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1. Training Agenda

Trainee Agenda

1.

Tranquility Portfolios

a)
b)
c)
d)

What is Tranquility?
How does Tranquility work?
What is a portfolio? questionnaire? document?

Why use Tranquility to generate documents/forms?

Overview of the System

a)
b)
c)
d)

Starting Tranquility

Electronic Filing System - Directory Structure
Creating a New Portfolio

Working in the Portfolio

1) Navigating through the Questionnaire
i1) Providing Answers

Previewing and Printing the Completed Document
Opening an Existing Portfolio

1) Modifying Answers to the Questionnaire
i1) Selecting Different Questionnaires

Hands-On Experience - Chapters 4, 5 and 7 as needed

a)

b)

Create a New Portfolio

i) Provide Answers to a Questionnaire
i1) Preview the Completed Document

Open an Existing Portfolio

i) Modify Answers to the Questionnaire
ii) Preview the Completed Document
iii) Selecting Different Questionnaire

Questions and Discussion

a)
b)

c)

Review of Overall Process
"Quiz" over program

Evaluation of Training
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2. PowerPoint Handouts

Notes:

ranquility® for Special Education

Case Management Training

Notes:

Why Are We Here?

7 Special Education Case Management Training Manual
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Tranquility Case Management

Purpose of Workshop.....

The purpose of this training is to develop
your ability to use the Tranquility Case
Management software so that you can
easily and quickly create and maintain
documentation (e.g., letters, IEPs, etc.)
for special education.

Notes:

What is Tranquility?

Notes:

Trangquility....

+ Is a Microsoft windows-based document generation
system

-+ Interfaces with your compatible student information
system (SIS)

-+ Permits you to easily store and retrieve completed
documents

+ Allows district to easily transfer and retrieve data
across networks

+ Sequences you through the entire special education
process from referral to exit

For Software Version 5.0



2. PowerPoint Handouts

Notes:

Tranquility Case Management

Tranquility benefits you by....

* Eliminating the need to complete a form by
hand.

% Producing more complete, easier to read and

fully documented reports.

* Eliminating the need to key duplicate
information into your reporting program

Notes:

Tranquility Case Management

Trangquility benefits you by (continued)....

* Allowing you to create multiple forms and
documents from one set of questions and

answers.

* Allowing you to make minor touch-ups and
modifications using Microsoft Word.

% Saving you time

Special Education Case Management Training Manual 9
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Tranquility Case Management
Training Overview

Day One

v Program introduction
and description

v Overview of the
system

v Hands-on experience

Day Two
v Share questions and
experiences
v Review techniques
v Continue hands-on
experience using an
actual [EP

v Gain greater insight
into program details

Notes:

Tranquility Case Management

Notes:

Specific Goals for Day One

> Learn the basic concepts (portfolio, questionnaire,

document) of the case management program

> Learn the different types of questions you will see
in your questionnaires

> Learn how to create and maintain portfolios

> Learn how to generate forms/documents

> [Learn common user errors

10
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2. PowerPoint Handouts

HOW Tranquility WORKS
Trangquility for Special Education
Core Reporting (}T,;St;lil:/[anagement
*Create & Maintain Data Dt
*Federal/State Report Documents
Form
— VB0t umens
emogrep

District Integration

District Office

School #1

o
& Sh ”2 Schl#3

A‘
I

Notes:

Notes:

Special Education Case Management Training Manual
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Tranquility Case Management

Notes:

v What is a PORTFOLIO?

— Online version of your paper-based file folder
— Contains information about a student

Doe, J. - PF

Portfolio

Tranquility Case Management

Notes:

v What is a QUESTIONNAIRE?

— A series of questions answered by user

— Sequenced according to your forms and
compliance laws

Individualized Educational Program

12

For Software Version 5.0



2. PowerPoint Handouts

Notes:

Tranquility Case Management

v What is a DOCUMENT?

— Online form based on your paper-based form

¢ Generated in Microsoft Word format
* Creates an online historical paper trail

S

Portfolio

Overview of the System

An overview demonstration of the Case
Management front-end will now begin.

(Agenda item 2)

|

Please note that you will have an icon on your

desktop to start the application.

Notes:

Special Education Case Management Training Manual
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Support Questions

Tranquility Software Support

Tranquility Solutions, Inc.
Software Support
1-888-606-7196
support@tranquilitysolutions.com

Tranquility Administrator (District)
Name Here
Phone
Email

!—‘—\

School 1
Tranquility Main Contact
Name
Phone/Email

School 2
Tranquility Main Contact
Name
Phone/Email

[End Users|

[End Users|

Notes:

14
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2. PowerPoint Handouts

f General Notes

Special Education Case Management Training Manual
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3. Describing Question and Answer Screens

Question Types

During the documentation processes of special education, you provide responses to questions in a
variety of ways. Some of your responses are in the format of a date, narrative, list, etc. In Tranquility
you will notice the same flexibility as you are prompted for information.

There are a variety of question types that may exist within any questionnaire in 7ranquility. The five
question types are:

Date,

Text (open-ended narrative),

Multiple Choice (one selection allowed),

List (multiple selections allowed), and
Informational Only (no selections allowed), and

External programs (screens which contain special/multiple functions).

A description and screen shot of each question type will follow in this chapter to assist you in
becoming familiar with the different question types and how to respond to each.

17 Special Education Case Management Training Manual
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The Question and Answer Screen (Date, Text, Multiple Choice, and List)

Note: External questions are documented in the next section.

The question and answer screens for date, text, multiple choice and list questions are composed of
three basic areas.

% Tranquility
Fil=  Edit Maintenance Optionz  Help

Quesztionnaire

Queshion:

Please enter your name. Question Area

«

Answer:

Answer Area

Spell Check
Document Name: | | Attach... | Navigational Buttons

¥ quifion ——¥ Person

| Next > || < Previous ”_ﬁnlu... | | Mext > || < Prexious || Review... |

ﬂuestinnnaire:|Sample Question Tvpes | |Dawber . Kim | | End |

The Question Area

Located near the top of the screen, the question area is read-only. This area prompts the user for
some specific information. In addition, a brief informational paragraph can be included to help guide

the user to appropriately respond.

18 For Software Version 5.0



3. Describing Question and Answer Screens

The Answer Area

Located near the middle of the screen, the answer area allows the user to respond based on the
question type. Following is an example of each:

Anzwer:

Date

The “date” question type allows the user to enter a date in the MM/DD/YYY'Y format. The
answer area is populated as the user enters the date.

Text

Answer:

¥

The “text” question type allows the user to respond in an open-ended text format. In other words,
the response is not limited to a few lines. The user can expand upon his/her answer as needed.

Special Education Case Management Training Manual 19
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Multiple Choice

Answer:
Selected Choice

+
>
Action All »>
icons <«
<< All
+ ¥

The “multiple-choice” question type allows the user to select an answer from a predeﬁned’l< list of
choices. Users are only allowed to select an answer that appears in the Selected Choice arca
when chosen.

You can select a choice by:
e Highlighting a choice and pressing Enter, or
e Double-clicking on a choice, or

e Clicking on the action icons between the Choose One From and Selected Choice
boxes.

Note: The length of some options may exceed the width viewable on the screen. To see the entire
option, simply highlight it and press F5. You will see the entire option displayed in the upper right-
hand corner of the screen. Pressing any key will release the display.

* The school district informs Tranquility Solutions of the desired picklist. Users are only
“locked” into a set of answers if deemed appropriate by the district. An “Other” option allows
for a user to provide information beyond the list of choices.

20
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3. Describing Question and Answer Screens

List
Answer:
H ohday +*
Tuesday 2>
wiednesday
. Thorsday &“ >
Action : i
X Friday 7
1cons LS
<< All
¥ +

The “list” question type allows the user to select multiple answers from a predefined* list of

choices. The answer(s) appear in the order chosen in the Selected Choices area. This order is
also reflected in the generated documents.

You can select a choice by:
e Highlighting a choice and pressing Enter, or
e Double-clicking on a choice, or

e Clicking on the action icons between the Choose One From and Selected Choice
boxes.

Note: The length of some options may exceed the width viewable on the screen. To see the entire
option, simply highlight it and press F5. You will see the entire option displayed in the upper right-
hand corner of the screen. Pressing any key will release the display.

* The school district informs Tranquility Solutions of the desired picklist. Users are only
“locked” into a set of answers if deemed appropriate by the district. An “Other” option allows
for a user to provide information beyond the list of choices.

Special Education Case Management Training Manual 21
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Information Only

'q;‘; Information Only Type Question

Thiz iz an example of an Infarmation Only type question.  This can be uzed to provide a more indepth explanation to uzers to
a=zizt ih understanding a particular question or zection of a questionnaire.

*

The "information only" question type allows the user to gain greater knowledge as to how the district
wants him/her to respond to upcoming questions. In addition, it can be used for general reminders as

well. This is a read-only screen and thus does not allow for any inputting of information from the

user.

