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Part I Overview of the AIMSweb Progress Monitor Account Features.

Progress
Monitor

AlMSonline ¥ My Account ¥ Welcome ‘

Download & Print PDF

Welcome - Getting Started using AIMSweb®

I oeronau

Trainers may choose to

Reports Downloads

Welcome Tab: have staff login in ad-
1. Colored “File Tab” system organizes all AIMSweb software func- vance and follow along
tions within your account. with the brief website
overview. To do so,

2.  Welcome Tab is first site you see upon initial login to your new
account. AIMSweb “remembers” the last tab you visited prior to

logout, saving you time by allowing you to pick up where you last CUSTOMER ID:
left off. (e.g., “9246")

3. Welcome tab contains:

enter:

USERNAME: pmteacher
o Software support links “AIMSweb Progress Monitor for P

Users Software Guide”
PASSWORD: train

(See section 2.0, p. 7 for
details..)

o Help Button—key to quick software solutions

o Overview of software features via brief, self-guided tour

AIMS WEB' Jefferson Elementary School
EHARTING THE FATH TE LITERAEY 7 T (RO

My Account Tab:

INFO Tab provides access to:

1. Change auto-assigned login information as
needed.

Title: | Tascher
uganization:

2. Changelupdate your email address.

Hikdross: |

PASSWORD tab: >
1. Change password to one of your preference. m:
Change password to maintain account pax|
access security. L savo 1 Cancel 3
2. Forget password? Contact AIMSweb
manager to have one re-issued. Notes:
PREFERENCES:

“Skip summer months” option found here.
By selecting “yes,” your assessment schedules will
not include dates between June 1 and August 31.
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Thars are curianiy @ Lsars lognad in.
There are 20026 USer3 r2aIstere 1 i ie AISoline Torm.
cuslomize  profie  search chat today help  refresh  logout

WHD'S O 3t 11:35 PM

|I| Mo naw private mes=ages.

T LastPast: Thiirsday Derember 73, 3005 50 P ToiesdlT
=
Topics: 41
Topics: 41
Topics: 7
" LiistPosE Marday Dacaiber 19, 3005 EATPH Topeer

D Instrunctional linfor mation

Notes:

AlMSonline Tab:

1. Online user forums for AIMSweb
Community.

2. View/post & search for topics of
interest.

3. Read answers to user’s
questions.

4. Communicate with other
members via multiple methods.

5. Forums may be used as a
resource tool when troubleshoot-
ing or seeking further information.

AlMSonline ¥ My Account

aHTSweb Download Central

Training

Main Menu

All AIMSweb Pro Complete documents are provided as POF downloads and all presentations are
pravided as Power Paint downloads. A5 an AIMSwWeD custamer, you have 3 license t download
them to your computer and copy for your use only. Select the type of document you wish o
dowmioad frorn the rmenu Belcmw.

Prog. Monitor

Important: Downloading is a two step process. First you must click on the titte of the manual. This
will apen the POF flle. SBcont, yau may Save the Flle b your camputer by clicking on the Save
button [Save button is a disk icon)

Nete: In oroier to visw e documents 2nd the presentatons, you must have Laobe Lerobat
Reader and PowsrPaint viewer installed on your computer. These pragrams are free and can be
downinaded anc installed oy cicking on the "Get Adobe Atrobst Rezdert ton and the "Eet
PowierPoint Yiewer link at the bottarn of this screen.

A M- b Pra C lats Do

load Menu

Administration and Scoring Workbooks and Power Foint Fresentations

Assessment Probes
Prabes and Stategic b
Fro F Guides and Power Point Presentations
Usar 0 ‘s Guides Paint i

Atbnr Ratariale

Notes:

Downloads Tab:

Training Sub-tab is central source for
guides and training materials.

e  Workbooks

e Administration & Scoring guides
e PowerPoint slides

e Software information

Prog. Monitor Sub-tab:

Progress Monitor passages may be
found under this sub-tab for all academic
domains offered by the AIMSweb
system.
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; 1.4
Sieaa: ¥ Reports Wik

-]
@
&
5 / Early Lit. (GGG “(Early Num. “CMIDE iELE

Edformation Educational Averages R-CEM R-Path MAZE

Selectthe Outcome Measure to the right and the report O

[wou wish to view below.

— —] Momnz —
Narm CH able Aggregate Morm Table
' afpons Edformation, Inc. All Rights Resenred. FPatent Pending.
Notes:
Reports Tab: .
P _ 3. Sub-tabs contain data for each

1. Central IocaIe.for Edformation assessment area which is

Averages (national data.) supported by AIMSweb.
2. View data by measure and

preferred reporting style.

1.5

Welcome

My Account

' Frogress W Reports AlMSonline

Progress Monitoring Caseload

[l Showing | ALl v |Measures Showing Schedules
[ |

Schedule Last Score MNext Score - Goal Progress Report 7 [ ]

Mote: “You currently do not have any Active assessment schedules.

Please use UEUEIEEITEEIEM to add new students and create assessment schedules.

B | Student Measure = Schedule Last Score Next Score - Goal  Progress Report ? [ ]

Transfer Schedule

Today is: 05/3152006 wed

|
Progress Monitor Tab:

1. Thisis the user “Homepage.” It is where your Progress
Monitoring Caseload page exists.

2. All students you choose to monitor within the Progress Monitor
(PM) software will appear here.

Notes:
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Frogress W Reports WL L I AlMSonline ¥ My Account ¥ Welcome

Progress Monitoring Caseload

[~ File Manage Students Showing | ALL * |Measures Showing Schedules
[ ]

Schedule | Last Score Next Score - Goal | Progress Report ? L]

Note: “You currently do not have any Active assessment schedules

dents and create assessment schedules.

Notes:

1.6

s M |

Wddw Fame

CEDCID
o

Manage Students:

1. Click Manage Students button to find Student List and to Add/
Edit students in your caseload.

2. Students may be pre-loaded into your system. Alternatively,
you may enter them manually as needed.

Notes:
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Part 2: CREATING ASSESSMENT SCHEDULES

Use the following information to log into the AIMSweb Progress Monitor training account:

CUSTOMER ID: (e.g., “9246")

USERNAME: pmteacher

PASSWORD: train

Expiration Date: (Date training account is no longer active.)

Note: As a security feature, your account will automatically logout after 40 minutes of inactivity. You will
need to re-enter your login information in order to continue using your account at that time.

An important note about adding students to the Progress Monitor Caseload:

Schools/districts often choose to pre-load their AIMSweb account database with the names and demo-
graphic information for all of the students enrolled for the year. This saves staff time from having to hand-
enter each student into the database.

When this occurs, you will seldom need to hand-enter a student’s name into the database before adding
them to your Progress Monitor Caseload. Most often, you will visit the Manage Students screen, search
through this list of students, and select the ones which you want to place into your Progress Monitor
Caseload. In this case, you follow with the instructions in section 2.2 of this script.

In the case where a student does not show up on this list, you will have to enter his/lher name by hand.

This situation often occurs when a student has transferred into your school mid-year, long dfter the bulk of
student names were pre-loaded into the AIMSweb system for your organization. In this case, you will follow
the instructions in section 2.7 of this script.

2.1

Pr ress ‘
Mg?'litor

LOCICHN Downloads ( From the manage students window you can add, delete, or transfer

students. You can also create Progress Monitor Assessment schedules.

Before a Progress Monitor Schedule can be created, we need to add
students into your caseload that need to be assessed. Note: required
fields are in red.

=7 File

Click the Progress Monitor tab.
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Part 2.2: Adding Existing Students to the Progress Monitor Caseload

What you see now is your Progress Monitor Caseload page, or “Homepage.” This page will ultimately contain
the names and schedules of all students you are monitoring. To add students to this page, you need to pull
them from the database (“pool”) of students which were pre-loaded into your organization’s AIMSweb soft-
ware system. In cases where a student’s name is not included in this pre-loaded pool, you may add them
manually. First, we will show you how to search the pool of students and add existing students into your
caseload.

Click on the Manage Students button on your
home page (the Progress Monitor Caseload

n | Page).

To view all students, click the clear button under the Add Student frame. Click on the student’s name in the
Student List to edit student information. Students can only be deleted when all Progress Monitor data has been
deleted. To delete a student, click the checkbox next to the student’s name and select the delete button.

For students who already exist within the AIMSweb database (pool), you may search to verify their presence.
To do so:

23

-/ The Add A Student column serves both as a means to add
new students to the database (“pool”), or search for ones cur-
rently in existence. You may add any student to your Progress
Monitor Caseload by scrolling through the Student List OR by
using the Add Students feature as a Search Tool. You may
search by first or last name (or initial), grade level, Service Code,
gender, or ethnicity—OR—you may mix-and-match fields to
narrow your search results as needed.

