPSI page

My Reports is a quick link to Child Reports and Class Reports. Click either Child Reports or Class Reports to be
directed to these areas.

Assessments in Progress section of the My AEPSi page

Assessments in Progress shows a snapshot of assessments that have been started but are not yet complete
for your children. They are listed by child or group name.

Select the assessment of your choosing by clicking the assessment name to view or edit one of these
assessments.

SfPage



My Childl"en Section 4

The My Children page is the central location where ail children you input into AEPSi are listed. From here
you can select a child and manage all of his or her information that has been entered into the AEPSi system.
By clicking the My Children tab at the top of the screen, you are brought to the My Children page, which
contains a list of your children and their names, ID numbers, and dates of last assessment. Your children will
be arranged in alphabetical order according to last name.

NOTE: The ID number field is optional. If your school or institution requires you to track the children you serve
by unique identifiers, you may add these unique identifiers to the child’s profile. You may, however, leave this
field blank.

Assessment status is
also indicated on this

page.

: Megaa Cathonn 7 Brookes Publi..

If the last assessment
administered is
complete, the date of
that assessment will be
shown in the Last
Assessment column,

If the last assessment is
incomplete, “In
Progress” will be
displayed in the Last
Assessment column.

A

L SHEE - bk Asssssoset
In Progress

In Progress

In Srog

Start Sssessment

If a child has never
been assessed, “Not Yet
Started” will be
displayed in the Last
Assessment column.

If a child is part of a
group, you will see a
group icon in the Last
Assessment column.

When you click any of these links, you will be taken to the CODRF Summary Page. To conduct an assessment
or view or print a previous assessment or reports, please select a child first by clicking on that child’s name.
NOTE: You cannot sort by status of last assessment.

To add a new child, click the Add a New Child button on the upper right-hand or lower right-hand side of the
page.

To be taken to a specific Child Summary page, click the child’s name or Child ID.

Add a New Child

To add a child, click the Add a New Child button (these are located on multiple pages throughout the system).
You will be taken to the Child Profile page where you will be prompted to fill in information regarding the
child and his or her family or caregiver(s). ’

6|Page



Adding a Child Profile

When adding a new child, fill in the following child information (necessary fields are indicated with ared

arrow).

The administrator(s) of your program may create additional custom fields on the profile page to be

completed.

In order for a child to be included in OSEP Reporting, there are four required fields that must be completed:

ik Mlegan Cathoun ¥ Breokes Publi..

565 | Mg‘ﬂmuga, iy Rupores + My Colmnds Wy ookl f )

* First Namer
riddie Initialfdane:
*Last Hamea:

i Date of Bivth

I Weeks Prematyre

1 AEPS Leveh
Gergder:
* Dav, Status:

t1adical tnfo:

Identifier {1ID}:

Address 13 }

Address 2: |

S ———— NN

Lity:

Notes/Cunments:

rinclude by OSER o
Reporting: & Yes L/ No

* Funding Searce: | Early Childhood Sp £d - Part 8 {3-5) :@

* frogram Entry Data:

¥ Progragy Exil Dat:

CREATE $HLD RECORD - ) &

Include in OSEP Reporting:
Select "yes" if the child will be
included in OSEP reporting. If the
child will not be included in OSEP
Reporting, select "no” for OSEP
Participant. You can then save the
child profile without entering the
funding source, program entry
date, and program exit date.

Funding Source: Select whether
the child is Early Childhood Sp Ed
- Part B (3-5) or Early
Intervention-Part C (Birth-3).

Program Entry Date

Program Exit Date (NOTE: Once
the program exit date for a child is
known, enter that information
here. If a valid date is not entered,
the child won't be included in the
OSEP Exit Report.)

To add a Caregiver Profile, see
Child/Caregiver Profiles in
Section 5.



Child Summary | | Section 5

The Child Summary page is the central place for managing child reports. The page also contains snapshots of
the child’s profile, recent changes made to his or her AEPSi records, calendar events, and recent assessments
and reports.

NOTE: Once you view a child’s summary page (or any other child-specific page), the taskbar on the left changes
to include links to AEPSi sections that are specific to that child.

To get to the Child Summary page, select a child’s name from the list on the My Children page.

NOTE: Clicking the child’s name on the taskbar to the left (under the Child Search) will take you back to that
child’s Child Summary page.

egasn Calhiowr & Brookes Publi..

Recent Activity

The Recent Activity section shows
you a list of the three most recent
saved items for a child. You may click
an item that includes the date and
activity to view it.

NOTE: Calendar entries and child team
changes will not appear in Recent
Activity.

Recent Assessments and

Reports

At the bottom of the Child Summary
page, you will see a list of the child’s
most recent assessments and reports.
You may select an assessment or
report from this list to view, print,
edit, or export, or you may click the
Create New button to begin a new
assessment.

You may also select [Child’s name]’s
Assessments or [Child’s name]'’s Reports
from the left toolbar. These links will
give you access to all of this child’s
assessments and reports, including
links to begin to fill out new
assessments and reports. See Sections
8 - 10 for more information on how to
fill out new assessments and reports
or edit existing ones.

s i B
2 : Agtbor : Ealey

Taday, Timn
16 ! i

Child Calendar

The Calendar section shows a list of
events that are scheduled for the child,
starting with today’s date. To enter a
new event, click the Add Event button.

Zbdne Braske
BN O3

. | Page :



Viewing a Calendar
Entry

£ megan Calhown  Brookes Publi..

To view an event, click the 8¢ - sy Chiidsen | Wy Beo

o | My Repuoris ; Ay Cafurddar ; Fay Tdkit | 8y Prs
i H

Date/Time of the event you

CHiLn CALENRAR

would like to view from the
Child Summary or Child
Calendar pages.

Tm‘mys parar

¥ Hepan Lathoon @ Brookes Bubli..

: im.} < EM};”’ SGFE S Frof

Attandees:

] wevie venrg

F) sty Famisy

Click the Save button to save the entry.

Adding a Calendar Entry

To add a calendar event, click the
Add Event button from the Child
Summary or Child Calendar
pages. You will be taken to the
Create Calendar screen. By
clicking in the text boxes
provided, enter in the event date,
time (select am or pm), event,
location, and attendees. Click the
Notify Family box if this is an
event the family or caregiver(s)
should be aware is taking place.
Note: this does not send the family
member an email, it only serves as
a reminder for the Provider when
viewing the calendar.
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Child/Caregiver Profiles

To view the child’s complete

profile, click on either the linkto .-

the left (e.g., Timmy’s Profile) ~~

Within the Child Profile is
information on both the child and
his or her caregiver(s) and team.

When the Child Profile page is
open, you may edit child
information by clicking the Edit
Child Profile button. ~~...____

The Update Child Team page will
contain a list of the child’s team

members once they are assigned to the

child (the child team includes the
caregiver([s]).

To add caregiver information to the

child’s profile, click the Add Caregiver
button. ... -

1% Megan Calhoun = Brookes Publi.,

St | M | Hay Colondar | By TooRdt ] 26

LELD PROFUE Ee

Naspas
Record Statos: 2
Child 10;

Gender:
Bev. Statyus:
tedicat tnfo:

Address:
Hotes:

Include in O8EP
Repurting:

Fundiog Soerce:

Program Entry Dater
Progyam Exit Bate: 38/014
{lassroom:
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% Megan Cathboun - #roakes Pabli.,

Fill out at all required fields indicated by a red
arrow and any additional fields. When you
are done, click the Save button.

*tast famex

*Refation to Chifd:

Sanw Address:

The caregiver will be saved as one of the
child’s team members, and you will be
returned to the Child Summary page.

ZFunnaing Phona
Hobife Phon
sensit Addr
Decapation
Henie L3nguag
Sibflags

Hotes/ Comments:

Hagan Catboun - Brookes Sfuhli...

i PN Iy Reports | WAy Cadendar § Ky Tontiit | Sy Fug

- If you have the appropriate permissions,
Uppate Cits Trant #| you may add or remove team members
o " _from a child’s team. To do so, click the
! wtefrecion 1= 3| Update Child Team button from the Child
Profile page. Next, select or deselect
team members by clicking the box next to
a team member name. A check mark
inside the box indicates you want this
person on the child’s team, and an
unchecked box indicates that you wish to
remove this person from the child’s team.
To save your changes, click the Update
J..List button.

 Siend Momier

Hombes Maewe
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Child Journal Section 6

Child journal entries are an effective way to make notes on a child’s progress that can be shared with the
child’s other team members; these notes will be visible to each team member who is associated with this child
and is an AEPSi user. This is also a good place to view other team members’ entries on a specific child.