22
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3. Describing Question and Answer Screens

The Navigational Buttons

Question Person
uext > ”(_Ereviuus ”_ﬁutn... I | Neat » || < Previous ”_ﬂeview... I
ﬂuestiunnaire:|5am|:ule [Juestion Types | |Dawhel . Kim | | End I

Information boxes appear as well to indicate

the current questionnaire and student.
I I

Question

e Next: Moves user to the next question in the questionnaire, one question at a time. The “next”
question may be contingent on how you respond to the current question. In other words, if you
have a Yes/No question, selecting “Yes” may take you to one question, while selecting “No”
takes you to another. Tranquility eliminates the need for the user to be concerned with
compliance from a sequencing of questions perspective.

e Previous: Moves user to the previous question in the questionnaire, one question at a time.

e Goto: Allows user to randomly select which question to jump to in the questionnaire. The Goto
list is comprised of unindented questions. Unindented question (e.g., Does this student need an
ITP?) may have a series of indented questions contingent on your response. These indented
questions do not appear on the Goto list. The following is a sample screen shot of a Goto list of
questions with an explanation of each column.

elect Question

» Questions: The first column displays the

Access to core screen 11St Of questhl’lS that you may _]ump tO
District school for grade (xmx) — [Mol . .
Program (3 — [Nol » Required Questions: The second column
Last eligibility (xxx> — [Mol . . . . . .
Bi1ingual G — [Nol (asterisks) indicates if the question is
WMD) — o . . . .

t:rl;guage of instruction E*H*: - E:D; ‘requlred.’ Tranqulllty lnforms you Wthh

SCcore I - [:] . . .
Reason for referral ¢xxx) - [Nol required questions you did not respond to
Disabling condition (xxx3 — [MHol .
IEP Placement (xxx3 - [Nol during the Generate process, but does not
Relates Services (wwx3 — [MHol . .
IEP duration begin (xxx> — [Nol force you to provide an answer. Forcing
IEP duration end (xxx3 — [MNol .
IEP Grade Cxxx) — [Nol you to answer questions would prevent you
SLS IEP reviewed by (xmx3 — [MNol .
SLS IEP reviewed date Cxxx3 - [Mol from creating a draft IEP.
Consider relevant data (xmx3 — [Mol . .
Performance building (w5 — [Nol » Yes/No Indicator: The third column
Educational needs (xxx) — [Mol . . . .
Transition Service Needs (x> — [Nol indicates if a response is present for the
Behavior impedes learning (xmx3 — [MNol . . ; . . .
Language needs (%) — [Nol question. This visual indication allows the
Communication needs (#ux) — [MHol . . . . . s
Hearing impaired x> - [Mol v user to quickly review if any ‘required

questions have not been answered. Keep in
(=] - indicates ‘Required" question mmd that indented questions are not
[Yes] / [No] - indicates if a response has been provided to a dlsplayed and may not have been
‘Required’ question
answered.
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End: Terminates the question and answer interactive session for this questionnaire. Please note
koK .
that answers are saved”~ when you move from one question to the next.

Person

Next: This feature is not available in Tranquiliy for Special Education.
Previous: This feature is not available in Tranquility for Special Education.

Review: Provides a read-only view of basic demographics for a student.

** External program questions require a Save on the screen. You will notice a Save button for
this function. All other questions perform an auto-save upon leaving the screen.

24
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3. Describing Question and Answer Screens

The Question and Answer Screen (External Program Questions)

The external program questions, which are more comprehensive in their functions, access the core
reporting screens.

Sample Core Reporting Screen

Ellipsis lookup
buttons —
Access lookup
codes and
descriptions to
assist in data
entry.

% Student Placement Information

Student ID #:

001

Mame - Last. F/M: Student

Enrollment School: 002 5armple High School

] 55#: 123-45753

Grade: (E

Date of Birth: 12#01@31]_

Home School: 001: Sample School

Gender: Malz

HOURS PER WEEK IN: General Ed -

] Sample Middle
11.00°  Special Ed -
I Special Ed -

13.00)

% Mainstreamed: 37
[ % Special Ed: B3

1T

Effective Date-Begin: 10./03/2001

Effective Date-End: A
Hours per Week: 0.00
Minutes per Week: 0
Cost: 0.00
Fed Pgm:

Demographic
Information

Data Entry
Fields
|

Dizability 1D #: 03 Mentally Dizabled/Profound

Dizability Rank: SEC Secondary

Teacher of Record: 59993 UMDEFIMED
—____|Teacher of Service.

School 1D #: | Sample School

Placement Status: ) Active <

Progress:

Placement Type:

Termination Heason:

In/Out of Dist. Sery:

Least Restrict Env: 27 Itinerant Service Outside the Home

Duration/Frequency:

Location:
Funded By:
Source:

0000

Reason. ..
Comments. ..
=

¥ Include in CM

The core reporting screens are consistent in functionality and layout but differ in content as reporting
and goals and objectives screens as appropriate.

Special Education Case Management Training Manual
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Goal Area

Objectives

and relate

information
associated

to the

above goal.

Action
buttons

File Edit Maintenance Options Help

Questionnaire - Student Goals and Objectives

Student # |1 Hame: |[Dawhber , Kim

%Goal: | |

Location of Services:

* Ohj. ID: Description:

* Criteria for Mastery

* Evaluation Method:

1

ma

1L

3.

[ 1

5.

[

-

=]

IILL

9

10.

> || Hew Gnal_l |I]elete Gnal_l | Save Gnal_|| || Hext Goal ::-_l | = Previous Gnal_||

¥ - Use <F5> function key for Pick List(s)

Sample Goals & Objectives Screen:

OK_I ‘_Qam:el I

Note: When providing information for the Goals & Objectives screen, do not use double quotes
(). Doing so will not effect the saving of your data, but may result in partial display of the data upon
generating a document.

The length of some objectives may exceed the width viewable on the screen. To see the entire
objective, simply highlight it and press F5. You will see the entire objective displayed in the upper

right-hand corner of the screen. Pressing any key will release the display.

26
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3. Describing Question and Answer Screens

Multi-Select Functionality for Goals and Objectives Screen

The multi-select functionality is available to all appropriate lookup tables associated with the Goals
and Objectives screen. This will allow users to more efficiently populate the Goals and Objectives
screen.

Note: Certain tables are still single select. For example, Tranquility’s Goals and Objectives page is
designed to document one goal and all of the supporting data for that goal. Therefore, a user is able
to select only one goal from the lookup table. Additionally, if your state has other fields where
business rules indicate that only one selection is allowed, then Tranquility has maintained those
lookups as single selection as well. If your district feels any of your tables should be multi-select that
are not, please contact Tranquility Solutions’ Support.

The lookup window title bar now displays the corresponding table name as displayed on the
Maintenance-Special Ed. Tables menu. This assists those staff members responsible for
maintaining the lookup lists for the entire district.

%5 Criteria for Mastery Selection

Sample School District

J Criteria for Mastery itemi{(s}) to Select

18 Proficiency 1'
188 Proficiency
28 Proficiency
28 Proficiency
48 Proficiency
38 Proficiency
68 Proficiency
78 Proficiency
73¥ Proficiency
88 Proficiency
83 Proficiency
98 Proficiency
953 Proficiency

Mark All |Enmark All

Use <F5> function key for
full dezcription. 0K | Cancel

Special Education Case Management Training Manual 27
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Selecting Goals

1. To select a goal, you still press F5 within the Goal ID field. Now, the following window

appears:

Goals Selection

Sample School District

Al aa e
AHEBBB88
ALABBBAA
AMABBBAA
ARDBABaA
AsCABBAA
ASOBB88A
ASTOABAA
EBEGBBAA
ECIOE888
EEDCA888
EIS88888
ESnoaaaa
SLHO8888

J Goal to Select

WILL
WILL
WILL
WILL
WILL
WILL
WILL
WILL
WILL
WILL
WILL
WILL
WILL

INCREASE KNOUWLEDGE OF HEALTH

IMPROVE
IMPROUVE
IMPROVE

INCREASE KHOWLEDGE OF SCIEMCE
INCREASE KNOUWLEDGE ©OF 30CIAL STUDIES

IMPROUVE
IMPROVE
IMPROUVE
IMPROUVE
IMPROVE
IMPROVE
IMPROUVE

z AT -
LANGUAGE SKILLS
MATHEMATICS
READIHNG

STUDY SKILLS

BEHAVIOR

COOPERATION »~ INTERPERSONAL SKILLS
EARLY CHILDHOOD SKILLS

INDEPEHDEHT 3OCIAL SKILLS
SELF-AUARENESS ~ SELF-ESTEEM
SPEECH » LANGUAGE SKILLS -

Hark all I |Ennark ﬁIII

Usze <F5> function key for

full descrption.

(1] 4 | Cancel

2. To see a full description of a goal highlight the goal and press F5. Pressing F5 will display
the entire description in a pop-up window in the upper-right-hand corner of your screen.
Touching any key will release the pop-up window.

28
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3. Describing Question and Answer Screens

] Mame:[Student _ Sample

VE SPEECH 7 ANGUAGE SRS VDLOO0OD - WILL IMPROVE DAILY LIVING / INDEPENDENT LIVING SKIL

Press any key to continue. ..