Type the initial “S” in the Last Name field.
Click Search.

| The search results will bring up many students. To further
.« || NArrow your search:

; Type J in the First Name field.
= | (Leaving “S” in the Last Name field).

Click Search.
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2.5
Check the box next to Jesse Skow.
oD
S [ I|students Click “Add PM.”

[]|Sargeant, Jaylynn (4}

Skow, Jesse (4)
Microseft Internat Explorer | 2.6
2 veees s Later in this session, we will use the schedule wizard. For

now, click cancel on the pop-up window that appears.
Click Cancel.

Jesse Skow now appears in your Progress Monitor Caseload
homepage.

F.I..Elocoil"lﬁosr5 Reports G GEG A AlMSonline ¥ My Account

Welcome

Progress Monitoring Caseload

[ Showing | ALL v |Measures Showing Schedules

Schedule Last Score | Next Score - Goal Progress Report 7

EI-__--

H  Student Measure Schedule | Last Score  Next Score = Goal Progress Report 7 "

Transfer Schedule Q J

Today is: 0553172006 Weo

NOTE: As students are added they appear in the student list to the right of the “Add a Student” 27

box. By adding new students from the Progress Monitor Manage Students window, students are automatically
added to our Progress Monitor Caseload. A PM’ icon next to the student’s name indicates the student has
been added to our Progress Monitor class list. Click the home button to view the Progress Monitor class list.
Once students are added to our student list we can create a Progress Monitor Assessment Schedule.

To view all students, click the clear button under the Add Student frame. Click on the student’s name in the
Student List to edit student information. Students can only be deleted when all Progress Monitor data has
been deleted. To delete a student, click the checkbox next to the student’s name and select the delete but-
ton.
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Part 2.7: Adding New Students to the Progress Monitor Caseload

When you have searched through the student list on the Manage Students page, but have not found the stu-
dent you wish to monitor, you may add his/her name to the database*. The directions for doing so are be-
low.

*Some organizations prefer for various reason that any student additions are done at the district-level, by an
AIMSweb manager. You may wish to check with your organization to determine the proper procedures and
preferences, for who the responsible parties are for adding new students to the database.

For students who have not yet been added to the AIMSweb database (Student list), follow these
steps.
If you are not already on the “Manage Students” page, go there now.

= Click the Manage Students button

... | ON the Manage Students page: Type Austin
—= Boland for name.

1 wel |

Heis in grade 3.

]
i)
el
s
|
L
s

Select General Ed as Service Code.

Male for Gender.
White for Ethnicity.
Click Add .

You will now notice that Austin’s name appears in the student
list to the right. His name is temporarily highlighted in yellow to
assist you in quickly confirming that he has been added to the
system. When you perform another task, his name will no
longer appear highlighted in yellow.

Notes:
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Progress ¥ Reports WL Al

e e Type Brittney Brady for name. 2.9
She is in the Kindergarten.
Select General Ed as Service Code.
P L B Female for Gender.
cwose Fovon B Asian for Ethnicity.
_ Click Add.
CrERET>
Frooress W ceports WOl Al 2.10
Manage Students Type Michael Johnson for name.
He is in grade 1.
e Select Title | as Service Code.
Mt - Male for Gender.
Service Code: Tile | . . . .
5l Multiple/No Response for Ethnicity.
e Click Add.
[T 5 howw advanceed tiads
[ 20 X ciear I Searcn J
Fropess W peports WLt Alh . 2.11
Manage Students Type Jenika Johnson for name.
o
Ehdakinmnnbalw " to add She IS In grade 3'
I — Select Title | as Service Code.
Higdlle Name: |
e Sl Female for Gender.
Service Cade:| Titl | = . . ..
e O African American for Ethnicity.
Gentder: Farnn]e ".
smen::::nwm.r:'&.mmme"can : CIICk Add
o> @- Click the Home button.
Part 3: TRANSFERRING STUDENTS TO ANOTHER SCHOOL
f— Students can be transferred to another school from within the
Manags Students PNITIRAN. . T ——

[ | Bradly, Dewyn (k)
Brady, Brittney (k)
[] [Brown, Justine (3

Manage Students screen.

| Transfer a student by checking the box next to his or

her name and clicking the Transfer button.

“: (Click Manage Students button on your PM homepage).

Click the checkbox next to Brittney Brady’s name.
Click the Transfer button.
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You may transfer students to another school in the district or to an Unlisted School. (To transfer

3.1

students to another teacher within the same school, skip to section 9.0, page 30.)

The “Unlisted School” option is used in instances when the student is moving outside the district or to a school
that is not currently using AIMSweb. If you do not see the school the student is moving into listed within the
drop-down bar options, choose “Unlisted School.”

Click Cancel for the purposes of training only.

3.2

Notice the directions posted on the site.
Follow those directions.

Next, type K for Grade after transfer.

Click the Transfer button

When asked to confirm the transfer, click to confirm.
Click Save & Next.

3.3

(Click OK on the confirmation pop-up window that

may appear after clicking “Save & Next.”)

Click “Print” to *view a PDF screen containing the
transfer slip.

~For the purposes of this training, do NOT print the
PDF copy of this sheet.

(For directions on how to print transfer sheets, see
Appendix C.)

Click the Finish button.
Click OK.

Click “home.”
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Part 4: CREATING SCHEDULES WITHOUT THE SCHEDULE WIZARD

Now that you have learned how to add new students to the database and simultaneously add them
to as to your Progress Monitor Caseload, student schedules may now be created.

This section provides data on how to create student schedules without using the Schedule Wizard..
Schedule Wizard is only available when adding students to your Progress Monitor Caseload who
previously existed in the AIMSweb database for your school. See Part 4 for details on using the
Schedule Wizard.

4.1
Reports

Downloads

( Progress W
Mg%itor

If you are not already on the “Home” page, go now.
First we need to assign details to the assessment schedule. The

Progress Monitoring Caseload window is a table displaying
] assessment schedules. Note the table columns from left to right:
C1|  solandg, austin (3) {Gelect Student, Measure, Schedule, Last Score, Next Score, Goal, and
M1l Brady. Brittnes (k3 | Select Progress Report.

Click ‘select’ next to Austin Boland in the measure column
of the assessment table to designate a measure to be assessed.

4.2

Click Reading—Reading Curriculum Based
Measurement (R-CBM) from the list.

Scroll down and Click Save.

If you need to add more than one assessment area for the same child,
you need to create a separate schedule for each academic area.
Repeat steps 2.7 through 2.1 1, adding various assessment areas as

needed.
Frogress ‘¥ Reports Il L AlMSonline ¥ My Account ¥ Welcome 4.3
Once you indicate the measure Progress Monitoring Caseload
for the student, the Enter o Fte L Manage Students il i g | Actve
4 ]| Student easure Gk 2]
Schedu’e I’nk appearS. _Q—M R-CBM | Enter Schedule Enter Schedule
/ ]| Brady, Britthey () Selact Select Measure
1 1| Jahnson, Jenika (3 Select Select Measure
CIICk the Enter SChedL”e ]| Johnson, Michael (1) | Select Select Measure
I | n k ] Skow, Jesse (4) Select Select Measure
L] ik Q0
EOETTD
Notes: Todayis: 0553152006 Wwea
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4.4
Set the goal start date for 09/15/2006.

Set the goal end date for 02/20/2007.

Set the frequency to every 2 weeks on Tuesdays.
Click “none” for Periodic Review.

Click Save.

The last step of creating an assessment schedule is 4.5

to enter the SLA scores, initial performance scores, and
goal scores. For instruction and information on adminis-
tering the SLA and setting goals, please reference
‘Progress Monitoring Strategies for Writing Individualized
i1 | Goals in General Curriculum and More Frequent For-

< mative Evaluation’ available under the Downloads
Tab—Training Subtab—of your AIMSweb account..

Notes:
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The remainder of this section focuses on the present level of performance for this student

4.6

(e.g., “How many words correct per minute can Austin read at the grade level he is currently en-

rolled, as well as how many words correct per minute can he read at lower grade levels?”)

To obtain these scores, simply administer passages or probes at each grade level, administering
lower and lower levels of those passages, until the student has relatively little difficulty with them or
you have administered the lowest grade-level passage available, whichever comes first. Report those
scores here. (Please consult the Administration and Scoring manuals for details.) The AIMSweb
software will assist you in determining the grade-level of Progress Monitor probes which are most
appropriate for ongoing monitoring with the student at this time.

4.7
Click : “Enter SLA, Baseline, and Goal Scores”.
(Located under the Progress Report column.)
This will display a new window.
Notes
Survey Level Assessment Enter the following Survey Level Assessment 4.8
Grade Corrects  Errors (SLA) scores for Austin Boland.
Grade 4 17 4
Grade 3|23 g Grade 4: 17/4
Orace 2 32 4 Grade 3: 23/6
orace! Grade 2: 32/4
Grade kK
Click “Save and Graph.”
4.9

Compared to the Edformation Educational Averages (shown in the graph), Austin’s

performance on grade two R-CBM passages indicates he is functioning in the average range

compared to other 2nd grade-level students reading those passages. This is based on
performance in the fall of grade two. This information suggests Austin’s optimal R-CBM
assessment level is currently matched with grade two R-CBM passages.

