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Education Record 
 

1. From the desktop, there are two ways to access the Person Management page: 
 

a. The first is to select the Participant View checkbox: 
 

 
 

Then expand your case and select the participant to open the Person Management page: 
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b. The second is to click on the case name to open the Maintain Case page: 
  

 
 

Then click on the name of the participant in the Participants group box to open the Person 
Management page: 
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2. On the Person Management page, click on the Education tab. 
 

 
 
 

3. In the Basic Education Information group box, check the checkboxes that apply to the child’s current 
school situation. These will pre-fill to the child’s permanency plan. Check the checkbox if the Child 
is Currently Enrolled in School. Select the Child’s Highest Grade Level Completed. If the child has 
received a diploma or certificate, select the appropriate diploma or certificate value and add the date 
of the diploma or certificate. If the child is in high school, enter the Anticipated High School 
Graduation Date. If you document the Anticipated High School Graduation Date, enter today’s date 
in the Date High School Graduation Reported field. 
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4. If the child has an Individualized Education Plan (IEP), enter the date of the current plan. The Date 
of current IEP Expires field will automatically pre-fill for one year in the future. If there is a hard 
copy of the IEP in the file and/or the child is on an Extended School Year, check the appropriate 
boxes in the Individualized Education Plan group box. 
 

 
 
5. Complete the School District Jurisdiction History group box. The School District of Jurisdiction and 

Reason for Change have drop-down values, which you can select by clicking on the appropriate 
values. The Start Date, Contact Person, and Phone Number are user entered fields. 

 

 
6. On the right side of the School District Jurisdiction History group box are Notify and Delete 

hyperlinks. The Delete hyperlink will delete the corresponding row. The Insert button will add 
another row for the School District Jurisdiction History. By clicking on the Notify Hyperlink, the 
Education Notification page appears. By clicking on the Text hyperlink, eWiSACWIS display a 
letter for the case manager to print and send to all appropriate parties. Click on Save and then Close 
to return to the Education tab. 
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7. In the School History group box, the Insert button will allow you to add School History. Click the 
Insert button to access the Maintain Eligibility History page. 

 

 
 
8. On the Maintain Education History page, the School Name is an AJAX enabled field. Begin typing 

any part of the school name and eWiSACWIS will attempt to find a match. The more letters you 
type the more narrow the selection becomes. Selecting a school from the available choices will pre-
fill the School Address. If you type a School Name that is not found in the eWiSACWIS database 
then you must also type a School Address. 
 

The School Type, Program Type, School District, Current Grade, Special Education Level, and 
Completion Status all have drop-down values. Reason for changing to this school is also a drop-
down and will only appear if the School Name differs from the School Name on the previous 
Education History Record. Program, Start/End dates, Contact Person and Phone Number are user 
entered fields. Check the Primary check box if this school is the child’s primary school. When 
completed, click on the Continue button to return to the Education tab. 
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9. The School History information will populate into the School History group box. On the right side of 
the School History group box is a Delete hyperlink. Click on it to delete the corresponding row. If 
information needs to be updated on the education record, click on the Edit hyperlink to maintain 
information. If the child has changed schools or to document a new school click on the Insert button 
to add additional School Information. Use the Copy hyperlink to quickly create a copy of the current 
record in order to document, for instance, if the child has moved on to the next grade and is still 
enrolled in the same school. 
 

 


