
9/3/2010ClassMate 1



Special Populations Options

o Special Population Base Data Setup

 Action Codes

 Pre-Defined Comments

 Support Legend

 Specially Designed Instruction

 Assigning Para-Educators to Sessions
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Special Populations Options

The Special Populations Options module allows 
users to track all interactions and/or 
interventions for all students Special Services 
team can select specially designed instructions  
(SDI’s) from a students IEP and allow teachers to 
easily take note of any SDI’s a students may 
have. The Special Populations Options module 
cannot be used until the required Base Data has 
been setup in ClassMate.  
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Special Services Base Data

The purpose of this one-time setup step is to enter various codes and pre-defined comments in
the ClassMate system. This allows Special Services teachers and aids to create intervention logs.

Getting Started
(Mandatory  Step)

Double Click on My Modules > Double Click Special Populations Options > Click 
Special Services Base Data
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Action Codes

Prior to using Special Services Logs, an 
Administrator  or Specials Services specialist at 
the school must create a list of  Action Codes
for aides and Special Services teachers to 
select from when documenting interventions.  

Note: Sample codes
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Special Services
Base Data Setup – Action Codes

Creating Action Codes  

Action Codes can be added at any time during the school year. The codes must be created prior to using the intervention 
logs.

Select Action Codes Folder1

Type a Description for the new code5

Select Action Codes Tab2

Click Green Arrow Button to add a new code3

Enter a unique Abbreviation for the new code4

Click “Save”6
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Special Services
Base Data Setup – Pre-Defined Comments

Pre-Defined Comments

Prior to using Special Services 
Logs in ClassMate, an 
Administrator at the school 
needs to create a list of 
comments for aides and Special 
Services teachers to use when 
entering interventions.

Note: Sample comments are
listed
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Special Services
Base Data Setup – Pre-Defined Comments

Select Pre-Defined Comments Folder1

Type a Description for the new code4

Select Comments Tab2

Click Green Arrow Button to add new comment3

Click “Save”5

Pre-Defined Comments
Comments can be added at any time during the school year. The comments must be created prior to using 
the intervention logs.
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Special Services
Base Data Setup – Pre-Defined Comments

Support Legend

Prior to using Special Services Logs in ClassMate, an 
Administrator or Special Services Specialist at the 
school MAY want to establish an IEP Support Legend 
for use in ClassMate. The Support Legend is a method 
to communicate the support level required for the 
student.  Use of this functionality is optional.

Note: A Sample Legend is provided.
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Special Services
Base Data Setup – Pre-Defined Comments

Select  IEP Support Legend Folder1

Type a Description for the new level4

Select Support Legend Tab2

Click Green Arrow Button to add new level3

Click 'Save”5

IEP Support Legend

The Support Level can be added at any time during the school year. The Support Legend is an Optional 
function. 
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Special Services
Base Data Setup – Pre-Defined Comments

SDI’s 

Specially Designed Instructions

Prior to using Special Services Logs in ClassMate, 
an Administrator or Special Services Specialist at 
the school MAY want to establish a list  SDI’s or 
specially designed instructions for use with 
ClassMate. The SDI functionality provides a quick  
method to communicate with teachers, aides, 
and Special Services teachers regarding student 
IEP information. Use of this functionality is 
optional.

Note: Sample SDI’s are listed
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Special Services
Base Data Setup – Pre-Defined Comments

Select  Specially Designed Instructions 
Folder

1

Type a Description for the new Instruction4

Select  SDI Tab2

Click Green Arrow Button to add new Instruction3

Click “Save”5

SDI’s Specially Designed Instruction

SDI’s can be added at any time during the school year. The SDI Tab is an Optional function. 
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Special Services
Base Data Setup – Para-Educators

Assigning Para-Educators to Classes

Para-Educators need to be assigned to classes, to allow them access to specific class rosters and student 
names. If multiple Para-Educators need to be assigned specific classes, assign one using the Instructional 
Course Offerings Module. Then assign any additional Para-Educators that need to see the roster using 
the School Educator Assignment by Class Module located under Modules < Admin Grading.

Getting Started

Double Click on My Modules > Double Click
Curriculum Management > Click Instructional Course Offerings
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Special Services
Base Data Setup – Para-Educators

Select a  Session to 
assign1 Select the Para-Educator’s name4

Select the Classes Tab2

3 On bottom left of screen look for Para-
Educator

Click “Save”5

Assigning Para-Educators to sessions

Para-Educators need to be assigned to specific classes, so that they will have access to student rosters.

1

2

3
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