Change Austin’s Assessment Grade Level to 2.

If a confirmation window appears, click “OK.”

If a confirmation window does not appear enter the

initial score of 32 correct and 4 errors.

Enter Austin’s Goal Corrects score: 60
Errors: 3.
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4.10

Initial Performance and Goal Scores ’n”t"al Performance Labe’:

Assessment Grade Level: |Ef v

Initial Corrects: |32

The Initial Performance Label should summarize the educational condi-

Initial Errars: |4

nta robe: [ Rone tions under which the student was initially administered the survey-level
assessment. (e.g., baseline data within regular education classroom, spe-
nitial Performance
cial education, or intervention/program.)

Goal Criterion for Success

B Initial Performance Description: This section should provide spe-
sealEas: 2 cific details regarding the type of program(s) used, duration, frequency
€ = and/or settings under which the initial performance was obtained.

Initial Performance Label:

Enter: General Education Classroom.

Initial Performance Description:

Enter: Baseline data obtained while Austin was in
the General Education Classroom.

Click Save.

Notes:
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You have now set up your first complete schedule! Take a look at what you have created.

Progress
Maonitor

Manage Students

AlMSonline

Progress Monitoring Caseload

4.12

My Account ¥ Welcome

Showing | ALl

b |I'|.'Ieasures Showing Schedules

[ | Schedule Last Score| NextScore - Goal Prugresi Report g
. 0951 5/2008 teer 017062006 3214 Grade .

0| Boland, Austin ¢3) R-CBM cumry 2 weeks on Tue (DBAE2008) 092702005 Tuwe &2 e Insufficient Scores | []

[  Brady, Brittney (k) Select Select Measure

[J| Johnson, Michael (13| Select Select Measure

.| Skow, Jesse (4) Select Select Measure

W  Student Measure Schedule Last Score Next Score - Goal ngms: Report d

Transfer Schedule

Today is: 0513172006 wea

WHO: “Student” Column:  You have told the AIMSweb system WHO you are measuring.

WHEN: “Schedule” Column: You have told the AIMSweb system WHEN you will be testing
this student on an ongoing basis.

WHAT: ‘“Measure” Column: You have told the AIMSweb system WHAT measure(s) you are
using with this student.

“Last Score” Column: The AIMSweb system tells you WHAT his last score was and

on what date it was obtained.

WHERE: “Goal” Column: You have told the AIMSweb system WHERE this student needs
to be functioning by the end of his testing schedule.

HOW &

WHY: “Progress Monitor”

Column: This column shows you HOW the student is doing, given the

programming he has received.. Click on the link to view each
student’s graphed results. The graphs will give you information
as to WHY you should continue or discontinue the current aca-
demic program the student is receiving. Graphs become more
useful as more data are entered into the system for your student.

Progress Monitering Improvement Report for Austin Boland

Words Read Corect (WRC)
e & 8 &8 F a3
L L 1 'l L

i

s B

fram 09012005 to 01052008

Asistin Doland (Grade 1)
Grada 31 Raading - Standard Pragesan Morkes Pasasges

ooty

Ereoe

—Cormects Aimine.
~Coamacts Trata

Click on the “Insufficient Scores” link.
View the graph that is created..

Click on the GREEN back-button when
finished. (Located to the upper left of your graph).

A% AN) AHS AEG

06 1B 16AT HAT4 KATH 14T 1A 1139 108 135 1302 138030 10

Dae BC004 Ftarmatian, e

Shows Mo Trands O Gol Tremeds ) lwrvmrition Trends
[ nimbe [l mtervention Lines (<] Enors
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Part 5:

CREATING SCHEDULES USING THE SCHEDULE WIZARD

| |

. 0911 572005 #hee
| Boland, sustin 3y | R-CBM iy
1| Brady, Brittney (K) Select
1| Johnson, Michael (13| Select
1|  skow, Jesse (4) Select
[ ]

=7 File ) Transfer Schedule )

@ ™ swowing|(If you are not already on your Progress Monitor Caseload page,
Student easure

Click on the blue Progress Monitor Tab.)

Click the Manage Students Button.

Add students who currently exist in the AIMSweb database by per-
forming a search using any criteria in the Add a Student field and
clicking the Search button.

- Add a Student

Enter student Infarmatian belov and select'add to add
tha dudant, arzalact'Search' ta zaaich far sudants
m stohing tha spacified sitaria.
Hret Name:
Midale Mame:

Last Narme:

Current Gr

Fihnicity: 5
Stralegic Monitor &

] Show sdvanced

[ Add Y Ciear ((Search )

S

5.1

Select 3 from the Current Grade dropdown menu.
Click “Search.”

Students enrolled in the 3" grade now appear in the Student List.

26 Students faund of 177 1etal

E!mmun 0«

Pageie3

nexts #

[ {Batiand, Acsn ¢4
[0 |Burch, Abky ¢3)

Ustails.

Vil
<1

5.2
Click the checkbox next to Kaylee Frieler.

Click the checkbox next to Megan Gale.
Click the Add PM button.

Plazse click

- Student List

Microsoft Infernet Txplarar

2
3/

Wkl o B b e e S Wiz f?
Select 04 b s Eher Schesckae Wiiard, or Canced I ermaln ore schedkile o each shuderd,

5.3
After electing to add an existing student to the

Progress Monitor Caseload a pop up window appears
asking if you’d like to use the Schedule Wizard to create
student assessment schedules.

ok JI Cancel |
1 e
[ iy
| e
[] |Haite | vieR

Schedule Wizard allows you to simultaneously create
the same schedule for multiple students.

Click OK to use the Schedule Wizard.
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5.4

You have now chosen to use the Schedule Wizard.
The Schedule Wizard allows you to do the following types of tasks:
e Simultaneously add multiple students to your Progress Monitor Caseload.

e Simultaneously add one or more academic assessment areas for each student.

e Simultaneously create identical schedules for each student selected.

After clicking “OK,” which enables the Schedule Wizard, the Measures window appears. 5.5
Here you can select multiple measures which the students will be assessed.

Feading - Reading - Curriculum Based Measurememnt (F-CBMW)
Feading - MAZE - Comprehension {MAZE)

Check: Reading (R-CBM).
Reading Comprehension—(MAZE).

(If you click “Save” to save your selections, you will be returned to the Progress Monitor Caseload page
where you may create schedules individually. Clicking “Next” allows you to set up the same assessment
schedule for multiple students simultaneously).

5.6
Click Next.
Save @ You will now proceed to setting up the same assessment schedule for
both students in both academic areas. Continue to the next step
below.

Next you will be asked to enter the Goal Start and End 5.7
Date.

Enter the goal start date into the text field or by clicking the calen-
dar icon to the right of the text field and selecting the date.

You must always use the mm/ddlyyyy format.

Enter a Goal Start Date of 09/01/2006.
Enter a Goal End Date of 05/31/2007.
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5.8

Next we will select the frequency which these two students will be
assessed.

Select a frequency of every 2 weeks on Wednesday.

PR, And last, designate a periodic review.
Select a Periodic Review of every 10 weeks.
Click Save.
G CITEITTY  svowim| AL 5.9
[]| Student I H H
T P Notfce thaF students for whom you have scheduled Periodic
AT T T Reviews will now have colored icons next to each name.
O \er kartes | Rcam P15 e D53172005
rider, katee (5 | maze [I012005we 033005 | Green:  No periodic review due in the near future.
P|Bosfe neoancy | Reow [P Rwus" | Orange: Periodic review upcoming.
e e e
T NAormson, wishasi (1| Select Red: Overdue periodic review.
]| Skow,Jesse (4) Select
L
L Fie Y ociere Y ransrerschecuie
Survey Level Assessment 5.10

Grade
Grade 4

Grade 3 |28
Grade 2 |34
Grade 1 |38

Grade K

Corrects

Errors

Save & Graph )

SLA, Initial Score, and Goal Score data must be entered on a
per student basis.

Click the Enter link next to Kaylee’s R-CBM schedule
under the Goal column of the caseload window.

Enter Kaylee’s SLA data:
Grade 3: 28/8, Grade 2: 34/6, Grade 1: 38/6.
Click the Save & Graph button.

Initial Performance and Goal Scores

Assessment Grade Level:
Initial Corrects:
Initial Errors:

Initial Probe:

Initial Performance Label:

2 v
34
53

Mone »

Program 1

Initial Perfarmance |puy o description

Description:

of program 1 here.

Goal Criterion for Success

Goal Corrects:

Goal Errors:

92
3

Change Kaylee’'s Assessment Grade Level to 2.

