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Edit History in MI-CIS
Introduction

The primary purpose for this document is to assist the MI-CIS daily user in completing data changes in records which have been inactivated in the data system.   The EDIT HISTORY function provides access to a number of fields which are not accessible on the entry screens after a student has been exited. Additionally, current attending dates may be adjusted as required.  The major functions allow the user to:

· Add, edit, or delete data on exited records, including resident attending data, attending school data, exiting data, status history, programs and service data, and IEP or IFSP plans data;
· Edit current attending record errors involving attending begin and attending end dates or the current attending district, and;

· Reactivate a record to add other record data not available in the Edit History fields.
Some of the common uses for EDIT HISTORY have been:
· Adding an IEP or IFSP that has been received by the user after the record has been exited;

· Correcting an inaccurate exit reason in the record;

· Correcting demographic information such as the spelling of the student’s name, or the student’s date of birth;

· Changing the attending begin date to the date on or before the referral date;

· Adding a Service Coordinator or Referral Source to an Early On record;

· Activating a record that was mistakenly exited, or;

· Correcting the attending district.

WARNING – USER BEWARE

Although EDIT HISTORY is a very useful tool for the experienced MI-CIS daily user, there are some functions that should NEVER be attempted:
· NEVER delete an attending record.  Using the DELETE button within the attending record will delete the entire record with ALL of its precious data.

· NEVER change data in a record from a previous district; edit only your own data.

NEVER use EDIT HISTORY in lieu of setting Primary or Pending Primary for a student; “Set Pending Primary “and “Set Primary” are used when a child returns to Special Education or Early On through a transfer or Re-referral. 

Current Fields in the Edit History Function
The following table lists the fields which are available for editing in Special Education and Early On records.  Fields not listed in the table must be accessed by reactivating the record and moving to the appropriate screen. 

	Fields
	Special Education
	Early On

	Attending ISD
	Yes
	Yes

	Attending District
	Yes
	Yes

	Attending Begin Date
	Yes
	Yes

	Attending End Date
	Yes
	Yes

	Resident ISD
	Yes
	Yes

	Resident District
	Yes
	Yes

	Resident Begin Date
	Yes
	Yes

	Resident End Date
	Yes
	Yes

	School
	Yes
	No

	School Begin Date
	Yes
	No

	School End Date
	Yes
	No

	School Primary Flag
	Yes
	No

	Data Entry Contact
	Yes
	Yes

	Exit Reason
	Yes
	Yes

	Ineligible Reason
	Yes
	No

	Primary Setting
	Yes
	No

	Site
	No
	Yes

	Grade
	Yes
	No

	School Hours
	Yes
	No

	Adjusted GE Hours
	Yes
	No

	30 day IEP Due Date
	Yes
	No

	Last MET
	Yes
	No

	Latest ERP
	Yes
	No

	Transportation Provider
	Yes
	No

	Transportation Type
	Yes
	No

	Medicaid #
	Yes
	No

	Medicaid Update Date
	Yes
	No

	Status
	Yes
	Yes

	Status Begin Date
	Yes
	Yes

	Status End Date
	Yes
	Yes

	Programs/Services
	Yes
	Yes

	Supplementary Flag
	Yes
	Yes

	Program/Service Begin Date
	Yes
	Yes

	Program/Service End Date
	Yes
	Yes

	Hours per Week
	Yes
	Yes

	Primary Program/Service Flag
	Yes
	Yes

	Provider
	Yes
	Yes

	Provided in School
	Yes
	No

	Program/Service Comments
	Yes
	Yes

	Plan Date
	Yes
	Yes

	Plan Purpose 
	Yes
	Yes

	Eligibility
	Yes
	Yes

	Plan Comments
	Yes
	Yes


Accessing the Edit History Function

To reach the EDIT HISTORY screen, select ‘Edit History” in the “Go To…” drop down located on any screen of a selected child’s record.  
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           “Go To… “ drop down     


Edit History

The screen will include the Attending Type and Eligibility (Early On or Special Education), the Attending ISD and District, and the dates during which the record was active.
For a record that is inactive the screen will have an End Date for the record and an option to “View History” for the Attending district selected.  An active record will have no End Date and the record cannot be selected to view or edit the history.  
The example below show an inactive Early On record and an active Special Ed record for one child.
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 If you do not have the “Ed History” in the “Go To…” drop down, go to “My Settings” and check the “Edit History” option to include in the drop down.
If you do not have “Edit History” in the options for display in ‘My Settings”, contact MI-CIS support at 866-731-2379, or support@mi-iis.com to add the permission.  The person at your ISD who has ‘FERPA” rights in MI-CIS may also add the “Edit History” permission your access rights.  After confirming the access has been added to your profile, go to “My Settings and select ‘Edit History” for display. 