The Child Journal page, accessible from any of the child-specific pages by clicking a specific child’s journal

link on the taskbar to
the left (e.g., Timmy's
Journal), contains a
chronological list of
journal entries which
shows the date of the
entry, the author of the
entry, and the first few
words of the entry.

HMegan Cathoun § Brookes Publi.,.

¢ children and participate

To view a complete ancdeley mhie |
journal entry, click the
first few words of an

entry.

Edit | pelete |

To edita journal entry, |-
click Edit next to the ke
entry you would like to edit.

To delete a journal entry, click Delete next to the entry you would like to delete. Note: You will only be able to -
edit and delete journal entries that you originally entered.

To print all journal entries for a child, click the Print All Journal Entries button below the last listed entry on
the Child Journal main page.

tegan Calhoun © Brovkes Publi.,

Adding a Child
Journal Entry

To add a journal entry, click
the Add Journal Entry button
below the last listed entry on
the Child Journal main page.
To add text, type inside the
“Entry” text box.

- by AEHSE-

| 8y Geowgs £ 1y Roports | My Colend) § by Tookt |

{Help
CHiLh Inumnsg

Hamer Tinwny M

Recorder: M
Date:
Entry:

To make other users aware
that you approve having this
entry shared with the child’s
caregiver(s), click the Share
with Family box.

Click the Save button to save
this entry.




Child Team

Section 7

The Child Team page is the area within AEPSi where you can view, edit, and unlink a specific child’s team
member. You can also view each team member’s profile in this section.

The Child Team page, accessed
by clicking a specific child’s team
link on the taskbar to the left
(e.g., Timmy's Team), contains a
list of that child’s team members’
names, e-mail addresses, phone
numbers, and title/positions.

To view individual team member
information, click the team
member’s name from the Child
Team page. You will be taken to
a screen where you can see the
member’s profile information.

To update the list of team
members, click the Update Child --
Team button below the last team
member entry on the Child
Team page.

Megan Cathoun ¥ Broskes Pabli.

Adpediee Ry AP

LUILD TEAM

Muwbes Rame - F

Note: The update Child Team button will only be available to the child’s Lead Provider.

You may remove a team member by

i Megan Calhoun

Brookes Publi..

Masoher Hama

unclicking the box under
Select/Deselect and clicking the Update
List button.

NOTE: You cannot deselect a caregiver.
You may add a team member by
selecting the Add Team Member button
below the last team member entry on
the Child Team page. You will be
directed to a list of available team
members. Click on the box under
Select/Deselect next to the team
member(s) you want to add, and click
the Update List button to add the
member(s).

NOTE: The unlinked team member will
not be entirely deleted from the AEPSI
system. Rather, that team member will

£ and Terts of Lise

Jjust become disassociated from that

child. Administrators will still be able to
access that provider's information and
reassign him or her to another child’s
team.
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Child Assessments Section 8

The Child Assessments page is the portal to AEPS assessments. By selecting a Child Assessments page from
the left toolbar (e.g., Jenny’s Assessments), you will be able to view all of this child’s previously recorded
assessments and fill out new assessments.

T8 Megan Cathoun = Brookes Publi.

The Child Assessments
page contains a list of all of e
the child’s CODRFs (Child
Observation Data Recording
Forms) and Family Reports.

Ry Growips iy By gc‘ﬁy Calenar | By Yootk iy Pl

CHRD ASSELCRENTS

The CODREF listings are
organized by date, level, test
period, whether or not the
CODREF is complete, and if
this CODRF is marked for
OSEP reporting.

The Family Report listings
are organized by date, level,
test period, and person who
completed the report.

i% Megan Cathoas | Brookes Publi..

Creating a New CODRF

The CODRF is the primary form used to
g e record a child's performance on the
CODRE SuMimaRry @ AEPS test.

ik aror > &rass Woter s Adankiva 3 Cogniie » Sociah-Comunicaton s St To create a new CODREF, click the Create
CODRF Sammary: New CODRF button on either the Child

g Summary or Child Assessments page.

You will be taken to the CODRF
Summary page.

ey Bogets. | g Salaneiar Rl Tooiis § My Frofibe L Heln

Selecting Test Areas

On the CODRF Summary page, you will
see a list of the six domain areas with
options to select or deselect one or more
of the areas (up to 5). When you create a
new CODREF, all six domain areas will be
activated by default. To deactivate or
"opt out” of one or more areas, deselect
the areas and click the "Save Changes"”
button. When an area has been
deactivated, "n/a" will appear under the
status column. Only areas that are active
will appear on the top menu of the
CODRF Summary Page.

i

ot SRS

If you decide to deselect a domain area

14| Page




that has previously entered data, the data will not disappear. You will no longer have access to the area and
the data will not appear in reports, unless you re-activate the area.

If an assessment has already been flagged for OSEP Near Entry or Near Exit and you attempt to deactivate or
"opt out " of one or more areas, you will be prevented from doing so.

NOTE: Opting out of one or more domain areas is only available for individual child assessments. This feature is
not available for group assessments.

OSEP Include

If the child has been flagged as an
"OSEP Participant” in his or her child
profile, an option will appear on the
CODRF Summary page allowing you
to include this assessment in OSEP
Near-Entry or Near-Exit Reporting.
You may select either "Near Entry",
"Near Exit" or "No" next to the "OSEP
Include?” option. '

4% Megan Calhosn - Brookes Publi..
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CODRE SUMMARY

ie > Sosiai-Commun

LOURF Summary:

If the child is not an OSEP
Participant, the "OSEP Include?”
option will not appear on the CODRF

page.

If one or more areas have not been
selected for an assessment or "opted
out," you will not be able to select
OSEP "Near Entry" or "Near Exit" for
an assessment. An error message
will appear, stating "OSEP cannot be
selected because an area has been
"opted out.”" Likewise, if an
assessment has already been flagged
for OSEP Near Entry or Near Exit and
you attempt to deselect or "opt out
of" one or more areas, you will be
prevented from doing so.

Erint with Critestay {ves o

NOTE: Once you have selected the
OSEP Include option on the CODRF
Summary Page, remember to click the "Save Changes" button.

Completing a CODRF

To navigate throughout the assessment, click on the links to each domain in the blue bar at the top of the
screen. This navigation bar will remain the same regardless of which domain you are in.




{45 Megan Calhoun ! $rookes Pobli.

At the top of each domain page are the
child’s name, and the domain.

s § B¢ K | Sy Piolie

sy igrongs Ry Repats M

;Click the View/Edit Fine Motor Summary
| / button next to this listing to go to this
domain’s summary form at any time.

CODRE ; B MIOTOR

_ For a key and explanation of icons on the
page, click the SYMBOL KEYS link above the
first strand.

The remainder of each domain page consists
of test information and the strands in this
domain. The test information, including test
period, CODREF status, test date, and
examiner name, appears above the strands.

By default, the previous CODRF information
is shown in a second vertical column.

You may hide the previous CODRF
information by clicking the Hide Prev. button.

Prior to recording the CODRF results, please
enter in the test date and examiner’s name.
NOTE: The test date should be the date the
assessment.was administered, not necessarily
today’s date, and the examiner should be the
person who administered the assessment, not
necessarily the same person who is recording
the results.

According to the guidelines for administering and scoring AEPS that are outlined in AEPS® Volume 1:
Administration Guide, enter the corresponding numerical value in each Score box and the corresponding letter
representing notes in the Notes box, and click the IFSP/IEP box accordingly for each item.

To enter a comment for a particular item, click
the speech bubble icon to the far right of the
item. A new window will pop up. Click inside the
text box to type in your comments. Click the OK
button to save the comment.

When you have completed filling in a domain, or

. . . - . Co t
ifat any time you wish to stop entering in 1o iz rect haed ) T | r:zen

information, click the Save Test in Progress " e e button
button at the bottom of the page to save all h o '
information you have entered for this and
previous domains.

Once an area has been completed and is ready to be reported on, you can finalize it by clicking the Finalize
Area button at the bottom of the page. Note: An assessment cannot be reported on until all active areas have
been finalized.
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Viewing/Printing/
. L Editing/Deleting/
s o | | ook Wy : - Exporting a CODRF

LD ASSESSMENTS

From the Child Profile or Child
Assessments page, you may
view, print, edit, delete, or
export an assessment by
clicking on the corresponding
e link next to the assessment for
oets T ~ 1 which you would like to

pelete . o -~ perform the action.