Click OK to the confirmation window or enter the scores
34/6 as the initial corrects and errors.

Enter Initial Performance Label (create your own).
Enter Initial Performance Description (create your own).
Enter a Goal Correct score of 92, Errors: 3.

Click Save.
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Part 5.12:

Updating Student Information

You may need to change a student’s information. For example, a student’s first or last name may
change because of a misspelling. To change a student’s information you will need to click on the
student’s name, make your changes, and click the Save button.

- Edit: Kaylee Frieler (47545e7)

Update student information below and select
'Save' when finished

5.13

Click on Kaylee Freiler’'s name

=7 File )§ Manage Students ) Showing | ALL
]| Student Measure|
031 5/2005 ther 01062008
00| Bolang, austin (3) | RCBM =222 o e |t
]| Brady, Britney ¢y Select
09/0142003 ther 057312008
CQ(OFricter, kayles ) | Recam [F0]7205 b B e
; 09/01/2008 ther 05/31120068
1| DFriter, Kayies (3 | MAZE [ o
= u 09/01/2008 ther 05/31120068
|0 Gale, Megan (3) RGBS e o Wt
= 09/01/2008 ther 05/31120068
|3 ale, Megan (3) MAZE P T
| Johnson, Michael (13| Select
]| Skow, Jesse (4) Select
L]

i~ File ) Transfer Schedule )

First Name: kay\ee
Middle Mame:
Last Name: |Frieler
Current Grade: 3
Service Code:| Regular Ed +
ELUESL [

Gender;| Fermale «

Ethnicity:| African American

D Show advanced fields

L 5ave Y Cancol 3

~

Change the first name to Kayley.
Click the Save button.
Click the Home button.

Part 6.0:

ENTERING STUDENT ASSESSMENT SCORES

After an assessment is given to a student, you will enter the assessment scores into Progress
Monitor. Scores for individual students are entered by clicking the date across from the student’s
name in the Next Score column.

When multiple schedules are present, scores can be entered for all students with the same
measure to be assessed. To do this, view student caseloads by GOM by using the dropdown menu
labeled Showing Measures. Select the GOM from the menu. The Next Score column label then
turns into a link that will take you to the Enter Progress Monitor Scores screen.

= File )} Manage Students ) Showing | ALL ~ Measures Showing | Active * |Schedules
1| Student Measure M Q|
" 097152005 tha 010672006 3214 Grade 2
F Boland, Austin (3) R-CBM e e e OEAEEZ005) 092772005 rve % 0 WRC Insufficient Seares |[]
rady, Britiney elecl elect Measure
| Brady, Brittney () Gelect Gelect M
N i o 090142005 s 0573172006 34/6 Grade 2
] Frleler‘ Kaylee (3) R-CBM e ey 2 weeks o Wed (e 2008) 081472005 wed &* AT Insufficient Geares |[]
[ 080142005 the DB31/2006 Enter SLA, Baseline
01| DFrieter, kaze (3 | MAZE |0 o Enier | ond Goal Scarss
kI o 09/01J2005 thas 0573172006 Enter SLA, BaseLine
o Gale' Megan (3) sl ewvery 2 weeks o Wed SLE and Gnal Rrares

6.1

Click on the Next Score
date for Austin Boland.

This loads the Enter Progress
Monitor Scores screen.
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6.2

Roports WEOTOUTEIRE AiMSonline

Enter Progress Monitor Scores

Click the ‘Show ALL sessions for this
schedule’ link.

6.3

Enter Progress Monitor Scores

= Mt S 1 B et

IR 1 200 P D00

R ™ S IS R M S N—
- == o wse e On this screen you will see a calendar with each scheduled date
- displayed in green.

= ENTER SCORES: To enter the student’s score, go to the date
~ the assessment was given. Enter the score as Corrects and Errors

~ into the appropriate text fields.

. PROBE COLUMN: The passage column is where you will
~ select the passage number used to assess the student. You will
then enter the number of corrects and errors as necessary.

™ Enter the following scores into the 6.4

- Corrects and Errors Fields:
3 32/6, 22/4, 28/5

. The next scheduled date was missed.

Then add 26/4, 29/3 for the following rows.

~ Clicking the Add Intervention link will bring up the Add Interven-
~ tion window. By adding an intervention the student’s tracked

- progress reverts to zero, to produce an accurate trend line of

~ the new intervention.

»»»»»
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6.5

Click the Interventions icon for the LAST date for
which you have entered scores.

You will first want to enter a one to two word description in the
Chart Label field. The full description will be entered in the Full
Description box. If you enter a chart label that is too long, it may

not show correctly on the Progress Monitoring Improvement Report.

Reading - curioun Baced Msreme Type “Intervention” in the Chart Label. 66
Type “We have made a significant change in Austin’s
Reading Program” in the Full Description box.
T St i st Click the Add button.

After clicking the Add button you will be returned to the Enter
Progress Monitor Scores screen. You will see the row where the

ey note was added is highlighted in yellow. The actions column for that
£ row will also read Edit Intervention.
Click Save.
6.7

; You will now be back on the first screen. Notice the Progress

=1 Report column next to Austin’s name says Insufficient Scores. This
. is due to the new intervention being added. The student’s trend
has been reverted to zero progress until additional data are

— entered. Let’s add another score to view the current progress.

Click the Next Score link for Austin.
Click the ‘Show ALL sessions for this schedule’ link

Enter the following scores in the next available
assessment dates: 37/4, 42/3, 51/2, 61/4, 65/3
Click Save.

6.8

[l Now you will see Austin’s assessment schedule has been com-

Srade 2l ena) achieved

80 WRe pleted. He achieved his goal.

Completed &*
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Part 6.9:

Viewing the Progress Monitor Improvement Report

You will want to view the Progress Monitor Improvement Reports once there are scores entered for

the student. To view the report for a specific student, click the student’s status in the Progress

Report column. The Progress Monitor Improvement Report for Austin will then appear. The page

will show the Chart, Data, Goal Statement, & Intervention Descriptions for Austin. You will have the

ability to select items shown on the page by using the dropdown box located in the upper right

corner of the screen.

Ll

6.10

Click Goal Achieved next to Austin’s name.

The Progress Monitor Improvement Report for Austin will then

Completed & | RS coalachieved  gppear. The page will show the Chart, Data, Goal Statement, &
Intervention Descriptions for Austin. You will have the ability to
select items shown on the page by using the dropdown box located
in the upper right corner of the screen.

Fully scroll up and down the page to view the graph
and all documented data below.

Select Chart & Data from the dropdown box.

6.12
You may modify the chart to show the information you are

interested in seeing. To modify views, use the option buttons and
checkboxes located below the chart. The option buttons you will
see are No Trends which is used to remove the Correct Trends,
Goal Trends which will be for displaying the Corrects Goal and
Corrects Trend lines according to goals that you will have entered
or added, and Intervention Trends which will show the Corrects
Trends line according to the notes you have added.
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“Words Read Correct (WRC)

6.13

180 Irtervention

Select No Trends.

128

You will notice that the Corrects trends will disappear.
*] The checkboxes of Goal, Program Notes, and Errors will
add or remove the plotting for the option with which you

é\//if will be working,

e+ . e .
A R L R LSRN AL LA AL RNRARAN LA ALY}
99 626 10/ DA I0AT 1024 1031 117 1141120 11028 1215 1202121912126 112

R)

‘ + Back "

6.14
e Uncheck the Aimsline checkbox.
o] You will now see a chart that shows the current corrects and
" j errors only. Further down on the page you will see the data
. - section of the report. This section shows you the assessment
N |~ scores for each week. You will have the ability to e-mail this
s ——————— report by clicking the blue e-mail button.

To return to the Progress Monitor Home Page
you will have to click the green Back button.

1 E-Mail

Part 6.15:  Viewing Multiple Progress Monitor Reports Simultaneously

Showing | Actre | Sched)

You may also generate and view multiple students’ Progress Reports
simultaneously by clicking the report checkboxes and then clicking the
paper icon next to the column title Progress Report.

Glade ®

g Goal Achleved

SelEct ME RS
Ins ufiicient Scords |1
Erfir 5LA, Baselfne
and Goal Beore
Erfer 514, Baselfng]
and Goal Srore
Eriler BLA, BaceLiig]
and Goal Beore
Gelet Maasure |

Select Mzzsure ;

Grade 2
57 R

Entar

On the right side of the PM Caseload page check:
Austin Boland
Kayley Freiler

Click the View Selected button

Enter

Enter

6.16

A series of graphs will appear on your screen.

Scroll through them all by dragging your scrollbar
up and down the screen.

Click the PDF button to generate print-friendly

copies of your graphs.
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You may email any graph to another individual (please 6.17
respect confidentiality when doing so).

Click on the Email tab.

