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Introduction

Special Education FormMatrix is a computer system for managing your special education paperwork. The program
is optimized for use on a Windows PC with a monitor screen resolution of 800 x 600. It works in Windows 9x, ME,
NT, 2000, and XP. When you place the program CD in your CD drive, the installation program automatically will
start up. By default, the programwill be installed on the computer's C drive. During the installation process you
have the option of changing the location for the program files. (You also can install to and runthe program from a
network folder.)

With this system you can create, edit, print, and store records and forms for each of your students. Much of the
information you will need to provide in the forms is avail able through pop-up lists, check boxes, and radio buttons
with predefined values. This reduces the time needed to type in information and helps ensure that all required
information isincluded. State instructional standards, which are required in I1EPs, are available with the click of the
mouse.

IMPORTANT! Inorder to comply with federal and state regulations when using this program to create |EPs, you
must make it clear to parents at the start of all |EP meetings that you are presenting a draft |EP and that the proposed
services are only recommendations for review and discussion with the parents. Parents have theright to bring
guestions, concerns, and recommendations to | EP meetings. Before the IEP is finalized, there must be afull
discussion with the child’s parents about the drafted | EP, the child’ sneeds, and the servicesto be provided to meet
those needs.

Getting Started

Special Education FormMatrix has multiple ways for doing the same thing. Within this user guide, the most
convenient ways are presented. Most of the program functions you normally will use are included in the Menu Bar
located at the top of each form. (See Figure 1.) Other functions are available from the Menu at the top of the screen.
Y ou can view, add, change, omit, or delete recordsin your file. The program automatically savesthe changes you
make to your file as you work.

Menu | DataSheet| Roster | <=Record | Record= | Mew | Duplicate | Delete | Sort | Find | Spelling | Print | Help | Exit
IEP Meeting Report 4 )

Figure 1 Top menu bar and navigation buttons

A fieldisthe basic unit of dataentry in arecord. A field holds data you typein or select from predefined value lists.
Some fields display the results of calculations on datain other fields. Y ou cannot directly enter data into calculation
fields. All fieldsin which you can enter data have a white background. Each set of fieldson aformiscalled a
record.

Some forms contain bluetext that, when clicked, opens awindow that displays references to relevant federal and
state regulations. If the message window does not display all of the information, you can resize it with the mouse,
and you can drag it to another location on the screen.

It isagood ideato regularly make a backup of your file. Clicking the Backup File button in the Reference section
of the Main Menu will allow you to easily do this. The backup file will be named Matrix Copy.USR, and it will be
placed in the Special Education FormMatrix folder. If your main file becomes damaged and cannot be repaired, you
can delete it and then rename the backup file Matrix.USRin order to restore your student records.

Always use the Exit button in the Menu Bar to close the program in order to ensure that no dataislost. Power

failures, hardware problems, or shutting down the program improperly can damage the FormMatrix database. If the
database becomes damaged, press the Ctrl and Shift keys while double clicking the SE FormMatrix desktop icon.
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Hold the keys down until you see the Open Damaged File window. In the L ook in window browse to the folder
containing the FormMatrix files and select the M atrix.USRfile. The repair program then will rename the file
Matrix Old.USRand create a repaired Matrix.USR file (if possible).

Navigating Through the Program

Y ou can usethe Main Menu to access linksto all of the special education forms aswell as reports, reference
information, and other program features. Whenever you move the mouse pointer over a button (link), it will change
to ahand cursor. All of the main special education forms have blue navigation buttons in the upper right hand
corner of the form. When clicked, the left arrow button will take you to the previous form in sequence, and the
right arrow button will take you to the next form in sequence. The red squar e button in the upper right hand corner
of each |[EP Annual Goals and Objectives form will take you to the Supplemental Goals and Objectives.

The bottom bar on each form displays the number of found records, the total number of records, the name or
number of the form being displayed, the current student record being displayed and blue navigation buttons. When
clicked, theleft arrow button will take you to the previous form in sequence, thesquar e button will take you to the
Main Menu, and the right arrow button will take you to the next form in sequence. (See Figure 3.)

Record 1 of 2 found | Total records: 25 | SE8BC-3 | Current record: Gretchen Josephson | { | }

Figure 3 Bottom bar displays of record information and navigation buttons

Y ou can move to the previous or next student record by clicking the <<Recordor Recor d>>buttonsin the Menu
Bar . Alternatively, you can pressthe Ctrl and Down Arrow keys to move to the next student record, and the Ctrl
and Up Arrow keysto move to the previous record. Y ou can move to afield in arecord by clicking in the field
where you want to enter data. Pressthe Tab key to move to the next field, and press the Shift and T ab keysto move
to the previousfield.