Carrying Over Scores

Whenever you create a new CODRF after at least one CODRF has already been completed for a child, a pop-up
box will appear presenting you with three options for carrying over scores from the previous assessment:

1. Copy scores of 2
only with
accompanying
scoring notes

2. Copy all scores and
scoring notes

3. Do not copy scores
from previous
AEPS test

This is a time-saving
measure that will prevent
you from having to re-enter
scores for a child that have
not changed since the
previous assessment
period.

Note: You cannot copy scores
from a Level I assessment to
a Level II assessment or vice versa.
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Customized CODRFs

At the bottom of the CODRF Summary
page, there is a section where you can
customize CODRFs. You may choose to
customize a CODRF for any number of
reasons.

For example, Jenny scored fairly high on her
last AEPS assessment. On her next
assessment, you’d like to assess only those
areas in which Jenny scored a 0. You can
customize Jenny’s new CODRF to show only
those activities in which Jenny scored a 0.

To create a customized CODREF for this
child, click the Create Customized CODRF

" button. You will be taken to the Create k.

Customized CODREF page. This page will
allow you to create a custom CODRF based
on the areas you want to assess, the child’s
previous scores, notes on the child’s
previous assessments, and previously
indicated IFSP/IEP goals.

Note: You are only able to create
customized CODRFs if you have a previous
assessment on which to base the
customized assessment

To begin customizing a CODREF, click the
boxes next to each domain you would like
to assess on the new CODRF and then click
the Add Area button.

NOTE: By default all domains are checked. If
you do not uncheck any of the domains, you
will assess all areas on the customized
CODRF.,

Next, you can choose from three
classifications of options that will narrow
the scope of the customized CODRF.

Scores

Click on the score or scores next to the
check boxes that the child previously
scored to include only those questions on
the new customized CODRF.

For example, to include only those
questions on which the child previously
scored a “0,” click the box next to the “0.” To
include only those questions on which the
child previously scored a “1” or “2,” click
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the boxes next to the “1” and “2.”

Notes

Click on the note or notes next to the check boxes that were previously recorded to include only those
questions on the new customized CODRF.

Include items marked IFSP/IEP

Click the Yes or No checkbox to distinguish what questions from the previous CODRF that are marked
IFSP/IEP should be included on the new customized CODRF.

L£TEEF Mugus Cathonn < Brackas Pudl..
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To save your customized CODREF, type in a name for
future reference.

When you have made your selections for the
customized CODRF and named it, click the Create
Customized CODRF button at the bottom of the page. A
screen will pop up that shows your customized
CODRF.

When you're ready to go back and enter in assessment
data into a customized CODRF, go to the CODRF
Summary page. You will see a list of all your
customized CODRFs. By clicking the Edit button, you
will be taken to the customized CODRF where you will
be able to enter in the assessment results.

To view, print, or edit an already-created customized
CODREF for this child, click the View, Print, or Edit links
next to the customized CODREF listed on the CODRF
Summary page.
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Section 9

Family Report

The Family Report is an important part of the AEPS assessment, because even teachers, school specialists, and
home visitors don't get the chance to observe a child in every environment. The Family Report is sent home
for the family member or caregiver to fill out and return to you. Once the report is completed, you may enter

it into AEPSI.

Entering a New
Family Report

To enter a new Family
Report, click the Create New
Family Report button from
the Child Summary,

Child Assessments, or
Child Reports pages.

$ Megan Calloun ¥ Brookes Pobii..

Adiies§
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For each family report enter the following information that will comprise the Family Report Summary, and

click Save:

Megan Cathoun : Brookes Publi..

8 HGIer

Report Dute:

»GrOsS

¢  Who completed the report
e The short report summary

NOTE: It is recommended that within the
report summary you include the
following items:

e  The date the family or
caregiver(s) completed the report

e  The child's siblings and their
ages

e  The name of the family
member(s})/caregiver(s) who completed
the form
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Sections of the Family Report

Links to each section of the Family Report are on the top of all Family Report pages: Family Summary,
Activities, Fine Motor, Gross Motor, Adaptive, Cognitive, Social-Communication, Social, and Intervention
Priorities. To go to a specific section of the Family Report, click the named link.

Activities

e Enter the Date Reviewed.

¢ Answer the questions by typing the answers into each text box provided.

® Responses to these questions from the previous report are listed on the right.

Fine Motor, Gross Motor, Adaptive

e  Enter the Date Reviewed.

e Enter the score in the text box(es) in the SCORE column.

e Scores from the previous report are listed on the right.

¢ Answer the question(s) by typing the answer(s) into each text box provided.
Cognitive

¢ Enter the Date Reviewed.

Enter the score in the text boxes in the SCORE column.

Scores from the previous report are listed on the right.

Click on the text boxes to select as many answers as possible.

Answer the question(s) by typing the answer(s) into each text box provided.

NOTE: Please make sure that you check off the appropriate information in a two-part question that requires
additional answers to score a "Y." AEPSi will not automatically catch this for you (e.g., For the question: "Does
your child understand and say opposite words?" you must also select a minimum number of word pairs in order
to score a "Y." Please make sure that you check off these word pairs ifyou enter a "Y.")

Social-Communication, and Social

Enter the Date Reviewed.

Enter the score in the text box(es) in the SCORE column.

Scores from the previous report are listed on the right.

Answer the question(s) by typing the answer(s) into each text box provided.

Intervention Priorities

¢ Enter the Date Reviewed on the upper right.
e List the parent(s)’/caregiver(s)’ most important intervention priorities by typing them into each
numbered text box.

At any time while you're filling out the Family Report, you can save the report by clicking the Save button.

Viewing/Printing/Editing/Deleting a Family Report

To view, print, edit, or delete a Family Report, click the corresponding link in the Family Report section on the
Child Summary, Child Assessments, or Child Reports pages next to the Family Report on which you would
like to perform that action.



Child Rep orts Section 10

By selecting a Child Reports page from the . ) SURE Megan Colboun © Brookss Tublh..
left toolbar (e.g., Timmy'’s Reports), you will be
able to view all of a child’s previously
recorded reports (IFSP/IEP Reports, CODRFs,
and Family Reports), and you'll be able to fill
out new Family Reports. With the exception of
the Family Report, all other child reports are
automatically generated once the

assessments you have administered to a child
are marked final.

Within the Multi-Test CODRF Reports section
you can view, print, or export seven types of
reports: Score Summary, Graphed Scores,
Child Progress Record, Provider Notes,
IFSP/IEP Summary, Eligibility Cutoff Scores,
and Present Level of Functioning.

The Score Summary shows the raw scores and
percentages for each area of the CODRF for up to the last
four CODRFs entered.

To view a Score Summary, click the View link. To printa
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Child Progress Record

Fine Moter Grass Motor
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A Child Progress Record helps

AEPSH Child Progress Record Timmy McAdams | DOB: 01/23/2001 | Level: 1l famlly members and Caregivers

participate in the ongoing
monitoring of their child's
progress. The Child Progress
Record is a visual
representation of a child’s
accomplishments, current
targets, and future goals and
objectives. As a child meets the
standard criteria for a goal or
objective, shading can indicate
the child’s progress.

To view or print a Child
Progress Record, click the
View/Print link.

You will be directed to a page
that shows the available test

periods for the child. Select up

to two test periods to include in the Child Progress Record. Once you've selected the test period(s), click the
Create Report button, and a PDF file of the Child Progress Record will open in a new window.
To print a Child Progress Record, go to File on the PDF window and click Print.

NOTE: Make sure Adobe Acrobat Reader is installed on your computer or you will be unable to view or print a

Child Progress Record.

Provider Notes

Provider Notes are notes and comments regarding
a specific child and his or her progress. These
notes may also be teacher or provider
observations.

To view Provider Notes, click the View link. To
print Provider Notes, click the Print link. You will
be directed to a page that shows the available test
periods for the child. Select one test period and
click the Create Report button. The Provider Notes
report will appear in a new browser window.

Child Baporis © Provider Hotes
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IFSP/IEP Summary
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To view an IFSP/IEP Summary, click the View link.
To print the IFSP/IEP Summary, click the Print link.
You will be directed to a page that shows the
available test periods for the child. Select one test
period and click the Create Report button. The
IFSP/IEP Summary will appear in a new browser
window.
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Eligibility Cutoff Scores
To view Eligibility Cutoff Scores, click the View link. To

print the Eligibility Cutoff Scores, click the Print link. You

will be directed to a page that shows the available test
periods for the child. Select one test period and click the
Create Report button. The Eligibility Cutoff Scores will
appear in a new browser window.