An email window will appear.
Type your email address in the Recipient field.

gy - Enter a brief message & click Send.
A message and an attachment containing this graph as a PDF will
appear in your email inbox.
Click the Built-in Green Back Button.
Part 7: MODIFYING ASSESSMENT SCHEDULES

You may find that you need to adjust an assessment schedule. You have the ability to change the
goal start and ending date. To make any of these changes you will have to click on the schedule
located under the Schedule column for the student you will want to modify.

_ 7.1
E——— Click on Austin’s Schedule.
i =11 You will be brought to the Assessment Schedule and Frequency

window. To make any changes you wish (and click Save).

== Goal start dates can changed anytime until you enter the first
Progress Monitor score for that student. Click the save button to
save changes or click cancel to remove any changes to the
assessment schedule.

Click Cancel for the purposes of this training.

Part 7.2: Modifying SLA, Initial Performance, and Goal Scores

You may modify the Probe Grade Level for Assessment by clicking the link next to the student’s
name under the Goal column. You will have the option of simply selecting a new grade level from
the drop down box, or entering SLA data to help you decide what the best grade level for the stu-
dent should be. Entering Survey Level Assessment will be done exactly the same way.
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Pragress Monitoring Caseload

Click the link under the Goal column for 73
Austin Boland.

Here you may also modify the initial performance corrects and er-
rors. You will only have to enter the number correct, but you will be

= able to also enter the number of errors, the probe used and any

baseline notes that are necessary.

You may change the Initial Goal Scores. You will have the ability to
change initial goal scores here, but if you do, the chart on the Pro-
gress Monitor Improvement Report will not make note of when the
change took place.

The chart will act as if the new goal was the goal from the begin-
ning. If you will want the chart to reflect the old and new goals, you
will want to leave the goal scores the same at this point and you will
then change it at the scores page.

For the purposes of this script, we will not complete this process by
clicking “Save.”

When you have finished click the Cancel button for
the purposes of this training.

Part 7.4: Editing an Initial Goal

Sty ALL

Progress Monitoring Caseload

Enter Progress Monitor Scores

e

[ e—
RCE Dkl St Tt D04 e 01
7108 Pari Aaswnnment SiSeduie
pissleen]

o

N0
T

FrT—

If you are changing the Probe Grade Level, you will also most likely
want to change the Initial Goal Scores. You will also be able to
change the goal without having to change the Probe Grade Level.
To change the goal scores, you will need to enter the new goal
corrects and errors at the Next Score screen.

Click the Date in the Next Score column next to
Austin’s name. (In Austin’s case, the date says,
“Completed.”)

You will see any row with a score entered has two action items.
The first item is New Goal. Only click this link to set a new goal,
not to edit an error on an initial goal that you set for Austin.

Click the ‘Show ALL sessions for this schedule’ link.

Click on the New Goal link next to the last score
entered.
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Reading - Curriculum Bassd Measurameant

Ms. Lincoin

0481 52005 thiy DIGE00E

- Progress Monitor Goal Information

Date: 01H0H2006

Conal Gl 01 MAO08

ExEzD

7.5
You will now see the New Goal window open. Entering a

new goal is very similar to adding an intervention. You will be re-
quired to enter the Goal Date, Corrects, and Chart Label. The Goal
Date will show the ending date for the schedule.

For the purposes of this script, we will not continue by clicking “Add”
and “Save.” You will need to follow those steps when working with
your own caseload as needed.

J Click the Cancel or Save button of the New Goal win-

dow to get out of the score entry page.
Click Cancel.

Notes:
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Part 8:

FILING & UNFILING, HIDING & UNHIDING SCHEDULES

Filing an assessment schedule allows you to deactivate completed assessment schedules but still view
the student’s Progress Monitoring Improvement Report. Filing an assessment schedule is typically
done at the beginning of the school year before you set up new assessment schedules, or after a
student leaves the school.

There are two ways to file an assessment. One way is to check the box next to the student’s name
and then click the File button located at the top and bottom of the Assessment Schedule table.

Tranefar Schaduls

8.1

Check the box next to Austin’s name.

' Click the File button.

You will now see that Austin’s name has disappeared
from the list.

s Salecing. }
Vesly ki (503313000 wea

8.2
To find his assessment schedule, you will want

to select 2006 Filed from the Showing Schedules
dropdown box.

Select 2006 Filed from the Show
Schedules dropdown box.

[ untis Y Monape stsenss LMETIATS

#| Dolnd, Austn (3) | RCBM

(11 S 005 e 011 B0
wimey 3 weeia o T

w 1 Detein 1 Traaster Schedis

| Score
1T
b 12000)|

Today ks: 05/3172006 Wed

To un-file Austin schedule, all you will need to 8.3
do is check the box next to his name and click

the Un-file Checked button and then go back to the
Active Schedules.

Check the box next to Austin’s name.
Click the Unfile Checked button.

His name and schedule reappear on your Active Pro-
gress Monitor Caseload list.
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8.4
The second option for file schedules may be done at the

=g Scores screen. You may choose whichever filing method you pre-
. fer to use.

| Click the date (or “completed”) under Next Scores
next to Austin’s name.

8.5

At the bottom of the page there will be a check box that says File
this Assessment Schedule.

| Check the File this Assessment Schedule check
' box.

' Click the Save button.

You will see that Austin’s name is no longer in the active 8.6

schedules. To un-file his schedule you will have to do as before.

Select 2006 Filed from the Show Schedules dropdown
box.

Check the box next to Austin’s name.

Click the Unfile Checked button.

On the Progress Monitor Home Page you will see that Austin’s Next
Score date has a pencil icon next to it indicating that this assessment
schedule can be modified.

Part 9: TRANSFERRING AN ASSESSMENT SCHEDULE TO NEW TEACHER

You may find you have a need to transfer an assessment schedule from one AIMSweb Progress
Monitor teacher to another. This is possible as long as both teachers are in the same account
with the same AIMSweb Customer ID. To do this check the box next to the student’s name and
click the transfer button at the bottom of the Progress Monitor Caseload window.
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9.1
(©]0 e e | maze 2012050 ¢ Click the checkbox next to Megan Gale’s name.
Dy 3 | e Click the Transfer Schedule button.
1| Skow, Jesse (4) Select
u
The Transfer Assessment Schedule window will open which allows

you to choose one Progress Monitor teacher to whom you would like
to transfer the student.

9.2
Once you have selected the teacher, you will need to click

the Save button.

Select Mr. Carter from the Select dropdown box.
Click Transfer Schedule.
You are brought back to the Progress Monitor Home Page and you

will see that Megan’s name is no longer in the list. The next time
Mr. Carter logs into his/her AIMSweb account, Megan will appear.

Part 10:

DELETING AN ASSESSMENT SCHEDULE

A NOTE OF CAUTION ABOUT DELETING AN ASSESSMENT SCHEDULE:

If a student has permanently left your school and you no longer wish to see the student’s
assessment schedule, you may wish to delete the schedule. Deleting an assessment schedule does
not delete the student, but it will permanently delete any assessment scores that have been entered
for that schedule. Consider carefully whether you wish to delete a student, versus file the
assessment schedule away. Once deleted, this valuable student data can never be recovered.
Check with your Local AIMSweb Manager or your school policies before deleting a schedule.

10.1
Click the checkbox next to Kayley Freiler’s

Maze schedule.
Click the Delete button.

After clicking the Delete button, you will get a confirmation mes-

sage that you will need to click OK to the confirmation window to
complete the process.

Click OK to the confirmation message.
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Appendix A: PERIODIC AND ANNUAL REVIEWS

Periodic and Annual Reviews offer an opportunity for teachers to create review schedules and document
related information. Though an optional component, it may be an invaluable tool for maintaining current
and efficient records of review meetings and progress student has made while being progress monitored.

The following steps take you

through these processes:

[. Setting (turning on) the Periodic Review feature for a student.

2. Scheduling the Periodic Review date (this may be akin to date when you need to submit periodic re-
ports for students to your district.—such as “Quarterly Reports.”)
3. Conducting the review, documenting the attendees and results of the review, and reporting.
Monitar | Reports WLV AlMSonling ¥ My Account ¥ Welcamea Al
Prog Meonitoring Caseload

[ Fite Y, Manage Studonis 3 Showing| 4L ~ Measures  Showing Active ~ Schadule - -
5 = v R Click the “Schedule” link
| Bolang, austingg | R-i D!hsmlnstmmnus 423 Completed g# S92\ Goaimissed ([
E Braty, Brittery (k) Selact Beler! Measum n eXt to an y St u d e nt )
[l D Frister, iaaw 3] | R-CBM Dmlﬁ:”f’mf:f:ﬁ"% mg“;;mugnmuns Tuw g |00 %) inumeier Seares |
O| ot egen | el 8 e Erter | o seres |
Of Johnson, Jeniks (33 | Selsct Beler Maasum
| Johnson, Michael i1y| Select Seler Maasura
O| Show, Jesce () Select Gelert Measuns
W Student Measure Schedule Lagi Score  Mexi Score - Goal ProgressReport * W

Toubay is: 052172006 Wed

A2

Bustin Boland (Grade 3y
Reading - Curriculuss Bazed Meszursment

el i e 011

Mty b D T

iy oy

Mooty by Wesks 1T

Determine Goal Duration and Assessment Fraguency

B

( e

arind and End of Schatute Reviows

- D

Select the periodic review drop-down bar.