*Criteria for Mastery *Evaluation Meth
f food, 20% Proficiency, 40%  [|&Anecdotal records # Behavior log /
Proficiency, 75% Checklist records ¢ Clinician

th after having fingers

Goals Selection |

Sample School District

I Goal to Select
ASCRA080 — WILL INCREASE KNOWLEDGE OF SCIEMCE .
ASOBA000 — WILL INCREASE KNOUWLEDGE OF S0CIAL STUDIES
ASTOA008 — WILL IMPROVE STUDY SKILLS
EBEOGOOA — WILL IMPROVE BEHAUIOR
ECIOag0a — WILL IMPROVE COOPERATION »~ INTERPERSOMAL SKILLS
EEDCag8a — WILL IMPROVE EARLY CHILDHOOD SKILLS
EIS8a008 — WILL IMPROVE INDEPENMDENT SQCIAL SKILLS
ESAB0008 — WILL IMPROVE SELF-AWAREMNESS ~ SELF-ESTEEM
SLHeaeaa — WILL IMPROVE SPEECH / LANGUAGE SKILLS
S0THa088 — WILL IMPROVE FINE MOTOR SKILLS j
SPTOA080 — WILL IMPROVE GROSS MOTOR SKILLS
i SUieaeas — WILL IMPROVE IMPAIRED VISUAL SKILLS
DLea08s PR.O DA DEPEND
| VFABae8e — WILL IMPROVE FUNCTIONAL ACADEMIC SKILLS -
| Mark nAll I |gnmark RIII

Use <F5> function key for
full description. | OK I | Cancel I

3. Although the screen appears to allow multi-select of goals, notice that the Mark All and
Unmark All buttons are not activated. This indicates the goal selection is a single select
function. To select a goal, use one of the following methods:

a. Double click on the goal.
b. Highlight the goal and press Enter.
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Selecting Additional Goal and Objective Fields (except Objectives)

The ability to multi-select objectives has been a favorite of Case Management users. Therefore,
Tranquility Solutions has expanded this concept to additional lookup lists on the screen. The
selection of objectives remains as it was in Version 4.5.

An example of this expanded functionality is below, using the Evaluation Methods lookup list.

1. With your cursor placed inside the desired lookup field, press F5. The following window
appears:

% Evaluation Method Selection = x|

Sample School District

J Ewvaluation Method{(s) to 3Jelect

Anecdotal records

Behavior log

Checklist records

Clinician observation data and tracking record
Criterion Referenced Tests

Essay test records

Formal language sample

Group discussion records

Informal language sample

Observational data

Oral Performance

Oral reportsreviews test

Parent Report

Portfolio of writing sanmples -

o

Mark All I |gnmark ﬂIII

Uze <F5 function key for
full description. oK | Cancel

2. To select a record or item from the list,
a. Double click on the item
b. Highlight the item and press Enter.

3. You may use the F5 key to pop-up the entire description of an item as described above in the
Goals selection area.

4. Once an item has been selected, you will see a checkmark (V) appear to the left of the item.
To deselect an item, simply double click on it again or highlight it and press Enter. Using
the Mark All button will select all of the items while using the Unmark All will deselect all
items.

5. Once you have the items selected you want, press OK to return to the main Goals and
Objectives screen.
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Including Records in Case Management Document Generation

Note: If your district does not utilize any Core Reporting screens in your questionnaires, this section
does not apply. Furthermore, your district should configure the System Setup Options to suppress the
warning messages associated to this field.

If your district does not use Core Reporting screens within your Case Management questionnaires,
you may leave this field unchecked. If your district does include Core Reporting screens within your
questionnaires, you should read the remainder of this section.

A user (Case Management or Core Reporting) can ensure a particular record is included in document
generation by placing a checkmark in the Include in CM field, regardless of the data (status, end
date, etc.). Note that the location of the field varies from screen to screen.

Upon saving the record, a checkmark will appear in the list box, indicating the record has been
marked for inclusion during document generation.

Important Note: If Case Management users access a Core Reporting screen in a questionnaire, each
record on each Core Reporting screen that should be included in the generated output must be edited
and have a checkmark entered in this field.

%% Student Referral Information x|

Sending Agent:

Student 1D #: iy ] Social Security #: 123456789
Mame - Last: Student ] Date of Birth: 0140141930
First/Middle: Sample Gender: I ale

I Referral Status Suzpected Dizab.  Referral Date End Date

Th : fActiuve ICE [e1/a1/z881| ~ / [+]

¥

Refemral Date: 0 0 Filed Date: I
Case Conference Date:  / / Submitted: A
Psychologist Eval. Date: / / Test Date: I
Motice Received: I Typed Date: I
Motice Sent: I Services:
Mo Later Than Date: I VYocational Education Signature
Parent Conference Date: / / Received:
Permanent Placement: A Suspected Disab: (01 tentally Dizabled/E ducable
Yocational Signature: I Referral Type:
Destroy Records Date: A Status: Active
Ending Effective Date: I Psych ID #:
3 Year Review Date: A Casze Manager:
Annual Case Review: I Source:

¥ Include in CM

Include in CM Field

Special Education Case Management Training Manual
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If your district wants to prompt you to check the Include in CM field for active records only upon a
save, the following are messages that you may see.

Warning 1

Special Ed Student Placement Maintenance |

@ Do pou wizh to include thiz [active] record in Caze Management Document Generation?

Mo | Cancel |

This warning appears upon a Save if the Include in CM option is unchecked and the record is active
(i.e., there is not an ending or terminating date within the record).

It is generally assumed that an active record would be included on current documentation. The user
however can make the determination as to whether or not the record is to be included.

Warning 2

Special Ed Student Placement M aintenance |

Do wou wizh o include this [terminated] record in Caze Management D ocument
Generation’?

This warning appears upon a Save if the Include in CM option is checked and the record is inactive
(i.e., there is an ending or terminating date within the record).

It is generally assumed that an inactive or terminated record would not be included on current
documentation. The user however can make the determination as to whether or not the record is to be
included.
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Multi-section Screens

Tranquility has several Core Reporting screens that contain two data entry areas within the screen.
The Assessment screen is an example of this type of screen as it has two sections, a header and detail,
where most screens have simply one section. The data entry in the header area is accessible when the
user presses Add on the toolbar. The data entry in the detail area is accessible when the user presses
the Add on the screen itself, which is towards the bottom right of the screen. You may have other
screens within your district, which work in a similar manner.

% Special Education System - District Office

File Edit RBecord Students  Staff Tables  QOutput

[acdeai] [ 2] < | [ 2] | @] [ciose] [ 1] €] > | 1]

Optionz  Window  Help  Supervisor

% Student Assessment Information

Student ID #: & Grade: 00 Social Security #:

/2041335

Hame - Last: P Date of Birth:

First/Middle: THIS Gender: Female
Test Humber: 1002 Temahova |:| Other Tests...
Alt. Assessmt: [ L] Bationale...
Lewvel: [ Portfolio " Standard-Mo Accommodations

Begin Date: 112/02/2002 [~ |EP Dbjectives [ Standard-With Accommodations e 8Se o0
End Date: [ ¥ Off Level ¥ Mon-Standard-With Modifications ¥ Include in CH
I Aszessments/Tests Level sHaswi-nsw Begin Date End Date

J |@2s82-2002 LA

<

J18B8: TerraMHova

-

Header Data

Accommodationg and Modifications * Includes "Other* Information

Adniinister in afternoon rather than MOFNRing oOF Vvice-versa

Detail Data

IHE *

Delete

[ e

=]
-+
-
m
<

Code: SCHOZ Adrminizter in afternoon rather than morming or vice-verza

In addition to having the two sections as noted above, these screens may allow for the user to define
other data depending on the selections they make. The district configures various system parameters
that determine which records may be further defined.
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Assessment Screen -- Other Tests

This memo field allows you to enter a test name that is not defined in your lookup table of tests. As a
general practice, the district should define all possible tests in the lookup, but exceptions may always
arise. Therefore, your district should include a test code and description, such as 9999 Other ... in
the Tests Lookup table. Then, via configuration of the System Setup Options screen, your
Tranquility Administrator will select this other test code to allow you to further define the test.

1. Press Add (or Edit to modify an existing test). The following window appears:

%5 select a Test... x|
Test & Description
= fﬁHEFg5F¥EHMmmmmwmwwMmmmmmmwmwmmmmmmmmwmwwMmmmmmmmmii
laaz : SCRA: First Grade
188z : PACT: Field Test: (Describe)
1884 : PACT- Alt
1885 : PACT: English/Language Arts
1886 : PACT: Mathematics
iea? : PACT: Science
iaag : TerraMova
iaia : Exit Exam
9999 : Othervr District Testing (Describel

]

| oK I |§ancel|

2. Locate the test record that is to be used to define an “other” test, highlight it and press OK.
In the sample screen above this would be record 9999.

3. Ifyou selected the appropriate record and the system is configured correctly, you will now
have access to the Other Tests memo field. Otherwise the field remains inactive (grayed
out).
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4. Press the Other Tests button. The following window appears:

%5 Participation in Assessments |

Special Ed Student Paricipation in Assessments
AZSESSMENT INFORMATION
Enter Other Tests for Sample Student

€

| OK I ‘ Cancel I

5. Enter the Other Test information as appropriate.

6. Press OK. Note that a checkmark appears on the Other Tests button, which is similar to
other memo fields in Tranquility.
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Assessment Screen -- Other Accommodations and Modifications

Similar to the Other Tests above, you can now define “other” accommodations and modifications.
The district will need to ensure that proper configuration exists, including an “other”
accommodation/modification code. In addition to this new feature, the district can also configure
existing accommodation/modification records to allow for further description.

For example, let’s say that you have an accommodation of “Allow use of calculator”. However the
student may not use a graphing calculator. Therefore you need the ability to further define the
accommodation to note this information. To visually determine which accommodation/modification
records permit additional information, look for a consistent character at the end of each record such as
a colon (:). If you cannot determine this, contact your Tranquility Administrator.