Present Level of Functioning
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To view Present Level of Functioning, click the View
link. To print the Present Level of Functioning report,
click the Print link. You will be directed to a page that
shows the available test periods for the child. Select
one test period and click the Create Report button.
The Present Level of Functioning report will appear
in a new browser window.
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Create Custom Child Report

The Custom Child Report enables you to make a
custom report from previous CODRFs.

From the Child Reports page, click the Create
Custom Report button below the Child Reports
section.

sy Ssevsia-| bdy Sepadk | My oo

CHiLl REPORYS
[RTTUR 0 SO

You will be brought to the Child Reports:
Create Custom page.

Select which test period you would like to
include in the custom report.

This page will allow you to create a custom
report based on assessment areas, the child’s
previous scores, notes on the child’s previous
assessments, and previously indicated IFSP/IEP
goals.

To begin customizing a report, select which
assessment areas you would like to include in the report.

Next, you can choose from three classifications of options that will narrow the scope of the customized report.
Next to each option is a list of check boxes.

Click as many boxes as you would like to apply to the new report:

£ Mzgan Tathoun ' Bruokes Publi.,

Scores

Click on the score or scores next to the check boxes
that the child previously scored to include only those
questions on the new customized report.

For example, to include only those questions on
which the child previously scored a "0," click the box
next to the "0." To include only those questions on
which the child previously scored a "1" or "2," click
the boxes next to the "1" and "2."

Notes

Click on the note or notes next to the check boxes
that were previously recorded to include only those
questions on the new customized report.

Include items marked IFSP/IEP

Click the Yes or No checkbox to distinguish what
questions from the previous CODRF(s) that are
marked IFSP/IEP should be included on the new
customized report.

When you have made your selections for the
customized report, click the Create Customized
Report button at the bottom of the page. A screen
will pop up that shows your customized report.
See Section 13: My Reports for more information.
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My GI‘OU.pS : Section 11

The My Groups main page is where you can create group assessments and journal entries.

It lists previously entered group assessments that are in progress. The list is organized by date, group name,
child name, assessment type, and AEPS level (Level I: Birth to 3 years; Level I1: 3-6 years).
It also lists previously ¢ v p - :

. t¥ Megan Cathoun # Brookss Publi..,
entered group journal
entries that are in
progress. The list is
organized by date,
author, group name,
child name(s), and
entry.

Creating a
Group

To start a new group S
assessment, click the - Lo e e
Start New Group ;
Assessment button " — S —
below the list of S o Son Eel - areniis
assessments in

progress.

{ Megan Cathoos * Brookes Publi...

You will be taken to a new page
where you can select from several
options:

Ny Beporis Ay Celondze | Sy Ttk Ay Baide | Help

CREATE SROUP ASSESSENT @ e an activity set (Routine
Activity or Center-Based Activity for
Level I or Center-Based Activity for
Level I); or

e astandard CODREF for Level
I or 1l for a group of children

Hroap Mame:

Activity Set:| Select Option il

Select Children:
£ P

cusrently bel

Next, select up to 6 of your children
(all of the same Level) to
participate in the group assessment
you just selected. Select each child
by clicking in the box before his or
: her name. Note: Group Assessments
. can also be done with just 1 child if
\ you want to assess the child with an
\ activity assessment.

AN

Finally, create a name for youi‘ group by clicking in the text box and typing in the group name. Click the Create
Group Assessment button.
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Group Assessment Summary
You will be taken to the Group Assessment Summary page after you create your group.

From here, print out the group activity set by Fiogan Calhoun © feantes Publl
selecting the Print CODRF button. A new window
showing the assessment activities with the
children's names already filled in will appear.
This page will also include a description of each
activity and suggested materials and procedures

To print this page, click the Print button.

atic #May

Assessment Activity Children:
Book About He
Level 1

Yost Created:

Teast Finalized:

Wievi LODRF

Once you've completed the assessment,
go to the Group Assessment Summary
Page. Select the tabs at the topto go to a
certain part of the assessment. You will
then be able to fill in IFSP/IEP
information, scores, and notes for each
child.

e
s e shaving cream 188 0r Graws

Child's Names

bate of Birth:

Fine Motor

sctional s of Fine Motor Sklits

NOTE: You must complete all activities within a set in order to complete each objective and item that is in the
AEPS Test.

NOTE: If a child is in the middle of a group assessment, the child cannot be included in his or her own CODRF.
Similarly, if a child is in the middle of his or her own CODRF, he or she will not be available to participate in a
group assessment. ,

NOTE: To view a group assessment in progress that a particular child is in, go to My Children and select the
child whose assessment you wish to view.

Deleting a Group

Once you have entered all of the data for
your group and finalized each activity or
area, you must delete your group in order
to automatically populate individual
CODREFs for each child. To delete a group,
go to the My Groups main page. Click the
Delete link next to the group you want
deleted. You can access an individual
CODRE for a child by going to his or her
Child Summary page.
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Starting a New Group Journal Entry

#5 Megan Cathoun * Brookes Publi..

To view or edit a group journal
entry, click the Edit link beside
the entry on the My Groups

main page.

To delete a group journal
entry, click the Delete link .
beside the entry on the My
Groups main page.

To start a new group journal
entry, click the Create New
Group Journal Entry button
below the list of group
journals in progress.

¢ Megan
i Cathour

t Group
¢ Group &
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dren élay‘eﬁm-}
sr and it

You will be taken to a page called Create Journal Entry.

121 viegan Calhoun * Brookes Publi.,

Group: u\ﬂ

Oates | A vy yy)

Entryt |

F1 shace with rariy

Next to Group, select the group
for which you would like to
make a journal entry from the
drop-down menu.

Enter in the date that the entry
is made by clicking in the text
box next to the Date field.

Click inside the text box next to
the Entry field and type in your
entry.

Click Share with Family if you
would like the family to be
allowed to see the journal
entry.

Click the Save button to save
the journal entry.
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My Calendar etz

My Calendar is different from the child calendar provided on the Child Summary page. My Calendar lists all
events, created either by you or another provider, to which you have been listed as an attendee.

: Megan Cathoun f Brookes Publi...

v Bangs %‘fiyﬁ%@x‘ﬁ»i:gﬁg &g?‘m&’r‘:i by Py

MY CALENDAR

‘s parents vimy Mcadams

v's Parents

er: Archer

View an event by clicking on the Date/Time next to the event you would like to view.

To delete an event click Delete next to the event you'd like to delete. You will be asked if you are sure you
really want to delete this event. Click Delete to continue deleting the event. Click Cancel to go back without
deleting the event.

Edit an event by clicking Edit next to
the event you'd like to edit. You will
be taken to an Edit Calendar Event
page that is identical to the Create
Calendar Event page with the
exception that details have already
been entered. Make any needed
changes and click the Save button to
save your changes.

To add an event to your Calendar,
click the Add Event button below the
calendar entries on the Child
Summary or Child Calendar pages.
You will be taken to a Create
Calendar Event page where you will
be prompted to enter the child’s
name from a drop-down menu of
your children, the event date, event
time, text about the event itself, and
attendees.

Caitly CALFHDAR

Hame: Timy Headams 2 3
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Artendoeas:

29 | P a'g“e



My Reports Section 13

Not only does AEPSi feature powerful functions that make it easy to record, score, and track the AEPS Test,
but it also enables you to quickly generate status reports and build progress-over-time reports for individual
and groups of children. AEPSi generates all of the paperwork for reports that otherwise would have to be
created by hand: Score Summary, Graphed Scores, IFSP/IEP Summary, AEPS Child Progress Record, and
Present Level of Functioning Report for use at IFSP/IEP meetings.

Hegan Cathoun § Brookes Publi...

My Reronts

Selzct a link below to generate reporls,

Coupled with the AEPS print manuals, AEPSinteractive™ (AEPSi™) also turns AEPS Test scores into OSEP
Child Outcomes reports with a single click. You can be confident that your OSEP reports are reliable and valid
and exportable into any format your state requires. In another report, you can compare a child's AEPS Test
scores with rigorously researched cutoff scores to determine or corroborate the child's eligibility for services
in most states' systems. In addition to creating individual child, class, and program reports, programs in the
same district, region, or state can be linked so that administrators can generate "roll-up” status and progress
reports. We can even create custom reports for your state—just let us know your needs. This section
describes how to create individual reports for children, as well as class/program reports, and provides more
detail on OSEP Reporting and Eligibility Reports.