A3

Designate the Periodic Review to every 8

weeks.
Click Save.

Period and End of Schedule Revieaws

Periodic Reviews: | Mone v

MNone

10 Weeks
Quarterly
Trimester
Annual

NOTE: all fields in|
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Frogress ¥ Reports W LR AlMSonline ¥ My Account ¥ Welcome
A4
Progress Monitoring Caseload
[~ File ) Showing | ALL « |Measures Showing | Active % | Schedules
]| student Measure ik L7
) A | 0901 542005 theer 010062006 4213 Grade 2 .
1|03 Boland, Austin (3) R-CBM cvery 2 wasks on Tue DAE008) Completed & 0 WRE Goal Mizsed |
O \B\rady, Britthey (K} Select SelectMeasure
i I 090142005 theer 0503102006 346 Grade 2 .
FrN Rayley (3 R-CBM every 2wy on Tue DBOE005) D9 2005 rue &2 a2 WRE Insufficient Scores [[]
2 T 097012005 ther 0572102006 Enter SLA, Baseline
¢ Gale, l@;@ @ R BN s wecks o Tue ENer 1™ and Goal Scores
tl Johnson,Je}N(a (3 | Select SelectMeasure
] Johnsan, Michas\(13| Select Select Measure
|  skow,Jesse (4) Select Select Measure
(O Misz A o0
=7 File ) Transfer Schedule )
Today is: 053172006 Wed
A5

/

L]

yaN

[ Bealand, Austin (3

student.)

Red Icon indicates review is overdue.
Yellow Icon indicates review is due soon.

(This icon indicates periodic or annual reviews are used for this

Click the red paper icon next to the student’s name.

A6

On this page is a task list for an Annual Review, and scheduled

Periodic

At the right of the page is the student’s Educational Need/History

Reviews.

information. Benchmark scores for the Progress Monitored
Measure and all existing Progress Monitor schedules appear

here.

Notes:

A7
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- Annual Review

Task List

.....

St

oy
1 | Aningal Feaw fasube

Incolngdetn

Teain Memibe x: W Lintoln

Stesxls: Mo Resulls Specile

A8
On the Annual Review task section,

click: “Determine Team Members.”

In this task you will add review team members by clicking the Add
a Team Member link at the bottom of the page and clicking the
checkbox next to team members to designate them as partici-
pants in the review.

A9

I._.IJCIick the Add a Team Member link.

Enter the fist name Mrs.

-Enter the last name Johnson.

Select School Psychologist from the

" “Select a Title” dropdown menu.

Click the Add button.

- Annual Review - Detarmine Team Membaers

Mrs. Johnson now appears in the Team Member list with A10
a checkbox next to her name.

Note that the Progress Monitor teacher is selected with a black
“x” next to her name. This means that the teacher is always a
member of the team. Also note the Delete button next to Mrs.

Johnson’s name.

Click the Delete button to delete team members from the team
member list. Existing team members with tasks assigned to them
can not be deleted.

MOTE: Al fields in RED are required

Status: | Incomplete %

ncomplete

All

The Status dropdown menu allows us to change the status
to complete before saving if we are finished adding team members

C _ Save ] Cancel . .
for this review.
Task List /\

Task # Task Name Assigned To [ Due Date Slﬂlus\

Determine Team Members L.nr;nacnhgtlra( 02/10/2006 | Complete SeleCt Complete from the Status dropdown menu .

Determine Educational Lincaln, Ms Incomplete |

NeedsMHistor Teacher .

'\ANI'IIIIIQI Re'vie{t Results L\$co\nr‘| 3. \ 01/06:2006 Incompley Cl |Ck th e Save b UttO n.

eeting eacher

«> N\____/ | Items in red as used to indicate the task is not yet completed.

Items in greed are complete.
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1D i gt -Grade K - . . . Al2
T The next task, Determine Educational Need/History, al-
Toxin lows us to edit or add data which will display to the right of the

Tarsh & | Vo Matne Assdgieed To | Do Dato | Stabus

| e renmrs | Lreen e (ool o || page under the same heading name.

2 < I:::Imi:l{mh- Incomplets

Aaimial T Lincain, e | 01062006 |scomplata . . R . )
—— e Click the Determine Educational Need/History link.

| [— Boland, Austin « Grade 3« Reading

== Again, you will see all relevant Benchmark reports with the stu-
dent’s scores. If the student does not have Benchmark data you

i will see the message “Benchmark scores not available.”

To the right of the page you will see Progress Monitor charts for
each of the student’s monitored measures.

In the center, you will see Survey Level Assessment data.

TERRELTIIENE ¢ Below the graphs is a text box which allows you to keep notes re-

garding the Periodic Reviews. Opt to save your notes as complete
or incomplete using the Status dropdown menu and click the Save

button.

Enter the expected date and time.

Enter the notes: Austin is currently being Progress
Monitored for R-CBM.

Select Complete from the Status drop down menu.
Click the Save button.

Click OK to the confirmation window.

- Pariodic Reviews

Task List

Al3

Towks Laskermmr———_ s

o | Duie Diatn | Seamun

Periodic Reviews may be done at other times of the year, in addi-

i [Prbodic Burndaws B weeh,
Fisdew

M. | 0272005 |Icomptate

Parctirwy

Toam Membess:

Resnls: Ho Mesults Spetited

tion to an Annual Review. In this student example, you will need to
click the Ist Periodic Review link to proceed.

Tcamplite

Click the Periodic Review Link which is due first in

the series:
Periodic Reviews 8 week review (Task 1).
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Al4
You can select an expected date, time, and list of attendees

for each scheduled periodic review.

Enter an expected date of 11/08/2006.
Change the expected time to 2:30pm.
Select all expected attendees.

This is analogous to documenting that you scheduled the meeting and
invited the attendees which were “checked” on this screen. After
entering the expected review information, you will want to save the
information as incomplete. We will return to the review once the

meeting has taken place. Click the Save button.

- Annual Review

Task List

® [ Nask Mame

[

For the purposes of this training, pretend that the meeting

AlS
you scheduled above has now occurred. You are now

summarizing the results.

Click the 1st Periodic Reviews 8 week review link again.

In situations where the actual meeting date, time and/or invited
attendees changed from what was initially anticipated, you may note it
here. Once the meeting has taken place, enter the actual date, time
of the meeting, as well as the attendees who participated in the

review.

- Fariadis Raviews - § week Review

Al6
Change the actual date to: 11/09/2006.

Select the actual time as: 3:30pm.

Next you will need to summarize the result of the meeting. Click the
radio button next to the most appropriate option.

Click the result: Goal Maintained and Intervention
Changed.

You may also type any notes you wish to keep regarding the meeting
before you complete the task and click save.

Enter the notes: We opted to change the student’s
reading program and maintain the
current goal.

Change the Status to complete.
Click the Save button.
Click the Home button.
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Appendix B: ENTERING SCORES FOR MULTIPLE STUDENTS
SIMULTANEOUSLY

Now that you are more familiar with AIMSweb Progress Monitor Software, you may find the following short-
cut helpful. At times, it may be more convenient and efficient to sort students by measure being assess
and/or enter multiple scores for a group of students, rather than entering assessment data, one student at a
time. Follow these steps to do so:

Go to your Progress Monitoring B2

Caseload page.

& Boland, Austn (3}

O] @racy, Gmayky | Sslect Muhamancs - ADD
| Mahamstics - SUB
et

Adnrub

o | Mnhamates - MUL
Ay e ot - DV
Methemobcs - MO
Methemehcs - Alifacts
Methematics - M-CBM
_____ Mathematics - M-CEMAP
LT Spaling - S-CEM

S it - WACEME
Wi - WACEM
DIBELS - ATF
DIBELS-WUF

Click the “Showing ALL Measures”
drop-down bar.

Click “R-CBM” (Reading-CBM).

The screen will refresh and you will see all students on
your caseload who are being Progress Monitored in the
area of R-CBM.

You will also see “R-CBM” show up under the
“Measure” column.

B3
Notice that in the “Next Score” column header,

there is now a pencil icon with a red “wk” symbol: n

Click on “Next Score” with the symbol: [
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[
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Reports Downloads §CILESTITTE

My Account ¥ Welcome

Enter Progress Menitor Scores

F-CBM - Boland, Austin
May 20 HMay 30

@ 115/51 /2005 @

08M SE00F i 01J0RIZ006

B4

You are now able to enter scores for multiple stu-
dents while on a single screen. Scroll up and down

Ty —, through the screen to view each student’s sched-

ule.

