Part 1: Navigating Disability Data in CIS3G

Part 1 of this guide provides DC with a step by step instructions of how to access the
Disability Data Collection Log in CIS 3G and how to enter Disability Data in CIS 3G prior to the
student entering the program and after the student has enrolled.

Entering Disability Data Prior Student’s Arrival on Center

Step 1: Select E folder from the menu bar and student look up will appear.

Menu ¥ Change Center Account ¥ Help ¥

= and Accommodation ¥

Step 2: Go to the drop down box in the upper left corner of the screen titled “status”. Select
“Pending OASIS Arrivals” and click student search.
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Step 3: Alist of all applicants pending arrival will appear, select the appropriate student.
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Step 4 Go to the CIS 3G Wellness and Accommodation Disability Data Collection Entry

Screen.
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Step 5: Click insert in the bottom right corner of the screen and use the drop down boxes to
select an appropriate disability category and specific disability category.
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Entering Disability Data After Student’s Arrival on Center

Step 1: Select a student through the student look-up.
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Step 2: Go to the CIS 3G Wellness and Accommodation Disability Data Collection Entry
Screen and click insert at the bottom right corner.
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Step 3: Utilizing the drop down boxes at the bottom left corner of the screen select an
appropriate disability category and specific disability category.
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Part 3: Navigating Accommodation Plans with Notes in
CIS3G

Part 3 of this guide provides DC with a step by step instructions of how to access the
Accommodation Plans and Accommodation Notes entry screens in CIS 3G and how to enter
Accommodation Plans and Accommodation Notes in CIS 3G prior to the student entering the
program and after the student has enrolled.

PRH 6.14 R5 a. A DC will accurately enter the required data in the disability data
collection and accommodation planicons in CIS as soon as possible after the student

enters the program.

PRH 6.14 R5 c. Only the DCs will have access to the disability data collection entry
screen, disability data report and the accommodation plan report with notes report
in CIS.

PRH 6.14 R5 d. Generally only the DCs will have access to the accommodation plan
entry screen; however, if a designees is appointed to enter accommodation plans,
this staff person can have access.



PRH 6.14 R5 e. All center staff responsible for providing accommodation will have
access to the accommodation plan report in CIS.

PRH 6.14 R5 f. Accommodation plans will not contain any medical or diagnostic
information.

PRH 6.14, R3(a); Appendix 605. Determining the need for accommodations,
documentation, reviewing a request, determining reasonableness, entering the
accommodation plan, determining accommodation effectiveness, documenting the
accommodation process in CIS accommodation notes tab.

Prior to arrival
Step 1: Select case notes from the menu bar and student look up will appear.

Menu ¥ Change Center Account ¥ Help ¥

Step 2: Go to the drop down box in the upper left corner of the screen titled “status”. Select
“Pending OASIS Arrivals” and click student search.
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Step 3: Alist of all applicants pending arrival will appear, select the appropriate student.
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Step 4: Go to the CIS 3G Wellness and Accommodation, Accommodation Plan Entry Screen.
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Step 5: Use the drop down boxes on the left bottom corner of the screen to select an
appropriate accommodation and specific accommodation. Specify accommodations further
by using the comments box in the right hand corner of the screen.



Fﬁa Edt Wiew Favorites Took Help

L Favorles @ (1536 - Accommodation Plan
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Name: MATTER, RESHANS | Student Ix 1406918 Age: 18

(( Accommodation | Hotes
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Accommaodation Specific Accommodation
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Other Tesling - Extended fime - 1.5 times

Accommodation Detail

Accommodation: | TABE Testing

Specific Accommodation: |01 - Exendad time - 1.5 timas

FResponsible Staff: | TaBE Administrator |
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Step 6: Click the notes tab at the top of the page.
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Step 7: Click insert at the bottom left corner of the page and enter any notes related to the
provision of reasonable accommodation.



After arrival on center

Step 1: Select a student through the student look-up.
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Step 2: Go to the CIS 3G Wellness and Accommodation, Accommodation Plan Entry Screen.
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Step 3: Use the drop down boxes on the left bottom corner of the screen to select an
appropriate accommodation and specific accommodation. Specify accommodations further
by using the comments box in the right hand corner of the screen.
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Accommodation Detail

Accommodation: | TABE Testing

Specific Accommodation: |01 - Exendad time - 1.5 timas

Responsible Staff: | TABE Administrator =]
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Step 5: Click insert at the bottom left corner of the page and enter any notes related to the

provision of reasonable accommodation.