Child Reports

Child Reports are accessible to Providers and Administrators as well as to Reviewers who have access to child
identifiable data. Providers can only create Child Reports for children they have been assigned to, whereas
Administrators and Reviewers with access to child identifiable data can view all Child Reports.

¥ Megan Cathoun | Brookes Publi...

To run a child report
from the My Reports
section, select the
name of the child on
whom you’d like to run
the report and then
select the report you'd
like to run for that
child.

iy alandar | My sy rofife: Sadp

Select Chifd:

Mwm‘mw” To learn more about

s 4 ; the individual child

Child Progress Recar H e .
Frovider otes. reports see, Section 10:
IFSP/IEF Summary .

E!Iglbll by Cutcff Scaras . 1 ) Child Reports-
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Aggregate Reports

In addition to the individual child reports, you can create aggregate reports on the children to whom you are

assigned.

Megan Cathouns  Brookes Public.

Ay Calengdar.

MY REPORTS

* Child Reports

* Class Raports

You can access these aggregate reports by clicking on the “Class Reports” link on your My Reports page.

Class Reports Page

The Class Reports page allows you to run e, P * Monica Sefle | DSEP Test Acco...

aggregate reports on children associated
with a single Provider, or with a Class if

your program has children grouped by
Class.

To run a report based on Provider, simply
select the name of the Provider from the
drop-down menu of Providers. This menu
will include all of the Providers who have
been created in your program.

Select Report Type:

Broup Snapshote

Likewise, when running a report based on
a Class, simply select the Class from the : : :
drop-down menu of Classrooms. This list 08P Catagories Reports.
will include all of the Classrooms that have v ¢
been created in your programs profile.

2 sates nasrss ahavael

There are three types of aggregate reports
you can run in AEPSi:
e  Group Snapshots
¢  OSEP Categories Reports
Lhout e

L4 ECO Child Outcomes Summary ! - v i £BAHIBER

Form Ratings

t | Expart
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Group Snapshot Reports
Group Snapshots are reports that provide assessment status of all active children in the program. There are
currently two Group Snapshot reports: Status of All Children and Progress of All Children.

Status of All Children

Honica Baile | GSER Test Acor..,

To run a Status of All Children
report, click the “View” link next
the report title from the Class
Reports page. This report can also
be printed or exported from these
pages.

Progrsou Service Data
Saoge

Sebxgk fepork Typee

Seop Snapshnky

The Status of All Children
f:::::‘:s':: :::::mifpm report shows each child’s
o 07!25{2&_‘09 iuaticn, and F System fAEPS®; for Infartz end Children AE PS assessment Scores'
How to Use This Report: Tris repont shows each child’s AEFS Test scores by, Area the (2tesl test secorded for the child. pOSSibl e Score’ and
Us_e this report to get a quick snapshet of each child's performance and determine which chidren are ready for re-testing. percentage Score fo r ea ch of
Rotr o onadr 1o the six Areas for that child’s

most recent assessment.
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This report gives you a quick
look at how all of the children
are performing and helps you
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Progress of All Children

ik Montea Gafln < BEEP Test Acto..

alwct Repsrt Type
Gronp Snapshols

pages.

Progress of Al Children Repornt

Program; OSEP Test Account #1
Date: 071252008

E ion, and Programming System (AEPSD} for Infants end Children
Selected Date Range: 51:01:2007 to 673172008

How to Usa This Report: This report shews each child's AEPS Test scores by Area for the firsf test and the last test recorded for the child during the
date range se'ected as viell as a list of each skill each child bas mastered or has begun to emierge inthe child.

Use this report 0 get a quick of the of these children over time

Progress Surrmary

Mumber of Children: 7 .

Skills Gained: During this time, these children mastered 233 skills, and 377 new skills emerged.
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To run a Progress of All Children
report, enter the service date range
for which you would like to run the
report, then click the “View” link
next to the report title from either
the Class Reports or the Program
Reports pages. This report can also
be printed or exported from these

The Progress of All
Children report‘shows each
child’s AEPS assessment
scores by Area for the first
and last test recorded for
the child during the date
range selected and
calculates the increase or
decrease between the two
assessments.

The report also provides a
list of each skill that has
been mastered, is
emerging, or the child does
not yet have.

Children who do not have
two test periods within the
date range selected will be
listed at the bottom of the
report.

This report gives you a
quick look at each child’s
progress over time and
which skills the child still
needs to develop.
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OSEP Categories Reports

i 39 © ik for the A tval
About OSEP li.epomn_g . ”"'Z%‘ﬁx}-)% - ot Frogmm;ﬂug System {AEPS®) for Intunts
OSEP reporting is easy with AEPSi. The AEPS Test drd Children, SECOND EOITION
results are automatically transformed into an OSEP e Con TS et b S

Publitsss Grcsor P Siing

report using the crosswalk of AEPS Test items with

the three OSEP Child Outcomes and empirically

derived same-age-peer benchmarks.

AEPS's crosswalk of test items correlated to OSEP

child outcomes has been empirically validated, so

users can rest assured that child outcomes data

sog tedns 2000 e RERP
atios puadio e ot o} cP Y g g Q5 Az

reported with AEPS and AEPSi are accurate and
genuine measures of OSEP Child Outcomes. With
reliable child outcomes data, you can better tailor

interventions to the child's needs and be confident that your entry and exit data will show progress. To
generate the OSEP Report, AEPSi:

1. Calculates each child’s OSEP Outcomes raw scores by gathering and summing children’s scores on the
specific AEPS Test items that correlate to the three child outcomes required by OSEP

2. Calculates for each child whether or not he or she is performing at the level of same-age peers. Qutcome

raw scores are compared to empirically validated same-age-peer benchmarks at the appropriate age
intervals. Raw scores at or above the benchmarks indicate that a child’s performance is similar to same-
age peers. Raw scores below the benchmarks indicate that a child’s performance is below that of same-
age peers.

3. Sorts children into two "baskets" at time 1 (near entry into the program):
o Performing as same-age peers
o Notperforming as same-age peers

4. Sorts children into five "baskets" at time 2 (near exit from the program):
o Maintained functioning at a level comparable to same-age peers

Improved functioning to reach a level comparable to same-age peers

Improved functioning to a level nearer to same-age peers but did not reach comparable level

O O 0 O

Did not improve functioning

There are four OSEP Categories reports that are available in a viewable, printable, and exportable format. The
reports are automatically separated by Part B and Part C. ‘

Entry Data Only (Aggregate Percentages)
Entry Data Only (Categories for Each Child)
Progress Data (Aggregate Percentages)
Progress Data (Categories for Each Child)

Note: Even though you are no longer required to submit entry data to OSEP, AEPSi still has two entry data
reports, which are helpful in determining where children enter the program and monitoring that children
receive their entry assessments—which are needed in order to report on progress.

Children on the Alternative Path
Children who are 37 months or older and are still using the Level I test due to severe developmental

Improved functioning but not sufficient to move nearer to functioning comparable to same-age peers

disabilities are automatically placed on the alternative path for OSEP Reporting. At Near-Entry, these children
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will automatically have an OSEP outcome of not performing as same-age peers. Based on an alternative
method, AEPSi will generate OSEP outcomes and recommended ECO ratings. On the Raw Score reports, the
raw score and same-age benchmark will be displayed as "n/a".

Rebers,

Danien 2275 | G769/02 | 030108 | 10113485 nig afE B nfa nis 8 afa i g

There is nothing a user needs to do in order to place a child on the Alternative Path. If the child is 37 months
or older and a Level I test was used to assess the child, that child will automatically be placed on the
alternative path.

247, Monica Bulle - OSER Tast Actt...
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All of the OSEP Categories reports can be run from the
Class Reports page by selecting a service date range
and then clicking on the “View” link next to the report
you would like to run.

Cre

select Provider:

ragrare SETvice Day
Range:

Sotect Reps Yype:

All OSEP Categories reports can also be printed from
these pages or exported into XML or CSV files.

Graug Saspshots

Entry Data Only (Aggregate Percentages) Report

The Entry Data Only (Aggregate Percentages) report calculates each child's OSEP Outcomes raw scores,
compares them to same-age-peer benchmarks, and aggregates the results for each of the three OSEP Child
Outcomes.

Program; OSEP Test Account #1 The report displays the percentage of children
Reporting Perlod: 010407 to 12/31/07 . .
Date: 08124107 who are performing at a level comparable to

same-age peers and the percentage of children
who are not performing at a level comparable

Children included: 3

Chikdron Excluded:o : to same-age peers.