To find a student record, go to the form you want to useto find arecord. Click Find from the Menu Bar or pressthe
Ctrl and F keys. The form will change so thereis no information in any of the fields. Click or tab on the appropriate
field, typein your request, or select your request from any field that has a popup menu. Click the Find button again
or press Enter. The record or records with data matching your request are added to the found set of records, whichis
the subset of records being browsed. Y ou then can work with just the recordsin the found set. To once again show
al records, pressthe Ctrl and J keys. Y ou also can find records that have the same information in more than one
field. For example, if youwant to find all students who arein the 6th grade and classified as SLD, go to the Student
Roster, click Find, put SLD in the Categoryfield and 06 in the Grade field. Click Find again, and all of the
matching recordswill bevisible.

Theicons at the bottom left corner of the document window allow
you to switch among the Browse, Find, and Preview display
modes. (See Figure 4.) Y ou also can select display modes by
pressing the Ctrl and B keys (Browse), the Ctrl and F keys (Find),
and the Ctrl and U keys (Preview). The Zoom in and Zoom out
icons enlarge and reduce the screen image respectively. You also
can zoom in by pressing the F3 key, and zoom out by pressing the 150 oful | Browse ] < |
Shift and F3 keys.

current magnification
F00Om out icon

Z0om in icon
status area icon

[ [ [y display mode

Figure 4 Bottom left icons

An alternative way to display, find, and move through recordsis by using the status area (See Figure 5.) You can
open or close the status area by clicking the status areaicon in the bottom left corner of the screen or by pressing the
Ctrl and Shift and S keys. The status area appears at the left of the document window and displays a book icon and
status information. With the status area open, you can move from one record to another by clicking the book icon.
Click the bottom page of the book for the next student record. Click the top of the book for the previous record.
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Y ou can conveniently sort records using the Student Roster. Click the Sort button
in the Menu Bar or right click any field name in the Student Roster and select Sort
from the popup menu. The default sort order is displayed in the right window of the
Sort Records window. To change the sort order, move the mouse over the up-down
arrows that appear just before the field name. The mouse cursor will changeto an
up-down arrow symbol. Click the mouse and drag the filed name to the top of the
sort order list, then click the Sort button.

Entering Information

When you first install the program, you cannot enter student information until you
create anew record. Click the New button on the Menu Bar to add a new student
record and the Delete button to delete an existing record. Y ou also can add a new
record by pressing the Ctrl and N keys, and delete arecord by pressing the Ctrl and
E keys. IMPORTANT: Y ou cannot retrieve deleted information, and you cannot

Menu | Data Sheet| Roster | <Record | Ret

IEP Annual G

Student: |Jim Johnson - D

Annual geal Readingz

Figure 6 Example popup menu list

SEEC- .. |l [ Menu | Data

3 | | Student: Sab

Need area: R
Annual goeal:

R14. Acquire

Meazurable o

Figure 5 Status area

undo the action of deleting records. Before you delete records,
consider making a backup copy of your file.

Y ou add information to your file by entering datain records. You
can type information into fields using the computer keyboard,;
enter preset information from value lists that appear aspop-up
lists, check boxes, or radio buttons; and copy and paste
Need area: | State s INfOrmation. (See Figure 6.) It isbest to first fill out all of the

: information about a new student on the Student Data Sheet. By
doing this, each form that includes that information will display it

Writing e .

Mathematics for you automatically.
.................................. Communication . . :

Daily living skills L For fieldsthat display checkboxes, click each box you want to
Meazurable e D . . .

Early childhood development  fuw. select to place an X iniit. Click the box again to remove the X. To
Progressm{Motor | undo aradio button selection, click the field containing the

Social'emotional’'behavioral  Fo==  button, and then press the Del key twice. To choose a predefined
Progressmg . oon |l value from a pop-up list, click thefield and then click the value
Person(s) responsible: : from the pop-up list. To enter avalue that isn't included in avalue

list, click the data field twice and then type in the new
information. Deselect alist by pressing Esc, clicking the field
again, or clicking on the form where thereisn’t afield.

Y ou must enter datesinto fields using afour-digit year, e.g. 1/7/2004. Enter student names in the following format:

Jane Doe. The program will automatically determine the student'sfirst and last name.