My 31 Jun 1 Jun
F.CEM - Frielar, Kayley 0012005 thu 02212008
May 20 Add Infsrantior | Way 30 444 Inksresdion | KAy 31 Add Inlsrusntion | Jun 1 Junz

Type in scores as needed.

Comecks Emors  Probe
Mone

Conents Ermem Probe

Corecks Emois Probe

More = Mone =

¥ semionz aie b | zemzions.

m Cancel

Click save.

Notes:
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Appendix C: PRINTING TRANSFER SLIPS FOR STUDENTS

When transferring students to an “Unknown School,” you will need to keep record of that transfer. You may
do so by following these directions:

C.1
Notice the directions posted on the site.
Follow those directions.
Next, type K for Grade after transfer.
@m When asked to confirm the transfer, click to confirm.
. o Click Save & Next.
c.2

IMPORTANT INFORMATION:

(Click OK on the confirmation pop-up window that
may appear after clicking “Save & Next”)

1 ***Click “Print” to print a copy of the transfer slip***
I. Place a copy of this slip in the student’s cumulative file,
which will then be passed on to the new school. The
new school, if it is also an AIMSweb user, will be able to
use the transfer ID number code to pull the student’s full
AIMSweb record and continue progress monitoring.

2. A copy of this slip should also be retained by the current
school in the case that the student returns. His full
AIMSweb record will then be retrievable by using his transfer
ID number.

School policy regarding the processing of student transfers may
vary. Consult your School or District AIMSweb manager
regarding transfers so they may address any related details.

Click the Finish button. (You will receive a reminder
window. Follow the instructions and then click “ok.”)
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Appendix D: SELF-PACED TRAINING SCRIPT |

Use the

following information to login to your AIMSweb Progress Monitor training account:

Customer ID:
Username: pmteacher

Password: train

Create an Assessment Schedule:

Step I:

To begin the process of creating assessment schedules, you must click the Manage Stu-
dents button located on the Progress Monitor tab.
Create an assessment schedule for two students for Oral Reading Fluency .

Click on the Progress Monitor tab.
Click the Manage Students button.

Add or select students to be assessed.

This is where you set up the students who are being assessed.
You may either type in the names of the students, or search for any students who have
been entered into the account.

Type the name Mike Smith.

Heis in grade 5.

Select his Service Code as Special Education.
Select his Gender as Male.

Select his Ethnicity as White.

Click Add.

You are now going to enter yourself as a student.

Type your name

You are in grade 2.

Your Service Code is Special Education.
Select your Gender as Male or Female.
Select your Ethnicity and Click Add
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Both students list at the right of the page under the Student List heading.
Click the Home button.

Step 2: General Outcome Measure

On this step we are choosing which General Outcome Measure we want to use to assess
our students. Click the Select link next to Mike Smith under the Measure column. We
are setting up an assessment schedule for Reading — Curriculum Based Measurement.

Click ‘select’ next to Mike Smith’'s name.
Click R-CBM.
Click Save.

Step 3: Assessment Schedule and Frequency.

You are now setting up the schedule for our assessments. Click the Enter Schedule link to
view the Assessment Schedule and Frequency window. On this page you need a goal start
date, goal ending date, and assessment frequency.

Click the Enter Schedule link.

Set the assessment beginning date to 09/15/2006.

Set the assessment ending date to 01/13/2007.

Set the assessment frequency to every 1 week on Mondays.
Select a Periodic Review for every Quarter.

Click the Save button.

Step 4: Survey Level Assessment, Initial Performance and Goal Scores

The last step is to enter SLA, Initial Performance, and Goal Scores. This step is where you
set probe grade levels for assessment. You determine this by entering the students’ Survey
Level Assessment scores and determining which grade level materials to use for frequent
progress monitoring.
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Click the Enter link.

Enter Mike’s SLA scores:

Grade 5-21/4

Grade 4 — 36/5

Grade 3 -51/2

Grade 2 - 76/1

Click the Save and Graph button.

Next you’ll want to use the SLA graph to determine which grade level the student will be
assessed.

Select Grade 3 for Mike's Assessment Grade level.

Click OK to the confirmation window; if the confirmation window does
not appear, manually enter the initial correct and error scores: 51/2

The initial score is where you will place the student’s first assessment score (usually the SLA
score). When selecting a grade level to be assessed, SLA scores will automatically be en-
tered into the initial scores fields by clicking OK to the confirmation window. You can also
enter an initial performance label (e.g., Title the conditions under which the initial perform-
ance was generated). Add a program description for your records.

Enter the assessment goal at the bottom of the page and click the Save button to return to
the home page.

Enter Mike's Goal Correct score: 85.
Enter Mike’'s Goal Error score: 2.
Click the Save button.

Upon completion, we are taken to the Progress Monitor tab where the newly created
assessment schedule is displayed.

Updating Student Information

You redlize that you have entered Mike’s name incorrectly. You need to make sure it is
corrected. To change a student’s information you click on the student’s name, enter the
correct information, and click the Save button.

Click on Mike Smith’s name.
Change the last name to Smyth.
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Entering Student Assessment Scores

Now you need to enter assessment scores. Entering scores is done by clicking the date in
the Next Score column.

Click the date under the Next Score column of Mike's assessment
schedule.

The Enter Progress Monitor Scores screen then appears. This is where you enter Mike’s
scores and any additional notes that may be necessary. You are first going to enter an
intervention for Mike.

Click the ‘Show ALL sessions’ link.

Click the ‘Add Intervention’ link in the Action column in the first
empty row.

You now see the Add Intervention window

Type Intervention | in the Chart Label field.
Type: Mike will now be in a different reading program.
Click the Add button.

You are now returned to the Scores screen. The row where you entered the note will be
in yellow and the Add Note link has changed to ‘Edit Intervention.” You now want to enter
the scores for Mike.

Type the following scores in the first corrects and errors column:
54/3, 55/2, 58/4
Click the Save button.

You are now at the Progress Monitor Home Page. By looking at the Progress Report col-
umn, you see that Mike is Near Target Process.

Viewing the Progress Monitoring Improvement Report

Now that our student has assessment scores lets view the Progress Monitoring Improvement

Report. To view the report for a specific student, we need to click on the student’s status
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in the Progress Report column.

Click “Near Target” link on the right side row for Mike Smyth.

Mike’s Progress Monitor Improvement Report is now showing. As you scroll down the
page you will see the chart, the goal we set up through the schedule wizard, the data tell-
ing us the scores you entered, and any notes that you added. You can adjust the view by
the dropdown box in the upper right corner.

Select Chart & Data from the dropdown box.

Maodifications to the chart can be made by the option buttons and checkboxes located
below the chart.

Select No Trends.

You can now see that the Corrects trend line has disappeared. The checkboxes of
Aimline, Intervention Lines, and Errors add or remove the plotting for the option with
which you are working.

Uncheck the Errors checkbox.

You can now see that the line plotting the errors score is gone. We also now have the
ability to e-mail this report by clicking the blue e-mail button. The PDF button creates a
PDF file that we can print or save an electronic copy of the report. Clicking the Green
Back button will return us to the Progress Monitor Home Page.

Click the green Back button.

Working with Annual and Periodic Reviews:

Determining Team Members

When an Annual or Periodic Review has been designated for a student, a multi-page

icon appears to the left of the student. The icon will appear in three different colors: when
all periodic reviews are up to date the paper icon is green; when periodic reviews dates
are near, the paper icon is orange; when periodic reviews are past due, the paper icon is

red.
Click the Page icon next to Mike’'s name.
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At the left of the page you will see Annual and Periodic Review tasks. To the right of the
page you will see the student’s Educational Needs/History review. All of the student’s rele-
vant assessment data appears here.

Click the Determine Team Members task link.

You may wish to set up an Annual and Periodic Review team for the student. From this
interface, you will add new team members and select pre-existing team members.

Click the Add a Team Member link.

To add a new team member enter all the required information in red, including the team
member’s title.

Enter the team member name Mr. Carlson.
Select any title from the dropdown menu.
Click the Add button.

You will see the new team member is added to the team member list with a checkmark
next to his name. Use the checkboxes to select and deselect existing team members.
Use the delete button to delete existing team members, but only if they do not have tasks
as signed to them. When you have finished designating team members, change the task
status to complete and save your changes.

Select Complete from the status menu.
Click the Save button.

Determining Educational Needs/History

The Determine Educational Need/History task allows us to review all relevant Benchmark
and Progress Monitoring data

Click the Determine Educational Need/History link.

When a student’s Benchmark scores have been entered for the Progress Monitored skills,
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an improvement chart appears at the top of the page. All of the student’s Progress
Monitored measures appear in this window as well. Enter any notes you would like to
keep regarding the student’s educational needs or history. When you are finished with the
task set the status to complete and click the Save button.