Funding Source: Part B, Section 619

Py The results are separated by Part B and Part C,
oelcorpuite o e 4387 s according to the funding source that was

B. Pescantage of chidren who eniered sta

AT o = i selected in the child’s profile.

Funding Source: Pant G

Chdren nchiod: The report also displays the number of

Children Exciudec: o children who were included in the report and
‘ the number of children who were excluded.

 pereetage ol e ot aa| . More details on why children were excluded

ievel csmparabie lo game-ayed pEers

from the report is shown in the Entry Data
Only (Categories for Each Child) report.

8. Porcentaps of chidran who enlernid ata
ievebaiow same-aged peere
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Entry Data Only (Categories for Each Child) Report

OSEP Categorles Report: Entry Data Only (Categories for Each Child}

Program: Brockes Pubtishing Program
Reporting Period: 31764003 to 07/31/08
Date: 07/25/08

, E ion, and Py System {AEPS®) for Infants and Children

This report is provided to enable pregrams to menitor the timely coflection of entry accountabiity data. It is not required to be submitted to
QSEP; only progress data is required to he submitted to OSEP.

Funding Source: PartC

Childsen inciude: 5
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Chitdren Excludad: 4

2 1€ [323E2 Niaskg Hear-Enk
<iming, Harx 155043 Hisig MearEniry Data
Robers. Samen 124850 07433 Hisakng Heor-Entry Sats
Shigh, Amy 158636 120903 3 ek Fyrging Scurce

Funding Source: Part B, Section 619

Children includad: 4

128753 | oBIR0T %3 € @ k) HEOW E B W 3 = W
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Gokriol Sovey 150415 | canant | ovmust stissing Hesr Entry Cata

Satent foy 133455 | eansas | ewovior asing Near-Enlry Data
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Srah. e 156572 | ot | otoimt Missing NearEntry Deta

Key

OSEP Categorles
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The Entry Data Only (Categories
for Each Child) report calculates
and displays each child's OSEP
outcome raw scores for each of
the three OSEP Child Outcomes,
the corresponding same-age-peer
benchmarks, and whether the
child is below or comparable to
same-age peers.

In addition, the report displays
the child's name, date of birth,
program entry date, and the test
date for the Near-Entry
assessment.

The report is separated by Part B
and Part C.

A list of children who were

excluded from the report and the
reason why is also included.
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Progress Data (Aggregate Percentages) Report

Near-Exit OSEP Child Outcomes Report (Percentages)

Program; QSEP Tost Acnoum #1
Reporiing Perlod: GUG1T o 1265107
Date: 682407

Funding Source: Part B, Section $13
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Progress Data (Categories for Each Child) Report

The Progress Data (Aggregate Percentages)
report calculates each child’s OSEP Outcomes
raw scores, compares them to their Near-Entry
raw scores and/or same-age-peer benchmarks,
and aggregates the results for each of the three
OSEP Child Outcomes.

The report displays the percentage of children at
near exit who, maintained functioning at a level
comparable to same-age peers, improved
functioning to reach a level comparable to same-
age peers, improved functioning to a level nearer
to same-age peers but did notreach a
comparable level, improved functioning but not
sufficient to move nearer to functioning
comparable to same-age peers, and did not
improve functioning.

The results are separated by Part B and PartC,
according to the funding source that was
selected in the child profile.

The report also displays the number of children
who were included in the report and the number
of children who were excluded. More
information on excluded children is included in
the Progress Data (Categories for Each Child)
report.

Pragram: GSES Tost Axeouns #3
Reporting Perfod: DIGLA7 tn 1231907
Date: 12087

Funding Ssusse: Pant 8, Saction 642

”C‘NW}WS

The Progress Data (Categories for
Each Child) report calculates and
displays each child's OSEP outcome
raw scores for each of the three OSEP
Child Outcomes, the corresponding
same-age-peer benchmarks, and the

OSEP category.
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In addition, the report displays the
child's name, date of birth, program
entry date, program exit date, test
date for the Near-Entry assessment
and test date for the Near-Exit
Assessment.

Gopees § emuer jamar jomame | 8 | w1y 1 ®moE i

The report is separated by Part B and
Part C.
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A list of children who were excluded
from the report and the reason why
is also included.
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OSEP Report Exclusion Categories
A child may be excluded from an OSEP report due to several reasons. Below are a list of the exclusion
categories and what you need to do to correct the error.

Missing Near-Entry Data:

Children Excluded

Abalye, Cnl $711805 10823007 132388 | Hissing Hear-Entry Data

Either the near-entry assessment has not been selected for a child or it has not been finalized.

What you should do: Make sure you have selected a near-entry assessment for the child. On the child's
summary page, you should see an "OSEP entry” icon next to the assessment you want flagged for near entry. If
you do not see the icon, goto the CODRF summary page of the assessment, and select "near entry” under the
"OSEP Include” option. Also, verify that the assessment has been finalized and that all test items are complete.
See OSEP Include in Section 8: Child Assessments for more information.

Missing Near-Exit Data:

Lhildren Excluded:

Bulterfish, HMarey

Either the near-exit assessment has not been selected for a child or it has not been finalized.

What you should do: Make sure you have selected a near-exit assessment for the child. On the child's
summary page, you should see an "OSEP exit" icon next to the assessment you want flagged for near exit. If
you do not see the icon, go to the CODRF summary page of the assessment, and select "near exit" under the
"OSEP Include” option. Also, verify that the assessment has been finalized and that all test items are complete.
See OSEP Include in Section 8: Child Assessments for more information.

Less than 6 Months in Services:

Children Excluded:

There are less than six months between the child's Program Entry and Program Exit date. OSEP has mandated
that only children who have received services for at least six months should be reported on.

What you should do: Go to the child's profile page and verify that you have entered the correct Program

Entry and Program Exit dates. If you have entered the correct dates and there are still less than six months of
services received, this child will have to be excluded from OSEP reporting.

Invalid Funding Source:

Childe

cl

Aecher, Lawren 18232 128118/62 pragisiing 701407 | Invalid Funding Sourcs

A funding source other than Part B or Part C has been selected for the child.

What you should do: Go to the child's profile page and verify that either Part B or Part C has been selected
for funding source.

8 |Pag .



Inappropriate Test Used to Assess Child:

Children Excluded:

§701/67 | inappropriate age at Lavellitest

If a child is 36 months or younger and is using a Level II test, the inappropriate test was used to assess the
child. A Level 11 test should be used only once a child is older than 36 months and is in the Part B program.

What you should do: Assess the child with the age-appropriate test.

ECO Child Outcomes Summary Form Ratings

3t tenica Belle | OSER Test Acco...

There are two ECO Child Outcomes
Summary Form Ratings, one with near
entry data only and one with progress
data.

Cranta 3 group cepget for all
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These reports can be run from the Class
Reports page by selecting the service
date range and then clicking on the
“View” link next to the report you would
like to run.

Program Service Dal HE 0_7!33{2\';0_5 :

Select Beport Type:
Group Snapshots

The ECO Child Outcomes Summary Form
Ratings can also be printed from these
pages or exported into either XML or
CSV files.

Entry Data Only (Ratings for Each Child)

Program: OSEP Tast Account 81
Reporting Period: GL0107 to 120407

Date; (82407
Funding Saurce: Part 5, Section 613 For those programs that require use of the
e - v o COSF, AEPSi provides a recommended ECO

¥ e Rating for each child using the 1 to 7 scale.
(== % 4 QRS U807 foosi kg 2 t 7 . . +
= ety : : - The report displays the child’s name, date of
Py Siies | ssav | ssre 3 7 ¥ birth, program entry date, test date for the
o e L : : Near-Entry assessment and the

recommended ECO rating for each of the
three outcomes.

Funding Source: Bart

; The report also includes a list of children
ot e i - ,‘ : who were excluded from the report and the
md &gt Rz sy 3 ¥ 7

reason why.
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Progress Data (Ratings for Each Child)

Program: O3E9 Test Accoont it
Reporting Period: DALY to TASTE7
Oate: {3407

Fuading Source: Pan B, Secton 61¢
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The Progress Data ECO Ratings
report displays the recommended
ECO ratings for near-entry, near-
exit, and indicates whether
progress occurred (Y foryes, N for
no).

Also included in the report is the
child's name, date of birth,
program entry date, program exit
date, test date for the Near-Entry
assessment, and test date for the
Near-Exit assessment.