Y ou also can enter text information from another program into afield. For example, if you have a goal or objective
inaWord file, you can copy and paste it into the appropriate field on the goals and objectives form. The |IEP
Additional Information Form is available for any |EP datathat will not fit in the other forms. If the text you enter
into afieldisalittle too long for the field, you can reduce the font size so it will fit. First set the display sizeto
100% using the Zoom control in the bottom left corner of the screen. (150% is the default setting.) Select the text,
click Format from the top menu, click Size, and select a smaller number. A 9-point font is recommended as the

smallest font size to use for readability.
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Editing Information

Y ou can edit many of the field popup lists. Open a popup list and scroll to the bottom. If Edit islisted, click it to
open an edit window. Then, just like in aword processor, you can change or delete any of the menu items, reorder
the items, and add new ones.

Y ou can duplicate arecord (all of the formsfor a student) by using the Ctrl and D keys or using the Duplicate
button on the Menu Bar when you are viewing that record. If you want to save a student’ s original records when,
for example, you are preparing to write anew |EP and change other forms for the student, first duplicate the original
record, rename it, and then export it to a new file. Maintaining duplicate records in your main file is not
recommended because it will result in erroneousinformation in the Summary Student Recor ds Report.

By using the Spell button on the Menu Bar , you [ %]
can check spelling in a selected field, text in the
current record, or text in afound set of records. By el [Cuirent recard. -]
clicking Learn in the Spelling dialog box, you can i
add words not already in your user dictionary. To _ : _
edit your user dictionary, go to the top Edit menu, e QIS )
select Spelling - Edit User Dictionary, and then e R
select the option you want. Y ou also can set spelling I:::[e ;”;TTC;';: K serles
options, such as having the program check your e bt tie
spelling as you type, by going to the top Edit menu
and selecting Pr efer ences - Document. Then click FOiano Eopics
the Spelling tab and select the options you prefer. = Al Number of copies: ~ [1 =]
" Pages from: ’2— b ’2— lil—l_l @I !jgl -
- - 1 2 3
P rl ntl n g Mumber pages fram: |_1
OLE
Special Education FormMatrix prints formsto the it akbnkstsie piiing
default printer configured for your computer. If you %

want to change the default printer, select Print
Setup from the top File menu, then in the Name
box, select the new printer. Y ou can print forms by
selecting the Print button from the Menu Bar . A print dialog box then will appear. (See Figure 7.) You also can
print by pressing the Ctrl and P keys or, to skip the print dialog box, pressthe Ctrl and Shift and T keys. To
preview aform, choose Previewfrom the display mode icon in the bottom left corner of the screen or press the
Ctrl and U keys to see an approximation of how the form will look when printed. Y ou usually will want to select
Print the current recordfrom the print window. Doing this will print the record currently being displayed.

Figure 7 Print dialog box

Y ou also can select two other options: Recor ds being browsedwill print the displayed form for all of your students,
Blank record, showing fields will print the current form with no information inthe fields. When you print atabular
report, such asthe Student Roster, you must select Records being browsed in order to have all of the student
records appear in the report. After printing areport, remember to select Print the current recordin order to print
single forms.

For the |[EP forms, you have the option of printing the current form or aset of forms. To do this, select the Print
button from the Menu Bar while displaying any of these forms. Then click the Current button to only print the
form displayed. Click the Group button if you want to print multiple forms. Once clicked, all of the forms that can
be printed together will be displayed. Click the box for each form you want to print.
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Importing and Exporting Records

There are many options for importing
and exporting records. The following
instructions describe the most common
use of thisfeature - importing and
exporting entire sets of recordsto files
that can be used by another Special
Education FormMatrix program:

Export Records:

1

Use Find from the Menu Bar
to select the records you want
to export.

Choose Export Records from
the File menu at the top of the
screen.

[_._

=
=

Eerjypel ey pen iyl F [

Savei_n:l-'-# lJ -
|[Z)Backup I[CJFPROT
C_DILLA 1386
I3 Config.Msi M50Cache
IC)DELL )My Downloads
IC)Documents and Settings My Setups
[CJ)DRIVERS [ Program Files
;;! i
File name: |
Save as type: |F|IeMaker Pro Burtime Files *.USR) ﬂ

EF E2F
RECYCLER
System Yolume

I temp
YCOM

CwinDows
ICywUTemp

Cancel

Figure 8 Export records to file window

Inthe Export Recordsto File window, select alocation for the file in the Save in box, and type a name for
thefilein the File name box. (See Figure 8.)

Make sure the Save as type box saysFileMaker Pro Runtime Files (* .USR).