Enter an expected date and time.

Enter the notes: Mike is a new student and has not been
Benchmarked.

Change the task status to Complete.
Click the Save button.
Click the OK Button.

Periodic Reviews

When Periodic Reviews are scheduled, they appear at the bottom of the page. One Peri-
odic Review task appears for each scheduled review. Next to each listed review is a
scheduled date and status. For each scheduled Periodic Review you can assign an ex-
pected date, time, and list of attendees.

Click the Periodic Review Quarterly Review task link.
Set the expected time to 12:00pm.

Select all expected attendees.

After entering the expected information you will want to save the task as incomplete, since
the meeting has not taken place yet. Click the Save button save the changes.

Click the Save button.

After the meeting has taken place you will want to re-enter the review task, document the
actual date, time, attendees, a result, and enter any notes you wish to keep regarding the
review.

Click the Periodic Review task link.
Set the actual date to the next day.
Change the actual time to 4:30pm.

Select all actual attendees.
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We can choose from the results: No changes, Goal raised and intervention maintained,
Goal raised and intervention changed, and Goal maintained and intervention changed.
Enter any notes you wish to keep regarding the review at this time. When you have fin-
ished, change the status to complete and click the Save button to save the changes.

Select the result: Goal Maintained and Intervention Changed.

Enter the notes: “Mike was moved to a new reading program.
His goal has not changed.”

Select a status of Complete.
Click the Save button.

You will continue this process for each scheduled review. As the time for a scheduled re-
view nears, the page icon next to the student’s name will be orange.

Annual Reviews

An annual review is maintained just as periodic reviews, except there is only one annual
review per Progress Monitor schedule.

Click the Annual Review Results Meeting task link.

Just as you did before, you will need to select an expected date, time, and attendee list for
the review.

Change the expected time to 3:00pm.
Select all expected attendees.
Click the Save button.

Once the review has taken place return to the task, entering the actual date, time and
attendees for the meeting. Select a meeting result and enter any notes you wish to keep
regarding the review.

Click the Annual Review Results Meeting task link.
Change the actual date to 01/16/2007

Change the actual time to 3:30pm.

Select all actual attendees.
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Select the result: no changes.

Enter the notes: “We will not make any changes to Mike’'s schedule at
this time.”

Change the status to Complete.
Click the Save button.

When you have finished viewing the Annual and Periodic Reviews window, click
the home button to return to the Progress Monitor Caseload home page.

Click the Home button.

Modifying Assessment Schedules

You have a student that is doing very well and above the progress target. Adjust the
original goal. To make adjustments to assessment schedules, click on the appropriate link
next to the student’s name.

Schedule for Assessments

Click on the assessment schedule link under the schedule column of the table to edit the
assessment schedule or frequency. You don’t want to adjust the schedule period.

Click Mike’s schedule link.
Click the Cancel Button.

Survey Level Assessment, Initial Performance, and Goal Scores

Click the link under the goal column of the table to modify the Initial Performance Scores.

Click Mike’s goal link.

If we want, we can enter a new initial score. We are not doing that though. Below the
Initial Performance Scores are the Initial Goal Scores. We do have the ability to change
initial goal scores here, but if we do, the chart on the Progress Monitor Improvement
Report will act as if the new goal was the goal from the beginning.

Click the Cancel button.
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Editing a Goal

You now want to set a new goal. To change the goal scores, we need to enter the new
goal corrects and errors at the Progress Monitor Scores screen.

Click the Date in the Next Score column next to Mike's name.

We can see that any row that has a score entered will have two actions. The first action
is New Goal.

Click on the New Goal link next to the last score entered.

Entering a new goal is very similar to entering a note.

Type 67 Correct.

Type 2 Errors.

Type New Goal for Chart Label.

Type ‘In light of student performance a new goal has been set.’
Click the Save button.

Click the Save button.

Click the Progress Report link next to Mike’s name (“Insufficient
Scores”).

We now can see the Progress Monitor Improvement Report. On the report we notice
that there is a line called New Goal now plotted on the chart and the goal trend is
adjusted for the new goal.

Click the green Back button.

Filing, Un-filing, Hiding, and Un-hiding Assessment Schedules

Filing an assessment schedule allows us to deactivate the assessment schedule but still v
view the student’s Progress Monitoring Improvement Report. One way to file an assess
ment is done at the Scores screen.
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Click the date under Next Scores next to Mike's name.
Scroll to the bottom of the page.

At the bottom of the page there is a check box that says File this Assessment Schedule.

Check the File this Assessment Schedule check box.
Click the Save button.

You now see that next Mike is no longer in the Progress Monitor Caseload. Let’s
reactivate Mike’s assessment:

Select 2006 Filed from the Showing _ Schedules dropdown box.
Check the box next to Mike’s name.
Click the Unfile button.

On the Progress Monitor Home Page you see that Mike’s Next Score date has a pencil
icon next to it indicating that this assessment schedule can be modified. Another way of
filing an assessment schedule is from the Progress Monitor home page.

Check the box next to Mike’'s name.
Click the File button.

You notice that Mike is no longer in the Progress Monitoring Caseload list. Now unfile
your assessments.

Select 2006 filed from the Show Schedule dropdown box.
Check the box next to Mike’'s name.
Click the Unfile button.

We are now in the active Progress Monitoring Caseload list.

Transferring an Assessment Schedule




Page 51 AIMSweb Progress Monitor

We now need to transfer an assessment schedule from one AIMSweb Progress Monitor
teacher to another. To do this, check the box next to the student’s name and click the
transfer button.

Click the checkbox next to your name.
Click the Transfer button.

The Transfer Assessment Schedule window opens allowing us to choose which Progress
Monitor teacher we would like to transfer the student. Once we have selected the t
teacher, we need to click the Save button.

Select Mr. Carter from the Select dropdown box.
Click the Transfer Schedule button.

Deleting an Assessment Schedule

Now let’s say a student has completely left our school and we no longer wish to see the
student’s assessment schedule. This means we want to delete the assessment schedule.

(Caution: In most cases, you will want to transfer this student to another school, or to
“unknown school” rather than delete his assessment schedule. Once the data are deleted,
they are permanently gone.)

Click the checkbox next to Mike's name.
Click the Delete button.
Click OK to the confirmation window.
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Append

ix E: SELF-PACED TRAINING SCRIPT I

Create

This self-paced section of the training is to be done on your own. It is slightly less specific
than that last self-paced script, which further taps your knowledge and familiarity with
AIMSweb Progress Monitor software.

Any information that is required but not already provided in this script should be created
by you. Logout when you are finished with the script..

an Assessment Schedule

Step I:

Students to be assessed

Step 2:

Search for the following grade:
Grade: 2

Use the dropdown menu above the Student List to display 25 students at a time.

Add the following students:
Spenser Sells
Marissa Stendahl

Measures to be assessed

Step 3:

R-CBM — Reading — Curriculum Based Measurement

Schedule for Assessments

Set up the following schedule:

Beginning Date: September 1, 2006.
Ending Date: May 31, 2007.

Every two weeks on Wednesday.
Set the Periodic Review to Annual.
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Step 4:

Survey Level Assessment, Initial Performance, and Goal Scores

Enter and graph the following SLA scores for Marissa Stendahl:
Grade 3: 25/2
Grade 2: 38/2
Grade 1: 41/3

Enter the following assessment grade level:
2

Enter the following Goal Correct and Goal Error scores:
104/2

Create your own Initial Performance Label and Description as needed.

Step 5:

Updating Student Information

Correct the following name:

Spenser Sells = Spencer Sells

Entering Student Assessment Scores

Enter the following scores for Marissa Stendahl:
First test date: 42/5

Second test date: 36/3

Third test date: 44/4

Viewing the Progress Monitoring Improvement Report

View the Progress Monitoring Improvement Report Marissa Stendahl:

Select different views of the chart.

Working with Annual and Periodic Reviews
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Complete the Add a team member task:

Ms. Washington.
Select all as team members.
Complete the task.

Complete the Determine Educational Needs/History.
Enter any notes you wish.

Complete the Annual Review:
Select the result: Goal Raised and Intervention Changed.

Enter the notes: The student will have a new goal and intervention for
the next year.

Modifying Assessment Schedules

Add an Intervention for Marissa 10/12/2006:
We have made significant changes to Marissa’s reading program.

Enter the following score in the next assessment date:
48/6, 52/3

Filing and Un-filing Assessment Schedules

File and Un-file Marissa’s assessment schedule:

File the schedule from the Progress Monitor Caseload window.

Transferring an Assessment Schedule

Transfer the following student to Mr. Carter:
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Entering Multiple Students’ Scores Simultaneously

Marissa Stendahl

Complete Appendix B of this training script.

Log out

Notes:

Log out of Progress Monitor.

The End. Please notify your trainer that you have completed the training session.
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NOTES:




