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Sharing	Session	Notes	in	the	Service	Portal	
	
Supervising	providers	and	their	licensed	assistants	see	previously	entered	logs	
ONLY	when	the	student	is	shared	on	both	provider’s	caseloads	(i.e.	OT	and	COTA,	PT	
and	PTA).		
	
	
For	example,	if	a	Licensed	Occupational	Therapist	and	a	Certified	Occupational	
Therapy	Assistant	both	provide	services	for	the	same	student	and	this	student	is	
actively	on	both	user’s	caseloads,	then	the	Shared	Service	tab	will	populate	with	the	
logs	entered	by	the	other	provider.		
	
	
To	access	the	feature,	the	user	clicks	on	a	student	name	from	
their	caseload	on	the	Portal’s	Home	page.		
	
	
	
	
	
	
	
	
This	takes	the	user	to	the	Student	Information	Page	where	they	select	Shared	Logs.		
Please	note:	you	may	proceed	to	the	logging	calendar	if/when	ready	from	either	the	
Shared	Logs	tab	or	Service	Logs	tab.	

	



Goals and Objectives  
OVERVIEW 
 

• Providers can manage goals and objective based upon a student’s IEP.  
• Goal data is entered either manually or imported from IEP software program.  
• The goals for a specific student shall appear in the service log for a user to select one or 

more goals for each log. 
 
Managing the Goal Bank: 
           
On the Announcement Page in the My Caseload 
list, click on the student you would like to add 
goals to within the student’s goal bank.  
 
 
Click on the Manage Goals tab.  
 

 
Select New to add a Goal/Objective. The fields of Goal ID, IEP Start Date and IEP End Date are 
optional fields. When the goal is complete click Update. Repeat as needed. 

• A listing of current goals in the bank will appear as choices in the service log.  
• Please note, only the goals relevant to one’s specialty will appear. For example, Speech staff 

will only see the speech goals. These goals are also shared which allows all speech staff 
serving this child to see the same goals. If a speech person adds a new goal all of the speech 
staff shall see that goal for the student.  

  
One may Edit or Delete a goal. Again, any changes here will impact the Goal Bank for providers 
with the same service type.  
Please Note: Deleting a goal does NOT delete the goal from the log, only from the Goal Bank.  
 

 
 
 
 



Adding Goals to Service Log: 
 
Providers will now have two ways to enter Goals:                                        

• Manual entry into the Goals and Objectives box or                                                                         
• Use of the Goal Bank.                

 
Select a Service Types to view 
Goals and Objectives. Note, 
evaluations will not require the use 
of Goals and Objectives.   
 
Fill out the Service Time, Progress 
Report and then Click Manage 
Goals and Objectives.  
 
A pop-up window will appear containing the Goal Bank.  

• Check one or more goals you are working on.  
• As you check the goals you will notice they are added to the Goal Text box.  
• To Exit the Goal Window click the “X” in the top right corner. 
• You may add text to the Goals and it will not impact the Goal Bank.  
• All changes will be permanent in the log for reporting.  
• Any Goals Deleted from the Goal Bank will have zero impact on the log that is saved.  
• To check your log, go to Reports and then Detailed Student Report.  

 
 
 
 
 
 
 



  

Caseload Grouping Option 
Overview 

Users may break up their student list into sub-groups in the Service Log by Student Wizard. 

For example a user: 

• sees students from multiple districts and they can create a district specific group; 
• works at a high school and then a middle school and the user creates specific groups by school; 
• creates groups based upon certain days of the week if desired.  

Users may choose to use or not use this functionality to log student services. 

Instruction of use: 

The user can create groups in two areas in the service portal.  

The first option is on the home/ default page. Click My 
Groups. 

 

 

 

Or the second option would be to enter the wizards page.  

 

Click Service Log By Student Wizard 

 

 

 

To start using the new feature click 

CREATE a GROUP button. 

 

 

The Manage Student Groupings page will appear. 

 

 

 

 



 

Under My Group Names, click New.  

  

 

 

 

Type in the group name in the Group Name text field. Click Update.  

To edit the group name, click Edit. Fix the group name or click Delete to 
erase completely.  

 

 

After the group name is created, Choose the Group you would like to 
add students to and then click Close. 

 
Choose the students by clicking a checkmark to the left of the student full name. After selecting multiple 
students, click Close.  

 

 

 

 

 

 

 



 

Click the Select button to preview the names 
chosen for the group. If you like what you see, 
click, Save Group. If you would like to make a 
change, re-select the group and kiddos. Then 
Select and Save Group.  

 

 

 

The group(s) will display on the bottom in      
My Student Group grid view.  

1) Collapse All Rows: This will shrink all the 
rows in the Grid view 
 
2) Expand All Rows: This will Expand all the 
rows inside the Grid view 

 

Once you have made the initial Group names, you will select the groups for logging from 
the Student Wizard page. 

 

Go to the Service Log By Student Wizard page, from the dropdown                                 
“search a group to filter by” select the group and your list of students will 
populate.  

 

 

 

 

 

        Test,Test1 000000001             Test,Test2 0000000002          Test,Test3 0000000003 

 

To go back to the ALL Caseload that you originally have, after selecting a group, just click the X or Wizards 
from the toolbar.   

   

Select	All												Select	None	

Morning	Class	

Mid	Afternoon	
class	

Afternoon	Class	

Elementary	
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