Click the Save button.

In the Specify Field Order for Export window, click the Clear All button, then click the Move All

button. (See Figure 9.)

Make sure that the Character Set box saysWindows (ANSI) and that the Don't format output radio
button is checked. (These are the default settings.)

Click the Exportbutton.
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specity el Underfon Expont: ._J ﬂ1
| Current File ["FormMakel.USH'ﬂ Field Order
AdaptivelbiList il + Adaptive0bjList il
Adddzzessment #+ Addbzseszment
AdddzseszmentMotElig $+ AddbzeeszmentMotElig
Additionaltdaptations #+ Additionalddaptations
ADomainscc] # Alomainscc]
ADomaintcc1l Clear Al 4+ ADomaindcc1l
ADomaindcc] + ADomaindec]l
AlDomaindccl2 #+ ADomaindccl2
ADomaindcc? 4 + ADomaindcc?
aDomainacc Marve Al # ADomaindccl
ADomaindccd 4 + ADomaindccd
aDomainscch # Alomainacch
Al omainscch + ADomainbcch
ADomaindccy # ADomainscc?
Al omainsccd j + ADomainbccs j

Character Set:

Summarize by. ..
* Don't format output
™ Format output wsing current layout Export | Cancel |

Figure 9 Specify field order for export window

Import Records:

If you are replacing or updating records, first make a backup copy of your database. (Replacing and updating
overwrite datain your fileand cannot be undone.)

1. Choose Import Records from the Ooen File
top File menu. | e Fil dd

x| & B o E-
2. Inthe Open File window, make

- R (CBackup CFPrROT RECYCLER
sure the Files of type box indicates C_DILLA 138 System Volume
FileM aker or FileM aker ICZ) Config.Msi MSOCache i temp
Runtime Files. (See Figure 10.) ICDDELL )My Downloads WCOoM

|[CCiDocuments and Settings |[CChMy Setups I wWINDOWS
3. Locatethefiletoimport inthe LIDRIVERS LQProgram Files QwUTemp
Look in box, and then click it to 1
insert it in the File name box. :
Click the Open button. Flename: |
Files of type: |FiIeMaker Files (*fp5.*fp3;* fm) j Cancel
4. Inthelmport Field Mapping
window, make sure the View by Hasts
box indicates matching names.
(See Figure 11.) Then for the Figure 10 Open file window

Import Action, choose either Add
new records to add new records to your database, or Replace data in current found set to replace student
records in your database with records from the import file.

5. Inthelmport Options window, use the default setting (Perform auto-enter ... box is unchecked). Click
the Import button. (See Figure 12.)

PAGE 7



SPECIAL EDUCATION FORMMATRIX USER GUIDE

imponthaeld

AaPPIng;

[rata in: "azdaszd. fph"

Wiew by
Map  Fields in; "M atrix fps"

Lazth ame

Firzth ame

Dog

Grade

PrimeCat
ProgramT ype
ServiceT ype
EntryDr ate
LRELChange
WithdrawalD ate
“WithdrawalR eazon

Scan
= |Data %

Figld Mames

Irnport Action
% fdd new reconds
i~ Replace data in current found set

" Update matching records in current found set

s

DOB

Grade

PrimeCat
ProgramT ype
ServiceType
EntryD ate
LREChange
WithdrawalD ate
WithdrawalReason
Student
Ethnicity

Parent

Street

LELBLEUIR O O O NN N O

Map Legend

=+ Import data
2 Dan't import
4=+ Match fields

carcl |

Diefine Fields. ..

Figure 11 Import field mapping window

ImponkUpEoRE
£ ~*

G e
~

I Perfarm auta-enter aptions while importing
[modifization date, zerial number, lookups, et ]

o]

Cancel

Figure 12 Import options window

PAGE 8



SPECIAL EDUCATION FORMMATRIX USER GUIDE

Using Arizona Academic Standards

The Arizona Academic Standards are arequired component in every |EP. Reading, Writing, and Math standards
are currently available at all grade levels, and Early Childhood Education standards are available for the preschool
level. Other standards use the following levels:

Functional (F) ...cccocveeeevereveennen. age 3-21
Readiness (R) ....cccovevveerereneenens grade K
Foundations (FS).........coveerenn. grades 1-3
Low Essentials (E45).......c.c..... grades 4-5
High Essentials (E68)............... grades 6-8
Proficiency (P) ....ccooevevnerreenn. grades 9-12