1. Ensure you are adding or editing an assessment record.

2. Inthe Accommodations and Modifications area of the screen, press Add. The
following window appears:

% Select Accommodations... |

Accommodation # Description

: "
HOME : Ho AccommodationsModification Selected j
OTHA1 : Spec. test prep (e.g.. practice bubble Ffilling, writing ar
OTHA 2 : On—task or focusing devices {e.g., templates, place—holdeH
OTHA 3 : Poov speller's dictionary (Day 1 — ELA tests for grades 6
PREA1L : Highlighted key words orv phrases in directions
PREBZ2 : Highlighted rveading passages (student onlvy}
PREBZ : Loose—-leaf booklet=
PREO4 : Large print booklet»
PREBS : Color overlays
PREB& : Visual cues in test booklet {e.g., arrows and stop signs)
PREB?7 : Oral administration of mathenmatics
PREGS : Reading directions for ELA
PREB92 : Signscuescomm directions via sign lang interpreterstransl
PRE1S@ : Videotape of signed adninistration-Pidgin Signed English=
PRE11l : Videotape of signed adninistration-American 3ign English=
PRE12 : Videotape of signed adninistration-5ioned Exact English
PRE1Z : Braillex
RES81 : Markinag answers in test booklet
REZ82 : Bold line paper
RES83 : Typed response
RESA4 : Dictation of multiple—-choice and constructed-rvesponse
RESBS : Hon—verbal indication of answeyvy choices for multiple—choid
RESHG : Dictation of extended response '"'Time to UWrite!

-
| (1] 4 I | LCancel I

3. Select the “other” record and/or records that permit additional information.
4. Press OK.

5. Press Save.
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6. Note that each accommodation/modification record that you select which is configured to
allow for additional information will result in the Other field being active or bold.

7. To enter additional information on a specific record, highlight the record and press Edit (in
the lower portion of screen).

8. Press Other. The following window appears:

"3‘; Participation in Assessments il

Special Ed Student Participation in Assessments
ASSESSMENT INFORMATION for Sample Student
Specify Other: for Other District Testing (Describe)

*]

| OK I | Cancel I

9. Enter the other information.

10. Press OK. Note that a checkmark appears on the Other button, which is similar to other
memo fields in Tranquility.
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Completed Assessments Sample Screen

% Student Aszessment Information

Student 1D #: 5633143083
Mame - Last: Student
First/Middle: Any

Grade: 07 Social Secunty #: £33-14-3083
D ate of Birth: 11/2741989
Gender: Fermale

Test Humber: 1014
Alt. Aszessmt: '

Level: B [ Portfolio [+ Standard-Mo Accommodations

Begin Date: (7/14/2003 || IEP Objectives [ Standard-With Accommodations W80 oc
End Date: L [T Dif Level [T Mon-Standard-With Modifications ¥ Include in CH
T Aszessments/Tests Level znaswo-Hswe Begin Date End Date

Dther Tests...

()

Rationale...

J1882: CRCT Criterion-Ref Competency
(1 4 B ke ad q

7 I 87-14-2803 £ *
B " i

Accommodations and Modifications

% Includes 'Other” Information

+
PREGT [Haonification devics = m
ZETE1 |Small group testing -
&
Code: FREDD Others: [be specific) L] Fl’ Other... I
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‘f General Notes

Special Education Case Management Training Manual

39



4 Special Education

Case Management Training Manual

40

For Software Version 5.0



4. Case Management - Step-by-Step

How to Create an Electronic Portfolio

1. Double click on the Tranquility icon. The following Notes
window appears:

% Pazsword Processing

Account [

Fassword: | |

|_QI( I | Cancel I

2. Enter your Account and press Enter. Then type your

Password, and click OK.

Note: Clicking with your mouse pointer in either the

Account or Password cells, may result in a message that
indicates that your Account or Password cannot be found.

This is due to the pointer not being positioned in the left-

most part of the cell.

3. From the File menu, select New.

e Tranquility

Edit  Maintenar

Eugy...

Delete...

Import...
Export...

Exit
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3a. When logging in to Tranquility Case Management, you may
receive the following message:

System Startup Message .

\?{) Referral Inkake Activities are due. Do vou want to prink the Referral Intake Activities Listing?

This message indicates that you have been given assignments in
the Referral Activities screen in Core Reporting for one or more
referral activities (e.g., observations, evaluations, behavior
checklists).

You may print the list of activities due you have been assigned

by responding Yes to the prompt. The following screen
message will appear:

5 Reporl Duiput Selection I

Gend Outpet . 1 [T Soimen
™ Te Prinl

o] [e=]

Notes
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If you wish to view the report without printing, click OK. The

report will post to your screen:

0712003
STUDENT REFERRAL INTAKE ACTIMT Y REPORT
FOR ALL DUE DATES, ALL COMFLET ED DATES, ALL RESENT DATES
SORTED BY STUDENT NAME
Envallmert $choal

100: Cox Elemertary School

Page]

Notes

DATES

Student Name Studert 1D Intake Activity Assigned To Assigned Due Resent  Complet:
Dog, James gmTmes 03 Auth to R &l eas efExch Records Sample, Linda o771 v2003[0F 22003

08 Follanup far Visian Samle, Linda 07/ 42003]07 /202003

14 Psycholagical Evaluation and Report  Sample, Linda 07/ 2003|072 (42003

17: Addendumto Psycholagical Report  Sample, Linda 07/ 42003]07 /202003

18 Standard Comparson Scere Sheet  Sample, Linda o7 o3

20; Behavior Checklist Seale Sample, Linda 07/11/:2003(07 /2042003

22 Behavior Chedklist Report Sample, Linda 07/ 2003|072 02003

#%*END OF REFORT #2 ¢

If you choose to print the report, you will receive the Select
Printer screen and you can choose where you wish to print.
After the report has printed to either the screen or your printer,

Tranquility’s main screen will appear.

If you chose NO to the prompt:

System Startup Message .

9

‘h./ Referral Inkake Activities are due, Do you want ko prink the Referral Intake Activities Lisking?

you will be taken directly to the main screen.

4. Highlight the questionnaire you wish to generate then click

OK.

Mew Portfolio

Use Questionnaire:

3 Year Evaluations

504 Physician's Questionnaire - Medical Concerns
Authorization For Release of Information

Lasze Conference/Annual Heview MNotification Letter
Case Conference/IEP

Causal Relationship Determination/ Case Conf Hep
Communication Disorder CCR

Description:

I DK I |Qancel|
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5. Select the name of the student for whom you are creating the
portfolio by highlighting their name and pressing the
ENTER key. You can filter the list of students based on the
first character of the student’s last name. Press any letter to
redisplay the list of students. This assists users that may
create a portfolio at the district level.

If you do not see a student name on the
right side of the screen, you have not
selected a student yet.

Notice
that the
student
you
selected
now
appears
in the
right
hand box
on the
screen.

Fillen Sihont Lint Bergring With
1 *
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6. Click OK. Notes

Note: You must select a student on the Select People screen
prior to clocking OK. Failing to do so generates the
following prompt:

% System Message

Please select a student before pressing OK button.

Before proceeding you need to:

e Click the OK button

e Repeat steps 5 and 6

¢ Then choose Save from the File menu, before
proceeding with step 7.

If a student already exists in a portfolio, you will not
be able to select or add the student to another
portfolio. Attempting to do so results in the
following system prompt:

% Warning

Smitherholen | Sandy -123: already exists in the following
Portfolio(s). Your user privileges do not permit you to add this student to

Smitherholen. Sandy A, - PF +|
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7. The Portfolios directory is hightlighted. Click OK.

Notice how
File Name: Directories:
the program—Jrarnine, woce — s ]
R DOE, MOCK - PF 83/12/01 16:08)% _235‘}:223; gggﬂ:gn:g
EVALS ©4/88 — PF 86./63/00 B82:10|
automatlcally JONES, AMY - PF 09/22/01 11131 \—2002 /2003 DOGUMENTS
. SMITH. JOSEPH - PF 89/27/81 12:24 L-2803/2004 DOCUMENTS
prOVldeS the STUDENT, MOCK - PF 03/13h0 11:87|
F_I N STUDENT, MOCK - PF2 89,23/81 11:36|
based upon

the student
you selected.

¥ +

Should you attempt to save the portfolio in a directory other
than the root (i.e. a school year directory), you will see the
following message:

% System Message

You must save Portfolios in the main Portfolios
directorny.

Click OK and you will be taken back to the
Portfolios directory to save the new portfolio.

Note: Portfolio names may be up to 40 characters
in length.

Notes
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8. Click OK. Your screen should now look similar to the Notes
following screen. Note that the Portfolio, Questionnaire,
and People box are populated appropriately.

% Tranquility
Fle Edt Mairtenance Opfions Help

Provide Answers._ || Generate_. || Pun |

Portfolio: [TRAINING, MOCK - PF ]

Questionnaire: FRSSRAITRRRAIE ]

]
(v ]

People: 4TRAINING

9. To begin answering questions within the questionnaire, click
on the Provide Answers push button at the top of your
screen. Each time you choose to provide answers within a
student's portfolio, the date/time stamp is automatically
updated.

\} Tranquility

File Edit Maintenance Optionz Help

| Frovide Aﬂswets...l | Generate. .. I | Print._. I

Portfolio: [TRAINING. MOCK - PF
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The first question of the selected questionnaire appears on
your screen. You can provide an answer, or move to other
questions by pressing the navigation buttons for questions at
the bottom of your screen.

