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How to Complete the Social History Package

This guide provides clear, step-by-step instructions for completing the CPSE Package in
ATLAS. It covers how to navigate each section, fill out required forms, and upload
necessary documents, culminatingin finalizing and sending the package.

Note: Student data included in this reference guide is entirely fictional and has been
created for training and support purposes only. Any resemblance to actual students is
purely coincidental.

Note: In ATLAS the CPSE Package is called the Social History Package. In the following
steps, and within the application, you will see this term being used instead of CPSE
Package.

1. Loginto ATLAS. You will be directed to your dashboard.
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2. Search for the student using the search bar under My Caseload to search by
Student Name or Student ID. It is best practice to confirm a match via Student ID,
since students may have similar or the same names.
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Note: Students assigned to you will appear when My Caseload is selected (in blue).
If your search does not return the student you are looking for, deselect My
Caseload (will now appear grey) to see all student records you have access to.

After locating the student, click the blue Actions button on the right side of the row.
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4. Inthe Actions pop up, scroll to the evaluations section and click on Edit SHP. Note
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5. Afteryou click Edit SHP, you will be directed to the Social History Package.
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6. The navigation menu on the left side of the screen contains every section of the
CPSE Package.

If the section has been completed, it will have a green check mark next to it which
you can view in Step 12. If the section has not been completed, it will have a red

circle with an exclamation point. The screenshot below shows an incomplete social
history package with many incomplete icons.
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At the bottom of the Social History Package document, there is a list of files that are
View/Read only. These are attachments to the CPSE Package that will be sent once
completed and finalized for example, the “Procedural Safeguards Notice”. You do
not need to complete information about the attachments.
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7. Click on the title of the section you wish to complete.
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Complete the required sections of each form. Required fields are marked with an

asterisk (*).

If you click Save without completing the required fields, the fields will turn red.
Once saved, you will be able to navigate to other sections of the CPSE package and

return to previous work.
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9. Click Select Files to upload additional relevant documentation, such as a hard
copy of parental consent.
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10. After you have completed all required fields of the form, click the blue Save button
at the bottom right to save the form. Once completed, a green check mark will
appear by the section title in the navigation menu.
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Click the red Cancel button in the bottom left to cancel the changes. All previously
entered work will be deleted and the icon will remain a red circle with an
exclamation point.
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11.0nce you have completed the section, a green check will appear next to the section
title in the left navigation. Move to the next section that you wish to complete by
clicking on the corresponding title.
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12.0nce you have completed and saved the required sections, they will all have green
check marks. The Finalize button in the bottom right corner will then become
enabled.
e Click Finalize if you are ready to finalize and send the CPSE Package.
e Click Save to complete the section and continue editing the CPSE Package.
e Click Cancelto cancelthe section. If you click cancel, any work in this section
that was not previously saved will be discarded.
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After clicking Finalize, a pop up will appear listing all uploads attached to the CPSE
Package. You will then need to select a Method of Delivery and click Submit. If you
choose Print or Postal Mail your computer will print the CPSE package upon clicking
submit. Once printed, you must mail the CPSE package. After selecting the delivery
method, click Submit to complete the process and return to your dashboard.

Upload Date Document Name
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07/20/2024

Method of Delivery

Parent Portal

IO print {or] Postal Mail
Note * : if parant has an NYCSA account, the notification will be shown on the Parent Portal dashboard
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14.To see where the Finalized status for the Social History Package is listed, return to
the dashboard and search for the student whose social history package you just
completed.

Click anywhere on the student’s row (except their name in blue) to expand the row
and view additional details.

Note: Clicking the student’s name will take you to their profile.
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15.0nce the row is expanded, you can see more information about each process
phase.

To see the assessment planning page and view all evaluations assigned to a
student, ensure that the second tab Evaluations is selected. The status for
Consent for Initial Evaluation will be displayed above the Assessment Planning grid.

Within the assessment planning grid, the Social History Evaluation will display as
Finalized.
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