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DATA ENTRY--Updating
IFSP-Services

This guidance explains how to UPDATE an existing IFSP-Services form in Welligent.
Updates and revisions to IFSP-Services are documented by copying the original
IFSP-Services form. This minimizes data entry and ensures that the most current
IFSP-Services form always contains a full list of child's IFSP services over time.

1 In the child's record, click "Program History"
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2 Select the Early Intervention program

3 In the Paperwork/Forms section, click the GRAY plus sign to see previous versions
of the IFSP-Services form.
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NOTE: The green plus sign creates a new form - do not use the green plus sign.
For updates/reviews of existing IFSP-Services forms, we will be using creating a
copy of the existing form (ADD revision), and NOT creating new.

4 In the box that opens, find the most recent version of this form (the most recent
will appear at the bottom of the list) and click "Add"
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5 When the form opens to the setup tab, allow the page to refresh twice (you may
need to click on the screen to prompt this). WAIT for the pop-up that says "Data
Record has been successfully inserted". This means you've created a copy of the
existing form.

6 Change Screening Status to "Complete"
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7 Enter the date of the IFSP review/update.

8 Click 'Save' in the upper right
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9 Click on the "Early Intervention Services" tab

10 This screen contains a copy of the previous IFSP-Services. If needed, update the
IFSP type to match the update/review you are entering.
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11 Add any end dates for services you are ending or changing (even if you are only
adjusting frequency or intensity, you should end it and record it again in another
row with the new details).

NOTE: Services should never be deleted. This list of services should continue to
grow over time with each revision, as services are added, ended, or updated.
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12 Add any new or updated services in the blank rows.

13 Once you are done adding new or updated services, this list now reflects all active
services as well as services that have now been ended. Click 'SAVE' in the upper
right.
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14 Click 'Close'

You're done!
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15 The screen will return to child's Program Episode Details screen. In the
Paperwork/Forms section, click 'Refresh'.

16 If you click the GRAY plus sign next to IFSP-Services, you can view completed
forms.
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17 In this example, you can see the initial 7/10 IFSP, and the revised 7/27 IFSP below
it.

NOTE: The next time an update occurs, you will click 'Add' in the most recent
version of the form and proceed with the steps in this document.