Navigation Buttons for Questions

v v v

Question Person

uexl b3 ” < Previous Il_ﬁulu... I Meat » I < Previous I Review.__. I

Training . Mock End

o The Next button takes you to the next question in the
sequence of questions. F8 on your keyboard is also
reserved for this movement.

e The Previous button takes you to the previous question
in the sequence of questions. F7 on your keyboard is
also reserved for this movement.

o The Goto button will provide a list of questions that
you can easily jump to from an existing question. If you
use the Goto button you can also quickly find out if a
question has an answer associated with it and whether a
question is required. A Yes indicates that an answer is
present. A No indicates that no answer is present.

e In addition, the F9 key will access the designated hot
key question (e.g., Case Conference notes). Press F9
once to jump to the designated question. After
reviewing/providing information on the designated
question screen, press F9 again to return to the question
from which you left.

Notes
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11. When you have completed answering all of the questions, a Notes
message will appear alerting you that you have reached the
end of the questionnaire.

%% Movement Options

End of questions reached for current
person. Do you wish to:

¢ Go to Previous Person
' Go to Next Person

e Ifyou are finished with this questionnaire and answer
session, click OK. This option will return you to the
main portfolio screen.

e If you would like to remain in the questionnaire, select
the “Remain with this person” radio button, then
click OK.

12. Once you have finished with the questionnaire and have
returned to the main screen, you simply click on the
Generate push button located at the top of your screen to
view and/or print your portfolio component.

% Tranqguility

File Edit Maintenance Options Help

Provide Aﬂswets_..l | Generate. .. I | Prink.__. I

Portfolio: [TRAINING. MOCK - PF
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13. Select the document you would like to generate by
highlighting its title and clicking OK.

% Select Document

Document To Generate:
Progress Chart
Reevaluation Consideration
Answers

Notes

The Answers document does not generate via

Microsoft Word. It simply generates a non-formatted

report in FoxPro. Therefore, it is rarely selected to
generate.

14. Highlight the directory in which you would like to save this
document (i.e., 2003/2004 Documents).

Person: [TRAINING . MOCK -1023

File Name: Directories:
[TRAINING, MOCK — CCR ] o o i o +
STUDENT, MOCK — RPT 89-23-01 12:15§ 2800,20881 DOCUMENT S

L 285813882 DOCUMENTS

‘—zeo2,2003 DOGUMENT 3
L-2883,20049 DOCUMENTS

List Files of Type:

Documents u
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If you choose to save the document in the root directory Notes
(e.g., Portfolios), you will see the following message:

% System Message

You are not permitted to save Documents in the main

Portfolios directory.

Click OK:
Return to the Directory Manager and highlight the

correct school year.

15. Click OK. Tranquility will start Microsoft Word remotely if
it is not currently running. You will notice a Please Wait...

message box in the upper right hand corner of your screen as
the program creates the output. The completed document

will appear on your screen when completed. If not, you can

simply click on Microsoft Word on your taskbar.

document that you can edit. If you need to change
any data that you provided, it is recommended

o The generated output is simply a word processing

you return to Tranquility to make the changes

permanent. Any changes made in the word
processing document are only temporary.

e To print the document, from the File menu,

select Print.

e  Prior to returning to Tranquility, it is
recommended that you close the open

document(s) by selecting Close from the File

menu.
e To return to Tranquility, click on the

Tranquility icon on the taskbar.

Hint: It is not recommended that you exit (i.e.,
Do not choose Exit from the File menu.)

Microsoft Word each time you return to

Tranquility if you intend to generate additional
documents. Doing so, will increase generation

time.
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16. If you want to: Notes

e Continue working with the current portfolio, press
Provide Answers to resume the question and answer
interactive session, or Generate to create additional
documents.

e  Work in another portfolio, from the File menu choose
Close.

17. To close Tranquility, select File then EXit from the menu
bar.

ranquility
(CW Edit kaintenar
Open...
Close

Save...
Sawve As...
Move...

Copy...
Delete...

Import...
Export...

Exit

Security Note

If you must leave your computer unattended for a short amount of
time, you may lock Tranquility via the Options — Screen Lock
function.

% Screen Lock

Account:  [TEACHER |

Password: [N

This will freeze the application until your password is entered.
This function is not available within a questionnaire.

Note: For greater security, it is always recommended that you
log out of the application completely.
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How to Update an Existing Electronic Portfolio

1. From the File menu, select Open. Notes
File Name: Directories:
STUDENT, WoCK = PF ]
DOE, MOCK - PF 83/12/80 16:00)5% 2008-2001 DOCUMENTS
EVALS 84-88 - PF 86-/03/08 02:18 L-2881-2682 DOCUMENTS
JOMES, AMY - PF 89-/22/81 11:31 L—2082/2003 DOCUMENTS
SHMITH, JOSEPH — PF 89/27/81 12:24 L-20883,2084 DOCUMENTS
STUDENT, MOCK — PF 3,137 11:07 L-2004/2085 DOCUMENTS
STUDENT, MOCK — PF2 89/23/91 11:38
TRAINING, MOCK - PF 86/28/01 12:49)
¥ +
List Files of Type:
Portfolios |L|

2. Highlight the name of the student portfolio to open.

If a portfolio has been saved in a non-root
directory (i.e. a school year documents directory),
it is strongly recommended that you review your
business processes with your Tranquility
Administrator.

3. Click OK. The portfolio main screen is now on your
desktop.
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4. To begin answering/changing questions within the Notes
questionnaire, click on the Provide Answers push button

at the top of your screen. Each time you choose to provide

answers within a student's portfolio, the date/time stamp is
automatically updated.

\:x Tranquility
File Edit Maintenance Options Help

Provide Aﬂswels...l | Generate. . Il Print___ I

Portfolio: [TRAINING. MOCK - PF |

5. The first question of the selected questionnaire appears on

your screen. You can provide an answer, or move to other

questions by pressing the navigation buttons for questions at
the bottom of your screen.

Navigation Buttons for Questions

v v v
a i Person ———
Mext > ” < Previous I Goto... I Mext > I < Previous I Review... I
Training . Mock End

e The Next button takes you to the next question in the

sequence of questions. F8 on your keyboard is also

reserved for this movement.
e The Previous button takes you to the previous

question in the sequence of questions. F7 on your

keyboard is also reserved for this movement.

e The Goto button will provide a list of questions that
you can easily jump to from an existing question. If you

use the Goto button you can also quickly find out if a

question has an answer associated with it and whether a
question is required. A Yes indicates that an answer is

present. A No indicates that no answer is present.

e In addition, the F9 key will access the designated hot

key question (e.g., Case Conference notes). Press F9
once to jump to the designated question. After

reviewing/providing information on the designated

question screen, press F9 again to return to the question
from which you left.
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6. When you have completed answering all of the questions, a Notes
message will appear alerting you that you have reached the
end of the questionnaire.

%% Movement Options

End of questions reached for cunent
person. Do you wish to:

®
¢~ Remain with this Person
¢~ Go to Previous Person
¢~ Go to Mext Person

e

e Ifyou are finished with this questionnaire and answer
session, click OK. This option will return you to the
main portfolio screen.

¢ If you would like to remain in the questionnaire, select
the “Remain with this person” radio button, and
then click OK.

7. Once you have finished with the questionnaire and have
returned to the main screen, you simply click on the
Generate push button located at the top of your screen to
view and/or print your portfolio component.

% Tranquility

File Edit Maintenance Options Help

Provide Aﬂswets_..l | Generate. .. I | Print.__. I

Portfolio: [TRAINING. MOCK - PF
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8. Select the document you would like to generate by Notes
highlighting its title and clicking OK.

% Select Document

Reevaluation Consideration
ANSwers

The Answers document does not generate via

Microsoft Word. It simply generates a non-formatted

report in FoxPro. Therefore it is rarely selected to
generate.

9. Highlight the directory in which you would like to save this
document (i.e. 2003/2004 Documents).

Person: [TRAINING . MOCK

File Name:
[TRAINING, MOCK - CCR
STUDENT, MOCK - RPT

89/23/80 12:15%

DOCUMENTS
L_2861/2a82 DOCUMENTS
L _zeez2,2683 DOCUMENTS
—2803/2004 DOCUMENTS
L28084/2005 DOCUMENTS

3
List Files of Type:
Documents |L|
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If you choose to save the document in the root directory
(e.g., Portfolios), you will see the following message:

% System Message

You are not permitted to save Documents in the main
Portfolios directory.

Click OK. You will be brought back to the Directory
Manager where you may choose the correct school

2 5 . Aulicanna FIREE] |
Duectorias:
Feanna - G8T [Fartiatian =
n - anT WP inszana 131395 | —3CHOOL VEAR ZeRi-02
-1 SCHOOL YENR 2002-03
FCHOOL VEAR Z084-0%5

List Fibes of Type:
D ocumants

Notes
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4. Case Management - Step-by-Step

10. Click OK. Notes

If you have previously generated the current

document, the program will assume you want to

store it in the directory previously chosen. If you
wish to save the current document in a different

location or wish to rename it, you may do so after
pressing Generate but prior to pressing OK.

If you choose to store the current document in the
previously selected directory and do not rename it,
you will be prompted as to whether or not you
want to overwrite the previously generated
document.

Hint: If you are unsure which to option to select,
press No or Cancel and contact your Tranquility
Administrator regarding your business processes.

%S System Message

Do pou wish to overwrite existing file?

Mo LCancel I

Select:

e Yes to overwrite the previously generated document, or

e No or Cancel to terminate generation of the document.
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Click OK. Tranguility will start Microsoft Word remotely if
it is not currently running. You will notice a Please Wait...
message box in the upper right hand corner of your screen as
the program creates the output. The completed document
will appear on your screen when completed. If not, you can
simply click on Microsoft Word on your taskbar.

This is a word processing document that you can
edit. If you need to change any data that you

provided, it is recommended you return to
Tranquility to make the changes permanent. Any
changes made in the word processing document
are only temporary.

e To print the document, from the File menu,
select Print.

e  Prior to returning to Tranquility, it is
recommended that you close the open
document(s) by selecting Close from the File
menu.

e To return to Tranquility, click on the
Tranquility icon on the taskbar.

Hint: It is not recommended that you exit (i.e.,
Do not choose Exit from the File menu.)
Microsoft Word each time you return to
Tranquility if you intend to generate additional
documents. Doing so, will increase generation
time.

If you want to:

e Continue working with the current portfolio, press
Provide Answers to resume the question and answer
interactive session, or Generate to create additional
documents.

e  Work in another portfolio, from the File menu choose
Close.

Notes
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13. To close Tranquility, select File then EXit from the menu Notes
bar.

& Tranquility

SAvE...
Save As...
Move...

Copy...
Delete...

Import...
Export...

Exit

o Each time you update a student’s portfolio, the Date/Time stamp is updated in the File-Open
window
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5. Training Activities

Activity 1

Goal: Create a New Portfolio

Purpose: Every student in Tranquility should have his/her own portfolio. A portfolio needs to
be created once per student as it can “follow” the student until he/she exits special education.

1. From the File menu, select New.

2. Highlight the desired questionnaire and click OK.

3. Select the name of the student for whom you are creating the portfolio by highlighting their name
and pressing the ENTER key. You will notice that the student you selected now appears in the
right hand box on the screen (Figure 1.1).

5. Highlight the directory in which you wish to save the portfolio (e.g., Portfolios).

4. Click OK.
6. Click OK.
Figure 1.1

%% Select People

Selected People:

Emuping:|

People:

DOE . MOCK - 10888
JONES . AMY -z
SAMPLE . MOCK - 1828
SMITH . JOHM -6
SMITH . JOSEPH -1
SMITH . RAFAEL - 11
STUDEMT . MOCK - 1888
TRAINING . MOCK - 1823
TRANQUILITY ., MOCK - 1834

+ TRAINING

[z
| = [
”~ w L
W

Eal
Ll
|£

+

» MOCK

— 1823

| oK I Qancell

4‘_____

Notice that the
student you
selected now
appears in the
right hand box on
the screen.

63 Special Education Case Management Training Manual



d Special Education
Case Management Training Manual

If you were successful your screen should look like Figure 1.2.

Figure 1.2

Hint: Name
should be the
same and should
not have more
than one student
name in the
people box

B Tranquility
File Edit Mantenance Opgions Help

Provide Answers. || Generate.. || Pl |

Portfolio: » | TRAINING, MDCK - PF |

A

LN UET A C ase ConferenceEP i

hd

Peopke:

Add...

Delete. ..

Salect Hong

Student Name — PF

Questionnaire

Students’ Names associated with this
portfolio appear here. If additional names
are in the “People” box, it is strongly
suggested you contact your Tranquility
Administrator to verify your business
processes.
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If you were unsuccessful... (See Figure 1.3)

e  You will see the following Message (Figure 1.3)

e Click OK. Then highlight and Double Click the selected student to the right hand side of the
box. You can then proceed to create the Portfolio in the Portfolios directory.

Figure 1.3

% Tranquility Case Management - Unknown

Fle Edit Mantenance Options Help

Provide Answers ||| Generate . || Pamt. |

Portiolio:  [New Portfolio |

Huestionnaire:

./.,, Grouping: | B
g;!i Students: Selected Student(s):
it
Snith . Aaliyah — 25897123
: Snith . Aaron - 24779899
People: Smith . Aaron ~ 24881706
Snith . Aaron - 24961080
Smith . Aaron - 25979794
- 25079212

Smith . Aaron Tinothy
m Smith . Abraham "Dee"

250650127 |70l
Smith o

. Abs gey
- Smith TR S System Message .

Smith Ada
Smith . Ada Please select a student before pressing OK button.
Smith . Ada
Smith . ada
Smith . Ada
Smith . Ada
Smith . Ada
Smith . Ada
Smith . AdaFTu =—23I872ey
Smith . Adreanna - 24781561
Smith . Adreanna - 25177279
Smith . Adrian - 24379372
Snith . Adrian - 80450141

. Adryuss Antwon

2478338448]

Filter Student List Beginning With:
AlBlciplElFlaHI Ikl LN ol P alRr]s T ulviwix]ly]z]

7. Once you have successfully created a portfolio, select Close from the File menu.

I:I I have successfully completed this activity.
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Activity 2

Goal: Open an Existing Portfolio

Purpose: Once a portfolio has been created for a student in Tranquility you will update it
with information. This simply requires opening the portfolio.

1. From the File menu, select Open.

2. Highlight the name of the student portfolio that you want to open.

Note: If you do not see the name of the desired portfolio, you may want to check the
subdirectories (e.g., 2003/2004 Documents) to ensure that it has not been previously created
and saved in a non-root directory.

3. Click OK.

If you were successful your screen should look like Figure 2.1.

Figure 2.1

\} Tranquility

File Edit Maintenance Options Help

Provide Aﬂswels...l Generate... I | Print... I

Portfolio: [TRAINING. MOCK - FF ]

CUCEGLLET A Case Conference/IEP n

FPeople: +TRAINING . MOCK — 1823 +

Delete. ..

Select None

E I have successfully completed this activity.
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Activity 3

Goal: Select a Different Questionnaire

Purpose: Once a portfolio has been created for a student in Tranquility you can provide
answers for any questionnaire that has been created for your district. If a questionnaire has
been created but you do not see it in the list of available questionnaires, you may have been
restricted via security.

Note: A portfolio must be open before you can select a different Questionnaire. See Activity 2
for more information.

1. Click on the Questionnaire drop-down menu.

T Tranquility

File Edit Mantenance Options Help

Provide Answem.._l | Generate... I | Print.._ I
Portfolio: TRAINING, MDCK - PF | o
This is the
Quesionnore: (X A - | Questionnaire
drop-down menu.
People: *TRAIMING . HMOCK - 1B23 +
Your district may
Add...
= only have one
questionnaire.
+
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2. Click on the name of the Questionnaire that you want to use.

T - uthorization For Beleaze of Information

Authonzation For Release of Information

Casze Conferencef/Annual Review Motification Letter

Questionnaire
Case ConferencelIEP drop-down
Causzal Relationzship Determinationf Case Conf Rep menu
Communication Disorder CCR expanded.

Demographic Information Questionnaire
Enrollment ithdrawal Form

The newly selected questionnaire now appears in the Questionnaire field.

I:I I have successfully completed this activity.
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Activity 4

Goal: Provide Answers — Input Data

Purpose: Once a portfolio has been created for a student in Tranquility you will input
information by responding to questionnaires. This is where a majority of your time will be

spent.

Note: A portfolio must be open before you can Provide Answers. See Activity 2 for more

information.

In addition, please select the Questionnaire that represents the IEP for your district. See Activity 3

for more information.

1. Press the Provide Answers button located in the top left of your screen.

2. You will see the first question for the questionnaire. Please see the training handouts that
describe the different question types for more information.

3. Experiment with the Navigation Buttons and the associated keyboard shortcuts (F5, F7,

F8 and F9).

4. Answer one question of each type (date, text, multiple choice, list choice, and external
programs). As for the external program questions, please experiment with both core
reporting screens and goals and objectives.

5. Once you have answered each type of question, press the End button.

Huestion

Person

Hext > || < Previous ” Goto....

Hext »

” < FPrevious || Review._ .. I

Questionnaire: | Authorization For Release of Inform)|

Eng

|:| I have successfully completed this activity.
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Activity 5

Goal: Generate a Document

Purpose: Once a portfolio has been created for a student in Tranquility and you have
provided answers, either partially or completely, you will want to preview and perhaps print
a document. The documents are based on the format of your paper forms as appropriate.

Note: A portfolio must be open before you can Generate a document. See Activity 2 for more
information.

In addition, you may want to Provide Answers prior to generating a document. The process does
not change only the output, as it is dependent on your responses. See Activity 4 for more
information.

1.

2
3.
4

Press the Generate button located in the top left of your screen.
Select a document to generate.
Press OK.

Select a subdirectory to save the document. Verify that you are saving the document in a
recommended subdirectory.

Hint: If you press OK after selecting a subdirectory to save the document in and you receive
a system message warning of your action, you have not selected a recommended
subdirectory.

Note: After you select a subdirectory to save the document you just wait until the completed
document appears on your screen. This is your signal that processing is complete. If you
have activated other applications during processing, you may need to click on Microsoft
Word on your taskbar.

Preview the completed document in Word. Upon completion of preview (and printing if
desired), choose Close from the File menu.

Return to Tranquility by clicking on the Tranquility icon on the taskbar.
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7. From the File menu, choose Close. You should now be at the main Tranquility program
screen (See Figure 5.1).

Figure 5.1

Ede B Mantenance Oghons Helr

© Tranquility

Fstant| SEmhong - | @ windn - Tr.. | 5 Mrsos W [{E Trannuiliy Wal BeENenPR| 55

|:| I have successfully completed this activity.
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Activity 6

Goal: Open Previously Generated Documents

Purpose: Once a document has been generated, it may become necessary for other users to
view the document. Subsequent teachers. Special Education Administrators, principals, etc.
may, at different times during the school year need to read, review a student’s
documentation.

Note: A document must be generated prior to attempting to open the document. See Activity 5 for
more information.

1. From the File menu, select Open.

2. Highlight the name of the student whose document you want to open.

98]

In the lower left hand corner of the screen, change the Directory selected from Portfolios
to Documents.

Click the subdirectory in which the document was saved.
Find the document name you are trying to open.
Highlight the document name and press OK.

The document selected will open in Word.

Upon completion of viewing the document, choose Close from the File Menu in Word.

0 2 =N w»nok

Upon completion of viewing (and printing if desired) of the document, choose Close from the
File Menu on the Tranquility taskbar.

|:| I have successfully completed this activity.
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Activity 7

Goal: Repeat Previous Activities Successfully

Purpose: To successfully learn new tasks, repetition is vital. Challenge yourself to repeat
the activities for additional students referring to handouts and notes as little as possible.

e Think of the different scenarios that you are faced with currently as you complete your
required case management documentation. Attempt to create these same scenarios as you use
the program.

e Ask your trainer for helpful hints in how to navigate through the program quicker. Both
hands on the keyboard are faster than one on the mouse.

E I have successfully completed this activity.

E74
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6. Common System Messages

This chapter provides you with a sample of common user or configuration system messages or errors
that you may encounter as you train or use the Tranquility Case Management software. The sequence
is the order in which they commonly occur. With the exception of the Stop Sign Error Message, the
following are a result of incorrect system configuration or user error.

Account Not Found or Password Not Found

% System Message
Account Mot Found.

Password Mot Found.
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Commonly Cause(s) Solution(s)
Occurs
During
Log in User is clicking (with mouse) in the Encourage user to not click with mouse after
Account/Password cell and is not left double clicking on icon. The program will
justified prior to entering information default to location where user can start
typing in account.
_Or_
Press Home after clicking in the
account/password cell, before entering
account/password.
User does not exist in system. Create the user an account.
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Trying to Save a Portfolio

% Tranquility Case Management - Unknown

__E?_IE Edit Maintenance Options Help

ire: |Sample Question Types
Thiz questionnaire containg the samples of the various types of questions you may see |T
in questionnaires developed for pour distict/state,

rou will zze the following question twpes:
Date,
05

File Name: Directories:

pelill [Smith, Adrian - PF Portfolios

L_SCHOOL YEAR 2083-04
L-SCHOOL YEAR 2804-835
% System Message

You must save Portfolios in the main Portfolios
directory.

Commonly Cause(s) Solution(s)
Occurs
During
File New 1. User selected a directory to save the 1. Press OK and click on the Portfolios
process portfolio other than the Portfolios main directory. Then press OK.
directory.
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Attempting to Generate a document

\_.. Syztem Message

Cannot generate at this time. Either the 'Directory to
Save Documents' in the 'Default Settings' has been
specified incorrectly or the file MMDFLTED.DOC does
not exist within your path.

Commonly Cause(s) Solution(s)

Occurs

During
Generate 1. The Default Settings for the Directory to | 1. Press OK and select Default Options
process Save Documents is incorrect. from the Options menu.

o Ensure the Directory to Save
Documents line contains
DOCUMNTS\ only. Do not include
the path prior to this level, as it may
not be appropriate for all users.

e Press OK.

¢ Generate the document.
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Trying to Save Documents in the Main Portfolios Directory

% Tranquility Case Management - Unknown

File Edit Maintenance Options Help

Provide Agswets...l Generate. Print... I

Portfolia:  [Smith, Adrian - PF |

=]

ire: |Sample Question Types H

Thiz questionnaire containg the samples of the various types of questions you may ses| |

in que (e _J
ou i -
Date.  person: [Smith . Adrian - 804501413 |

Objec
File Name: Directories:
People: m|8nith, fAdrian — QST ] PEFERG Lo

SCHOOL YEAR 2881-82
L_SCHOOL YEAR 2002-83
L_SCHOOL YEAR 26883-84
L_SCHOOL YEAR 2004-85

Delete._.

% System Message .

You are not permitted to save Documents in the main
Portfolios directory.

Select None

List Files of Type:

Documents u
Commonly Cause(s) Solution(s)
Occurs
During
Generate 1. User selected a non-document-designated | 1. Press OK and select a School Year
process directory. It is recommended that all directory, then press OK.
documents are store on a yearly basis for
easier retrieval.
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Cannot Connect to Word Processor when Generating a Document

%2 System Message

| Cannot run, could not connect to "Word Processor

| Executable' as defined in Default Settings screen. To
continue, start Microsoft Word and repeat '‘Generate. .’
process after pressing 'OK' push button.

Commonly Cause(s) Solution(s)
Occurs
During
Generate 1. The Default Settings for the Word 1. Press OK and select Default
process Processor Executable is incorrect. Options from the Options
menu.

¢ Locate the Word Processor
Executable line and press
the Browse button.

e Navigate to the
WINWORD.EXE.

e Press Select.
e Press OK.
e Generate the document.

2. You can reset the Microsoft
Word executable path.
Tranquility 5.0 stores the path
you set with your account ID
so that when you log in, it
knows where your executable
is located. To set the path,
perform the following steps.

e Close your portfolio.

e From the Options
menu, choose
Change Word
Processor Path.
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The following window

appears:

Word Processor E

& Change Word Processor Executible

ble:[C:AFROGRA™TWMICROS ~ TAOFFICEWINWORD.EXE

\

Eoncel

Select Executable Directory:

winword.exe

| c:\.. wmicros ™ 2hofficel 0%

Dsa.exe

outlook. exe

proflwiz_exe
wavtoasf. exe

winword.exe

mstordb. exe «| [E=en
mstore.exe

E=progra™1
F=microz™2
(i
powerpnt. exe £3J1033
=

flaccess™1
Caddins
Cbitmaps

W

Drive:

|Ec:

-]

Press Browse. The following window appears:

Cancel

[ All Files

Navigate to your winword.exe file. Generally the file
is located similarly to the path in the screen shots

above.
Press Select.
Press OK.

Open the portfolio and regenerate the document.
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Adding/Selecting a Student for which a Portfolio and Questionnaire
Combination Exists

».‘,.. System Mezzage

WARNING: typically only one (1) student is defined per
FPortfolio and Questionnaire combination. If you wish to
remove one of the students, select the student to
remove and then press the Delete push button.

Commonly
Occurs
During

Cause(s)

Solution(s)

File New
process

General
manipulation of
the portfolio
main screen
(user
experimenting
with the Add
button)

L.

User selected multiple students for the
same portfolio.

Highlight the student’s that were
incorrectly selected and press Delete on
the screen. Follow remaining prompts
appropriately.
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Goals and/or Objectives Contain Double Quotes

Commonly Cause(s) Solution(s)

Occurs

During
Generate 1. Goals and/or Objectives contain double Remove all double quotes from goals and
process quotes (). objectives. If the user received the goals

and objectives from the district lookup
banks, the double quotes should be
removed from the banks as well.
Remember to redistribute the associated
goals and objectives tables if this is the
case.
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User receives a Stop Sign

WARNING: It is not recommended to reboot or turn off your computer if you receive a
STOP sign message (or a consistent beeping signal), which indicates there is an error. Rebooting or
turning off your computer when this occurs will likely result in damaged files. This may further
complicate your situation.

If you happen to receive a STOP sign, do the following:

1.
2.
3.

4,
5.

Make a note of what you were doing when it appeared.
Press the OK button

At the "Would you like to view the error log file now?" message, press the Yes
button

Make a note of what the error log displayed.
While pressing the <CTRL> button, press the letter Q. This will exit you from Tranquility.

If your computer has "locked up" or is beeping:

1.
2.
3.

Press Ctrl+Alt+Delete keys at the same time - the Task List should appear.
Click on the Tranquility task
Press the End Task push button

If neither suggestion solves your situation, contact your Tranquility Administrator.
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Structural Index Missing

The structural index associated with the
file you need seems to be missing. You
will not be able to use this application
until the problem has been corrected.

Flease report this prablem ta:
Your Tranguility Administrator

Commonly | Cause(s) Solution(s)

Occurs

During

Use of Hardware failure, program terminated 1. Do not use the program until permitted by

program if a
file has been
damaged or

is missing.

while database is left open (e.g., laptop
goes into sleep mode, power surge or
failure)

Files missing, moved from anticipated
directories

your Tranquility Administrator.

2. Start Tranquility Case Management and
Run Housekeeping (See Tranquility Case
Management User’s Manual for more
information).

e If you receive a Stop Sign during
Housekeeping, make note of which
table was being updated when the
Stop Sign appeared. Contact your
Tranquility Administrator and inform
him/her of the information you have
gathered and the results of running
Housekeeping.
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7. One Page Summaries

How to Create an Electronic Portfolio

Note: Windows must be running before you can start Tranquility.

1.
2.

10.

A S

Double click on the Tranquility icon.

When prompted, enter your Account and press Enter. Then enter your Password, and
click OK.

From the File menu, select New.
Highlight the questionnaire you wish to use then click OK.

Select the name of the student for whom you are creating the portfolio by highlighting their
name and pressing the ENTER key. You will notice that the student you selected now
appears in the right hand box on the screen.

Click OK.
Highlight the Portfolios directory.
Click OK.

To begin answering questions within the questionnaire, click on the Provide Answers push
button at the top of your screen.

Answer each question.

e Press F8 to go to the next question or click on the Next push button in the Question box
at the bottom of your screen

e Press F7 to go to the previous or click the Previous push button in the Question box at
the bottom of your screen.

e The F9 key will access the designated hot key question (e.g., Case Conference notes).
Press F9 once to jump to the designated question. After reviewing/providing information
on the designated question screen, press F9 again to return to the question from which
you left.

o F5 will display an entire multiple or picklist choice once highlighted in the available
choice list. F5 also displays the available lookup lists on the Goals and Objectives
screen.
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11.

