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IFSP Services - Initial

1 In child's record, go to Program History > Early Intervention. This brings you to the
Program Episode Details screen where forms are located.

2 Click the green plus sign next to the "IFSP - Services" form.

NOTE: The first time you complete this form, the number 0 should appear in the
label. (If there is a number there, that means you have already completed this
form - if that's the case, don't follow these instructions! Instead, follow the
separate instructions for an update to IFSP Services!)
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3 In the setup tab, change screening status to complete.

4 Enter the date and time. This is the date of the IFSP Meeting.
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5 Click on the "Early Intervention Services" tab.

6 Select the IFSP type -- in this case, Initial.
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7 Add services into the grid. In this example, we will add weekly FTC and a one-time
SLP eval.

NOTE: "Date added" should reflect the IFSP Meeting date/date parent agreed to
adding the service. (This is typically also the signature date - although at times the
signature could have a later date, due to needing to send/receive forms to parent
to obtain their electronic signature.)
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8 Complete all columns for each service, EXCEPT for the very last column. ("Date
Ended" in the last column is not completed until later, when this form is updated
and the service is ended).

9 The Provider field uses a lookup feature. Click on the "..." in that field and search
the provider's name to enter.
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10 Add more services as needed in subsequent rows.

11 Once the grid is completed for services being added, go to "Other Services" tab
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12 Other services in place/needed are recorded here.

13 When done with Other Services, click "Acknowledgement and Consent"
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14 Find and complete the corresponding section for the IFSP Type (in this case,
Initial). Items in the section are checked off/completed in conversation with the
parent. The parent's signature on this form will confirm that the items selected
have occurred/are understood/are agreed to.

15 Once the acknowledgement/consent items are checked off, click "Save" at the top.



Made with Scribe - https://scribehow.com 9

16 The page will refresh after saving. Click "Other" and then click "Sign"

17 Use the radio button to select Mouse Signature - select the Signature Title and
enter parent/guardian name.
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18 Parent then uses mouse or touch screen to sign. Click "Save Signature".

19 Saved signature appears in the row underneath this section. Click "Close" at the
top.
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20 The form is now saved and signed - click "Close" to exit the form.

21 This returns you to the child's Program Episode Details screen. Click "Refresh" in
the Forms section; a 1 will appear next to the IFSP-Services form in this list.


