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This session explores key SpEd Forms reports, what data 

feeds them, and why directors might run them.

Participants will review examples, discuss practical uses 

for program decisions, and see how report data can be 

transformed into visual charts for easier analysis.

Description
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By the end of this session, participants will be able to:

● Identify which SpEd Forms reports align to common 

program and compliance needs.

● Explain practical reasons for running specific reports 

throughout the year.

● Use visual templates to turn report data into charts that 

support data review.

Goals
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Andrea Lucas: SpEd Forms Product Manager

Diane McCarron: SpEd Forms Director of Services

Jennifer Danielson: Executive Director of Student Services,             

South St. Paul Public Schools

Mark Oehrlein: SpEd Forms Director of Technology

Presenters
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The reports are only as good as the data entered.  

Steps to cleaner data:

1. Use finalized or working data*

2. Consistently pull reports and cross reference.

3. Use report: SIS (imported) enrollment record discrepancies
a. SEES, environment and disability codes 

b. Dates and end codes

4. Use Service Date Overlaps report

5. Use “Service reconciliation tool”

6. Remove test/fake students      

7. Remove inactive students

8. Use consistent naming for Services List - Dropdown #13

Clean data
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Lock it down!



Admin report to find overlaps

*New* There is an option to search for services using 
‘Advanced mode.’

This will show all services for the student, including 
those that do not currently overlap any other services. 6



Educator report to find overlaps

7
Why?????
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Finalization checklist



How to Pull This Data:
1) Admin Reporting → Quick

2) Finalization Checklist

3) Save to File → Open CSV

Why Might You Use This Template:
● Following due process timelines is important!

● Template includes a process tab

● Data could be pulled weekly by a Due Process Clerk in the district

● Due Process Memos are sent for late paperwork

○ Process used at SCRED

Finalization Checklist
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https://docs.google.com/spreadsheets/d/1OwLZqqxs8RBorAExUB4J-KqnY7P1W3cNAUlteWgeHqM/edit?gid=1604759321#gid=1604759321
https://sites.google.com/scred.k12.mn.us/casemanagerresources/ongoing/cimp-compliance-monitoring?authuser=0#h.p_EblfNjClO0Tb
https://sites.google.com/scred.k12.mn.us/casemanagerresources/ongoing/cimp-compliance-monitoring?authuser=0#h.p_EblfNjClO0Tb
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Consistent naming
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Consistent naming (2)



● Helpful to track initials, reevaluations, DNQ, parent/school referral

● Demographic information

● Helps with ADSIS application data

Evaluation Summary (Part B)
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Active Students
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How to Pull This Data:
1) Overview → Active Students → Click the number

2) Save to file

3) Open the CSV

Why Might You Use This Template:
● Track data regarding the number of students throughout the year

● Helpful to have “real-time” data on the students you are serving

● Instructions and tabs are can be modified easily to fit your district

● Data could be pulled by you, admin assistant, data coordinator, due 

process clerk, etc. 

● Takes about 30 minutes per month maximum once you get used to the 

steps.

https://docs.google.com/spreadsheets/d/1JZ0QZ2VmM2dF5SXCXFlLuKp42aH54DowUAhw8WiihBs/edit?gid=1694909842#gid=1694909842


How to Pull This Data:
1) Admin Reporting → Quick

2) Progress report results for 2025-26 (or whatever year you want the data from)

3) Save to File

Why Might You Use This Template:
● Monitor how students are doing on IEP goals

● Could pull report annually or after each progress reporting period

● Analyze data by district, building, case manager, type of goal, student

Progress Report Results
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https://docs.google.com/spreadsheets/d/1BPpDsijH0q4QptWXbRljedSwquUPJkriAPGqyye9CwI/edit?gid=701253646#gid=701253646


Students turning
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Includes:
● District School Plan manager MARSS ID LSID

Student

● Active Special education Age on ER date Birth date

● Primary disability Secondary disability Grade Gender

● ER date Eval time Instructional setting

● Hispanic Native American or Alaska Native Black or African 

American Native Hawaiian or Pacific Islander Asian White or 

Caucasian  Multiple races

● English learner

● Current plan type Status start date Initial Reeval DNQ

● Team override Current MARSS status Assessment hours Referral 

source

Evaluation summary (part B) 2025-26
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Admin Dashboard
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Your favorite reports?
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How to use a report

Copyright SpEd Forms - Do Not Distribute

19



Most commonly pulled reports
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Most commonly pulled reports (2)
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Questions
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