Alist of children who were

excluded from the report and the
reason why is displayed as well.
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My TO Olkit ‘Section 14

My Toolkit is an area within AEPSi that includes News & Updates, Resources & Downloads, a Discussion
Board, and resources for Professional Development.
Click the My Toolkit tab on the upper taskbar to access all the items within My Toolkit.

fizgan Cathoun | Brookas Publi...

by Baparts | Wy Calenda [ by Proiile | Halp

My TooLkir

My Toolkit is where vou wll find the latest updates and information you e
to make the most of AEPSE and AFPSinteractive™ (AFPSI™]L Read up on
best practices, be the first to learn about new AEPS features, and leam
about onfine and on-site training opportunities.

News & Updates

Stay up to date on new AEPS features, the Iatest research findings,
lngislative changes, and other developmants that affect your field and your
ability to help children make progress

Downloads & Resources

Gat insights from the AEPS authors abaut how Eo uss SEPS and AEPS to
mest accountability mandates, make eligibility dedsions, collaborats,
conduct group assessments, and more

Discussien Board

ok the discussion with other professionals in vour field to learn what's
warking For you, what's not, and where the good resources are-this is the
oiace to ask youwr questions

Professional Development :

Laarn where you can gat irairing on AERS and AEPSI, whether you have just
a1 Bour o hsten to a recorded webinat of you want customizad or-aite
training or ong-on-one phons consuifation
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H 81 p Section 15

The Help portion of AEPSi is a section dedicated to helping you understand how to use AEPSi. This section
includes a list of Frequently Asked Questions (FAQs), AEPSi User Manual, a Getting Started Tutorial, and a
sitemap of AEPSI.

£ ptegan Cathoun I Brookes Pobli...

There are many options for getting help with 28RS The following resouross are
availabla:

» {zer Manual
If you are an AEPSIL
ot through using &

ar that s not an Administrator, this marnual will walk
Gi

? Gefting Started Tatorinh
This iz a 15-20 minute tutorial that will walk you through using AEPSE

AL

¥ Yechaioal Zupporl:
1-BHAE-38A-2668 or echsuppartBbrockespublishing.com

o0 or ASPEimining@brookivspublishing.com

Toolkit section for professional development.

ns of Uise
‘dghts reservad.
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Glossary

Administrator: in AEPSi, an Administrator is the most powerful of the three roles that can be assigned to adult
users of the system. An Administrator has the ability to control the account’s information, set-up and manage the
rights and access of other adult users, create and manage child records, export account information, and run
reports on individual children, or aggregate reports on all of the children in the program.

age equivalent: An age equivalent refers to a score derived by determining the average raw score obtained on
a test taken by children of various ages. For example, if the average score on a test for a 3-year-old is 12 of 25, any
child receiving a 12 on the same test would receive an age-equivalent score of 3. Individual test items may also be
associated with an age equivalent based on the same logic. Whereas most traditional standardized norm-
referenced tests, and even some criterion-referenced assessments, provide users with age-equivalent scores,
there are a number of inherent problems with the practice. First, for many tests the age associated with a given
item is not determined empirically; rather, the item is assigned an age based on how ages are assigned in other
tests or generally agreed on developmental milestones. Second, age-equivalent scores do not inform teams as to a
child’s strengths, emerging skills, or needs, which is the charge of a team. Third, having chronological ages assigned
to items may lead interventionists and caregivers to select intervention targets based on the age level of an item
rather than selecting items that address children’s individual developmental needs. Therefore, in making AEPS
useful for determining or corroborating a child’s eligibility for services, the AEPS developers elected not to assign
age equivalencies to AEPS Test items. Rather, they developed empirically derived cutoff scores based on the
performances of typically developing children that can be compared to a child’s AEPS Test raw scores.

assessment activities: The assessment activities included with AEPS are sets of seven to eight semi-structured
routines and activities that cover all of the AEPS Test items once and only once per set. The semi-structured
assessment activities assist providers and teams in embedding AEPS Test items into commonly occurring home and
classroom activities and in using observation as their primary method of gathering information about a child.
Assessment activity recording forms for use with up to six children at a time and instructions for using and
adapting each activity are included in AEPSi.

authentic assessment: Authentic assessment is a method of assessing a child’s skills and behaviors that relies
on observations of the child in natural learning environments (e.g., home, classroom) during everyday activities
(e.g., play, mealtime) rather than in a contrived arrangement in an unfamiliar testing room. AEPS is an authentic
assessment.

Child Observation Data Recording Form (CODRF): The CODRF is the form used for collecting and
recording observations during an assessment with the AEPS Test. The form provides space for recording the
scores, scoring notes, and comments for each item of the AEPS Test. Whenever you start a new assessment in
AEPSi, the system will automatically generate an electronic version of the CODRF for you to use to input your
assessment data. (Customizable, printable versions of the CODRF are also available to aid in your “offline”
observations of children.) Once you complete and finalize a child’s CODRF, numerous reports are available for the
child.

Child Progress Record: The Child Progress Record is a graphical version of all of the items on the AEPS Test
and is designed to enable team members to create for the child’s family a “picture” of a child’s progress and how
close the child is to reaching his or her goals. Each of the goals and objectives on the AEPS Test is listed hierarchally
on the Child Progress Record by developmental area and strand. As a child meets the criteria for a goal or
objective, that goal or objective is shaded in to indicate the child’s progress. The record is designed to show a
child’s progress over time and is very popular with caregivers. AEPSi automatically generates the Child Progress
Record in PDF format, which can then be printed and shared.



chronological age: A child’s chronological age is the child’s actual age (often expressed in years, months, and
days or simply months) as calculated from his or her date of birth. For the purposes of AEPS, chronological age
should be determined by subtracting the child’s date of birth from the test date and converting to months. For
example, if a child was born in January 2005, and the current month is April 2006, she would be 15 months old
(i.e., she was 12 months old in January 2006, plus 3 months until April 2006 = 15 months). Calculating chronological
age correctly is critical when comparing a child’s AEPS Test raw scares to eligibility cutoff scores and/or same-age-
peer benchmarks for OSEP reporting purposes; the cutoff scores and benchmarks occur at 3- and 6-month age
intervals, and the appropriate ones must be selected for each child. (Note: AEPSi automatically calculates a child’s
chronological age based on the date of birth in the child’s profile. AEPSI also automatically selects the appropriate
eligibility cutoff scores and same-age-peer benchmarks.)

criterion-referenced assessment: Criterion-referenced assessments measure a child’s performance relative
to a stated standard and evaluate a child’s attainment of developmental objectives. (In contrast, norm-referenced
assessments measure a child’s performance against the performance of the normative group [i.e., children of the
same age].) In a criterion-referenced assessment, each test item is accompanied by performance criteria or
parameters. The professional should use the criteria as the standard for scoring the child’s response. Unlike norm-
referenced tests, criterion-referenced assessments such as AEPS yield data that is useful for IFSP/IEP goal
development and individualized intervention programming.

crosswalk: The term crosswalk in early childhood generally refers to an item-by-item correlation of a specific
system’s assessment and/or curricular items to a pre-defined set of objectives or standards. The AEPS Test and
Curriculum have been “crosswalked” with OSEP Child Outcomes (see below) and several states’ early learning
standards. To download any of these crosswalks, visit the My Toolkit section of AEPSi.

curricllum-based assessment: Curriculum-based assessment is a form of criterion-referenced assessment
(see above) in which curricular objectives serve as the standards or criteria on which a child’s performance is
measured. The results of curriculum-based assessments can be linked directly to intervention content based on the
child’s needs. Some curriculum-based assessments.are curriculum compatible in that the results can be used to
inform intervention programming but the assessment has no accompanying curriculum; other curriculum-based
assessments such as AEPS are curriculum embedded, meaning that the assessment has a one-to-one
correspondence with an accompanying curriculum designed to precisely pinpoint interventions based on the
child’s assessment resuits.

cutoff scores: For the purposes of AEPS, the term cutoff scores refers to a set of established, empirically
validated scores with which a child’s AEPS Test raw goal scores may be compared to enable providers to determine
whether a child is typically developing or has a delay, and hence whether the child is eligible for government-
funded early intervention or early childhood special education services. AEPSi’s Eligibility Cutoff Scores report
automatically selects the appropriate cutoff scores for each child based on the child’s age and provides guldance
on using the results for eligibility decisions in your state.

developmentally appropriate: Learning activities and assessment items are said to be developmentally
appropriate for children when they are functional and authentic and focus on real-life skills needed in the child’s
daily activities. Learning should be meaningful for the individual child, and professionals should use practices that
reflect both the age and individual needs of the child. :

ECO Summary Form: The Early Childhood Outcomes (ECO) Center is project funded by the Office of Special
Education Programs (OSEP) to assist states in meeting new federal mandates that require states to report how
children from birth to age five receiving early intervention (Ei) and early childhood special education (ECSE)
services are performing across three broad OSEP-defined child outcomes (see OSEP Child Outcomes below). ECO
has created a Child Outcome Summary Form (COSF), which is a 7-point scale for summarizing a child’s progress on
the three OSEP Child Outcomes and may be used by states when submitting child progress reports to OSEP. Child



progress data will need to be submitted to OSEP for the first time in February 2008. (Baseline data must be
reported for the first time in February 2007.) AEPSi will provide guidance on translating AEPS Test results to the
COSF well in advance of the progress reporting deadline.

empirically validated: Data compiled from a study originating in or based on observation or experience
(rather than on theory or testimonials) are considered to be empirically validated. Empirical studies typically
include controlled methodologies and offer stronger evidence of a test or intervention’s effectiveness than those
that are not empirical.

face validity: Face validity refers to a subjective impression, generally by a subject matter expert, that a test,
instrument, or correlation strongly appears to measure what it claims to measure.