On the Goals and Objectives forms you can use pop-up liststo select goals based on state standards, and objectives
based on state performance objectives. State goals and objectives are not available for every need area and for every
level. Goals and objectives based on state standards are available asfollows:

State standard (L evels available)

Reading Process (K — 12)

Comprehending Literary Text (K —12)
Comprehending Informational Text (K — 12)
Writing Process (K — 12)

Writing Elements (K — 12)

Writing Applications (K — 12)

Number Sense and Operations (K — 12)
Data Analysis, Probability, & Discrete Mathematics (K — 12)
Patterns, Algebraand Functions (K — 12)
Geometry and Measurement (K — 12)
Structure and Logic (K — 12)

Listening & Speaking (FS, R, F, E45, E68) *
Physical Activity (R, F)
Salf-help/adaptive.........ccovvereenee. Comprehensive Health Education (FS)

Social/emotional/behavioral Workplace Skills (R, F, E45, P)
Social/emotional/behavioral Comprehensive Health Education (R, F, E45, E68, P)
Transition........cccecveees vevvrvecrneeennns Workplace Skills (R, F, E45, EG8, P)

Early Childhood Development.................... American History (preschool)

Early Childhood Development.................... Approaches to Learning (preschool)

Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development
Early Childhood Development Pre-Reading (preschool)

Early Childhood Development Pre-Writing (preschool)

Early Childhood Development.................... Responsibility for Self and Others (preschool)

Civics and Government (preschool)
DataAnalysis (preschool)

Dramatic Play (preschool)

Economics (preschool)

Geography (preschool)

Geometry and Measurement (preschool)
Health (preschool)

Inquiry (preschool)

Knowledge of Self (preschool)

Number Sense and Operations (preschool)
Oral Language Development (preschool)
Patterns (preschool)

Physical & Motor Development (preschool)
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Early Childhood Development.................... Safety (preschool)

Early Childhood Development.................... Socia Interactions with Others (preschool)
Early Childhood Development Structure and Logic (preschool)

Early Childhood Development Visua Art (preschool)

Early Childhood Development World History (preschool)

! State performance objectives are available only at the Functional level.

Y ou can access a set of supplemental goals/objectivesin Special Education FormMatrix by clicking thered square
button in the upper right hand corner of each |IEP Annual Goals and Objectives form. The goal s/objectives for each
need area appear in scrollable windows. Y ou can copy any of these goal s/objectives, click the appropriate button to
return to the goal's and objectives page you were working on, and then paste the goal or objective into the
appropriate field. Y ou also can edit the supplemental goals/objectivesin order to have a set that suits your
preferences. Within each need area window, just like in aword processor, you can change, delete, add, and reorder
goals/objectives. The changes you make will remain when you exit the program.
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Keyboard Shortcuts

Command name Modifiers Key Menu
Browse mode Ctrl B View
Duplicate record Ctrl D Records
Copy Ctrl C Edit
Current date Ctrl - Insert
Current time Ctrl ; Insert
Current user name Ctrl Shift N Insert
Cut Ctrl X Edit
Delete record Ctrl E Records
Next field Tab

Next record Ctrl Down arrow

Omit record Ctrl M Records
Paste Ctrl \% Edit
Previousfield Shift Tab

Previous record Ctrl Up arrow

Print Ctrl P File
Print (without print dialog) Ctrl Shift T

Print preview Ctrl U View
Quit program Ctrl Q File
Select all Ctrl A Edit
Sort records Ctrl S Records
Status area (open/close) Ctrl Shift S View
Show all records Ctrl J Records
Text (left justify) Ctrl [ Format
Text (center) Cirl \ Format
Text (right justify) Ctrl ] Format
Text (full justify) Ctrl Shift \ Format
Zoomin F3

Zoom out Shift F3
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Appendix 2

Ways to Find Information in Data Fields

To find

Example

words that start with specific characters: type in the characters

Har finds Harry and Harold

a phrase: type in the phrase between quotation marks

"SLD resource" finds SLD resource

words with one or more unknown characters: type in @ for each
unknown character

Gr@y finds Gray and Grey

words with zero or more unknown characters in a row: type in *
for all unknown characters

Jo*n finds Jon and John

values less than a specified value: use < <12/31/2002
values less than or equal to a specified value: use <= <=102369
values greater than a specified value: use > >12/31/2002

values greater than or equal to a specified value: use >=

>=12/31/2002

values within a specified range: use .. or ...

1/1/2003..5/20/2003

empty fields: type = in the field

fields that are not empty: type * in the field

*
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