12.

13.
14.

15.
16.

17.

18.

When you have completed answering all of the questions, a message will appear alerting you
that you have reached the end of the questionnaire.

e Ifyou are finished with this questionnaire and answer session, click OK. This option
will return you to the main portfolio screen.

e Ifyou would like to remain in the questionnaire, select the “Remain with this
person” radio button, and then click OK.

Once you have finished with the questionnaire and have returned to the main screen, to view
and/or print your portfolio component, you simply click on the Generate push button
located at the top of your screen.

Select which document you would like to generate by highlighting its title and clicking OK.

Highlight the directory in which you would like to save this document (e.g., 2003-2004
Documents).

Click OK.

The document is created in Microsoft Word. This is a word processing document that you
can edit and update the information. To print the document, from the File menu, select
Print. To return to Tranquility, first choose File then Close. Next, hold down the Alt key
on your keyboard and press Tab until the Tranquility icon is selected, and then release Alt
key. (To make changes permanent you must change answers in Tranquility.)

Note: It is not recommended that you exit (i.e., Do not choose Exit from the File menu.)
Microsoft Word each time you return to Tranquility if you intend to generate additional
documents. Doing so, will increase generation time.

If you want to:

e Continue working with the current portfolio, press Provide Answers to resume the
question and answer interactive session, or Generate to create additional documents.

o  Work in another portfolio, from the File menu choose Close.

To close Tranquility, select File then Exit from the menu bar.

For Software Version 5.0



7. One Page Summaries

How to Update an Existing Electronic Portfolio

Note: Windows must be running before you can start Tranquility.

1.

AN i

10.
11.

12.

Double click on the Tranquility icon. The following window appears:

Enter your Account and press Enter. Then enter your Password, and click OK.
From the File menu, select Open.

Highlight the name of the student portfolio that you want to open.

Click OK.

To begin answering/changing questions within the questionnaire, click on the Provide
Answers push button at the top of your screen.

Answer each question.

e Press F8 to go to the next question or click on the Next push button in the Question box
at the bottom of your screen

e Press F7 to go to the previous or click the Previous push button in the Question box at
the bottom of your screen.

o The F9 key will access the designated hot key question (e.g., Case Conference notes).
Press F9 once to jump to the designated question. After reviewing/providing information
on the designated question screen, press F9 again to return to the question from which
you left.

e F5 will display an entire multiple or picklist choice once highlighted in the available
choice list. F5 also displays the available lookup lists on the Goals and Objectives
screen.

When you have completed answering all of the questions, a message will appear alerting you
that you have reached the end of the questionnaire.

e Ifyou are finished with this questionnaire and answer session, click OK. This option
will return you to the main portfolio screen.

e If you would like to remain in the questionnaire, select the “Remain with this
person” radio button, and then click OK.

Once you have finished with the questionnaire and have returned to the main screen, to view
and/or print your portfolio component, you simply click on the Generate push button
located at the top of your screen.

Select which document you would like to generate by highlighting its title and clicking OK.

Highlight the directory in which you would like to save this document (e.g., 2003-2004
Documents).

Click OK.
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13. The document is created in Microsoft Word. This is a word processing document that you
can edit and update the information. To print the document, from the File menu, select
Print. To return to Tranquility, first choose File then Close. Next, hold down the Alt key
on your keyboard and press Tab until the Tranquility icon is selected, and then release Alt
key. (To make changes permanent you must change answers in Tranquility.)

Note: It is not recommended that you exit (i.e., Do not choose Exit from the File menu.)
Microsoft Word each time you return to Tranquility if you intend to generate additional
documents. Doing so, will increase generation time.

14. If you want to:

e Continue working with the current portfolio, press Provide Answers to resume the
question and answer interactive session, or Generate to create additional documents.

o  Work in another portfolio, from the File menu choose Close.

15. To close Tranquility, select File then EXit from the menu bar.
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Reference Cards

To start a new portfolio

Choose New from the File menu
Select a questionnaire

Press OK

Select one student, press OK
Press OK

Press Provide Answers

Goals and Objectives Screen
Press TAB to move around the screen forward, SHIFT
+ TAB to move backward
Use F5 for lookups
Press Save Goal before exiting screen

DO NOT USE DOUBLE QUOTES (") IN ANY OF YOUR
ANSWERS!
Shortcuts
F5 Allows you to view entire multiple choice/list
options that are lengthy
F8 Next question
F7  Previous Question
F9 HOT KEY - Takes you to case conference notes
and back
Definitions
Portfolio - like a hanging file folder
Questionnaire - like a manila folder
Documents - generated from questionnaires

ook wN =

Security
If you must leave your computer unattended for a
short amount of time, you may lock Tranquility via
the Options — Screen Lock function. This will
freeze the application until your password is
entered. This function is not available within a
questionnaire. For greater security, it is always
recommended to log out of the application
completely.
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To start a new portfolio

Choose New from the File menu
Select a questionnaire

Press OK

Select one student, press OK
Press OK

Press Provide Answers

ook wN =

Goals and Objectives Screen
Press TAB to move around the screen forward,
TAB to move backward
Use F5 for lookups
Press Save Goal before exiting screen

SHIFT +

DO NOT USE DOUBLE QUOTES (") IN ANY OF YOUR
ANSWERS!

Shortcuts

F5 Allows you to view entire multiple choice/list options
that are lengthy

F8 Next question
F7  Previous Question
F9 HOT KEY - Takes you to case conference notes and
back
Definitions

Portfolio - like a hanging file folder

Questionnaire - like a manila folder
Documents - generated from questionnaires
Security

If you must leave your computer unattended for
a short amount of time, you may lock
Tranquility via the Options — Screen Lock
function. This will freeze the application until
your password is entered. This function is not
available within a questionnaire. For greater
security, it is always recommended to log out of
the application completely.
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GLOSSARY

Action Buttons — buttons found at the bottom of Core Reporting screens, when seen in Case
Management, which define the actions that the user can take on the screen. Accessible buttons
may vary depending on the user’s security rights.

Archive — the movement of student data from the active dataset to the inactive dataset; historic
data may be moved back from the inactive dataset to the active dataset if the student returns

Case Management — The component of Tranquility for Special Education that collects information
for Special Education documentation and generates documents based on the information collected.

Core Reporting — The component of Tranquility for Special Education that houses the Special
Education information required for federal and state reporting.

Date Field — data entry field which is completed by entering 8 character date (DDMMYYYY).

Demographic Information — Information relating to the student’s ID number, school, and
Parent/Guardian information. In Tranquility, this information is usually pulled from the district’s SIS.

Directory — a listing of the files stored in memory (usually on a hard disk). In Case Management,
the directories are defined as the portfolio directory in which all student portfolios are stored and
individual school years in which student documents are stored.

District Integration — overnight process which updates school and district Tranquility information
so the information matches; D.I. is also used to update student demographic information from the
SIS.

Document — the completed MS Word form (IEP, progress chart, etc.)

Ellipsis — button used on screens to access tables with codes and descriptions; assists with data
entry

Executable - a file (always a program of some kind) that can be run by the computer directly. In
Case Management, Tranquility must be able to find the executable associated with Microsoft
WORD in order to generate documents (IEP, letters, progress charts).

External Questions — questions in Case Management that access the Core Reporting Screens.
They require a SAVE before leaving the screen and often contain lists for data entry found behind
ellipsis buttons.

FoxPro - the database system Tranquility for Special Education version 5.0 is based on.
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Generate — merging of questionnaire template with answers provided to obtain document.

GOTO - in Case Management, the GOTO button accesses the list of unindented questions in the
questionnaire, allowing users to skip from one question to the next without having to navigate
through all of the questions in between.

Housekeeping — process of reindexing files to optimize database performance.

Include in CM — check box on Core Reporting screens which indicates that data from a record will
be included in Case Management document creation.

List Box — in Core Reporting screens, the box which houses the list of saved records for a student.
Each line item in the list box will reflect a saved record (i.e. referral date, placement changes, etc.).
Details are obtained by highlighting each line item in the list.

Lookup Field — data entry field which is completed by accessing an ellipsis button.

Mark Students — process which flags a student record for transmission during the District
Integration process.

Multi-Select — the ability within Tranquility for Special Education to choose more than one selection
in a list at one time.

Multi-Section Screen — Core Reporting screens that contain two data entry areas within the
screen. The Assessment screen is an example of this type of screen as it has two sections, a
header and detail. These screens allow for two ADD processes and may require 2 SAVE comands
to complete.

Navigational Buttons — buttons found on the bottom of questionnaire screens in Case
Management to assist the user in “navigating” or moving through the screens.

Portfolio — an electronic cumulative folder; one student’s data is stored in a portfolio. Students
should only have one portfolio created.

Questionnaire - sequenced set of questions used in Case Management to create data for
generation of the IEP.

SIS — Student Information System; the district’s student data tracking system such as SASIxp.

Text Field — data entry field which is completed by typing in text; no table is accessed.

Transmit to District/School — indicates the student record has been marked for update during
District Integration; at schools student record will say “Transmit to District” and at the district will say

“Transmit to School”; record is automatically marked when Add/Edit are chosen, and record is
saved.
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Word Processor - an application that provides the user with tools needed to write, edit, and format
text; and to send it to a printer. In Tranquility for Special Education all users must have access to
Microsoft Word.
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