Family Report: The Family Report enables professionals who use AEPS to elicit critical information and
observations from a child’s family and caregivers about the child’s skills and abilities across the six major areas of
development assessed by the AEPS Test. In addition to obtaining the family’s perspective on the child’s
development, the Family Report also elicits the family’s priorities and concerns, assists them in gaining insights into
- the child’s abilities, and, if applicable, helps them participate the development of their child’s IFSP/IEP. The report
may be completed by the family or may be completed by team members in collaboration with the family. AEPSi
features an electronic version of the Family Report. In future releases of AEPSI, caregivers will be able to complete
the Family Report online.

fidelity: The term fidelity refers to the degree to which providers use a tool such as AEPS in the authentic ways in
which it was designed to be used to observe a child and gather assessment data across a range of settings, by
multiple team members, and with a variety of materials. High fidelity to the intent and recommended procedures
and practices for using AEPS as outlined in the AEPS Administration Guide leads to better results with AEPS.

group assessment: In AEPS, group assessment refers to the ability to observe and assess up to six children
simultaneously with the AEPS Test, which can be done most efficiently using the new sets of assessment activities
(see above) that are available in AEPSi. The assessment activities enable providers to observe all of the items on
the AEPS Test with just seven or eight activities. The activities are semi-structured and can be embedded easily in
commonly occurring home and classroom activities, depending on the set selected. Being able to assess several
children across multiple areas of development saves time and allows teams to observe trends and patterns among
children, as well as observe firsthand the interrelated nature of child development.

intervention: Intervention is the process of using planned strategies and everyday activities and arranging and
individualizing the physical and social environment to produce the desired growth and development in a child.
Children may have formal intervention plans in the form of an individualized family service plan (IFSP) or
individualized education program (IEP). The AEPS Test links directly to the AEPS Curriculum, which contains
hundreds of intervention activities for children from birth to 6 years old.

norm-referenced assessment: In norm-referenced assessments, a child’s performance is compared with a
larger group. Usually the larger group or “normative group” is a national sample representing a wide and diverse
cross-section of children. The purpose of a norm-referenced assessment is usually to “sort” children by functional
age and development and not to measure achievement toward some criterion of performance. Hence, norm-
referenced tests do not yield information that is useful for planning interventions or creating a comprehensive
profile of a child’s development. AEPS is not a norm-referenced test.

OSEP Child Outcomes: in July 2005, the Office of Special Education Programs (OSEP), the federal office
responsible for overseeing the implementation of the Individuals with Disabilities Education Improvement Act
(IDEA), set forth new mandates regarding state accountability reporting. The federal mandates in part require
states to report how children from birth to age five receiving early intervention (El) and early childhood special



education (ECSE) services are performing across three broad child outcomes as defined by OSEP: 1) positive socio-
emotional skills, including social relationships; 2) acquisition and use of knowledge and skills; and 3) use of
appropriate behaviors to meet needs. States are required to assess children on these three outcomes near entry

" into El and entry into ECSE services as well as near exit from the program.

OSEP Indicators: In july 2005, the Office of Special Education Programs (OSEP), the federal office responsible
for overseeing the implementation of the Individuals with Disabilities Education Improvement Act (IDEA), set forth
new mandates regarding state accountability reporting. States are required to meet and report on several
performance measures (referred to by OSEP as indicators) each year for government-funded early intervention
(Part C, see below) and early childhood special education (Part B, Section 619, see below) programs. OSEP
Indicator #3 (Part C) and Indicator #7 (Part B, Section 619) outline the three OSEP Child Outcomes (see above) that
can be measured by early childhood assessment tools such as AEPS.

Part B, Section 619: Part B, Section 619, of the Individuals with Disabilities Education Improvement Act (IDEA),
the Preschool Grants for Children with Disabilities Program, is a federal grant program that assists states in
operating a comprehensive statewide program of early childhood special education services for young children,
from ages three to five, and their families.

Part C: Part C of the Individuals with Disabilities Education Improvement Act {IDEA), the Program for Infants and
Toddlers with Disabilities, is a federal grant program that assists states in operating a comprehensive statewide
program of early intervention services for infants and toddlers with disabilities, from birth until their third birthday,
and their families.

percentile: A percentile is a value on a scale of 1 to 100 that indicates the percent of a distribution that is equal
to or below it. In AEPSi, AEPS Test area and total raw scores are automatically converted to percent scores and
graphed over time. Please note that AEPS raw and percent scores are not age equivalents (see above), nor do they
reflect any type of standardized score.

present level of functioning: Also referred to as present level of performance, present level of functioning
refers to a statement that is part of the individualized family service plan (IFSP) and individualized education
program (IEP) that describes the child’s strengths, needs, and present and emerging skills as identified through
assessments, observations, and caregiver input. AEPSi automatically generates a Present Level of Functioning
report that can aid professionals in developing this statement.

Provider: In AEPSI, a Provider is one of the three roles that can be assigned to adult users. Providers have the
ability to create child records, enter assessment data, and run individual reports on children or aggregate reports
on all of the children to whom they are assighed.

raw scores: In AEPSi, the raw score is a numerical summary of all of the AEPS Test items for which a child has
received 2s and 1s. AEPSi calculates raw scores for each of the six developmental areas of the AEPS Test, and a
total raw score is computed by counting all of the items scored with 2s and 1s across all six developmental areas. A
child’s area and total raw scores may be viewed on the automatically generated Score Summary report.

reliability: Reliability refers to the extent to which an experiment, test, or measuring procedure yields the same
results on repeated trials. In order to be considered reliable, an assessment should yield similar results across
multiple, independent testers (inter-rater reliability) and on multiple administrations of the test by the same tester
(test—retest reliability).

Reviewer: In AEPSi, a Reviewer is one of the three roles that can be assigned to adult users of the system. A
Reviewer has the ability to run reports on individual children or aggregate reports on all children in the program.



roll-up reports: In AEPSI, “roll-up” reports refer to aggregate reports across multiple programs. To achieve cost
savings and facilitate data management and reporting, programs in the same locality, district, or state can link their
subscription accounts and make their data available to the larger entity. For example, local preschools across a
state may elect to purchase subscriptions to AEPSi at a special rate negotiated by state-level personnel. In this
case, state-level personnel would have access to aggregate data in the form of roll-up reports across the local
preschools. '

screening: Screening refers to a quick assessment of a child for the purposes of determining whether the child
may have a developmental delay or disability and requires a more comprehensive diagnostic evaluation. AEPS is
not intended to be used as a screening tool.

standardized tests: Usually created by commercial test publishers, standardized tests are designed to provide
a common measure of children’s performance, administered under structured conditions, and given the same way
each time to each child. Standardzed test are intended to yield a common “yardstick” or standard of measure.
Standardized tests are generally inappropriate for children with delays or disabilities and other children who
cannot be accommodated as a result of the strict testing procedures. AEPS is not a standardized test.

test period: In AEPS, test period refers to the period of time between starting and completing and finalizing a
single AEPS Test for a child. If you assess a child with the AEPS Test four times during one year, four test periods
will be recorded for that child.

validity: validity refers to the degree to which an instrument measures what it claims to measure. For example,
to be considered valid, an assessment intended to measure a child’s language development should consist of test
items that have been demonstrated to accurately measure language development.

webcast: A webcast is a broadcast of sound and images such as of a live or recorded event via the web. In AEPSi,
tutorials and other web-based training are offered via webcast.