(Note: Edit history should be available to all users with “Data Entry” permissions.  The function was added to the “Data Entry Personnel” permission after some users had been assigned access, and may need to be added to the roles assigned in MI-CIS.)
Editing an Inactive Record
The “View History” option provides access for editing information in the child record.  Data may be changed in or added to:

1. Resident ISD and District

2. Early On or Special Education information

3. Status

4. Programs and Services, and

5. Plans

Most edits are completed by clicking on the blue link of the data needing correction, making the appropriate change, and SAVING the changed record.  Adding data is completed by clicking on the NEW button, when available.  Following are examples of both changing and adding data to a record.
How To Change an Exit Reason

There are occasions when an inaccurate exit reason has been entered for a student leaving he district.  For these occasions the daily MI-CIS entry person may wish to change the exit reason in the record.
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1  Click on the EDIT button on ether the Early On or Special Ed option.

2  Select the desired exit reason from the drop down.

3  Save the change by clicking on the SAVE button.

How to Change Status 

Occasionally users have selected an inaccurate status when setting the Pending Primary for a record; for example, selecting REFERRAL rather than TRANSFER IN.  In this case the user may change the status to TRANSFER IN.
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1  Click on the blue link for the status you wish to change (REFER).

2  Select the desired status from the drop down (TRFER).

3  Save the change by clicking on the SAVE button.
How to Add a Plan
Occasionally users need to add an IFSP or an IEP which has been received after the record has been inactivated.   The PLANS section in Edit History allows both editing and adding plans.  To add a plan:
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1  Click on NEW to open the entry screen.

2  Add the plan date.

3  Select the Plan Purpose from the drop down.

4  Select the “Eligible” or “Ineligible”.

5  Add comments as needed or desired.

6  Save the data by clicking on the SAVE button. 
The new plan will be displayed in the Edit History screen and on the Plans Screen of the inactive record.
To edit an already existing plan, click on the blue link identifying the plan and make the needed change/s.  Then SAVE the changes.

 Note: Programs and services may be added similarly, by clicking on the NEW button, adding the data, and clicking SAVE.
How to Change the Attending Begin Date
A relatively frustrating scenario is when a user enters an Attending Begin Date and later realizes the Referral Date is prior to the date previously entered.  This Attending Begin date may be changed to on or before the Referral Date in Edit History, even though the record is active.  For an active record, the Edit History screen will display a begin date, but no end date. 
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1  Click on the blue link for the record to be edited.
2  Change the date to the correct begin date.

3  Save the change by clicking on the SAVE button.

NEVER click on the DELETE button!  Doing so will delete the entire        record with ALL of your data.
Note:  Occasionally the wrong attending district is selected when a user is entering a new student.  This usually occurs when an ISD/RESA does the entering for all locals, and has access to multiple LEAs.  The Primary Attending District may be changed similar to the date change scenario presented above.  This should only be done to correct an original selection error, NOT to move a student record to another district.  Use the ‘Set Pending Primary” function to maintain a previous district’s record and transfer a record to a new district.

How to Re-activate a Record 
Some data (demographic data) cannot be changed in either Edit History or an inactive record.  In order to change data such as a child’s birth date or name, the record needs to be re-activated.  Another example of a record to be re-activated is when a user exits the record by mistake. Activating an exited record can be handled in Edit History.
If the record is activated TEMPORARILY to complete a demographic fix, make sure to note the Exit Date and Exit Reason; they will need to be re-entered after the fixes are completed.
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1  Click on the blue link for the record to be edited.

2  Highlight the End Date and BACKSPACE to remove the date.

3  Save the change by clicking on the SAVE button.

NEVER click on the DELETE button!  Doing so will delete the entire        record with ALL of your data.
You may now go into the record and make the appropriate edits.  
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