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EDPLAN AT-A-GLANCE FOR ADMINISTRATORS 

Tip #1: Reviewing the main menu for compliance at your site 

 

Tip #2: Viewing student activity 

1. Search up the student                                                           
2. Go to “Student History” page   
3. Scroll down to the bottom of the page and click 

“View User Actions”   
4. Select the parameters you would like, and click “Show User 

Actions”   
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Tip #3: How to check for related service logs for a student 

The Smart Logbook report can be accessed from the green menu bar.   

 Smart Logbook allows you to view the 
logs from a single Student or all the Students for which you have logged services. You can also view logs 
of services logged by other users in your provider type IF the student is on your caseload. School Site 
Administrators will be able to view logs for all students enrolled at their site. To run the report, you would 
select search criteria from the options provided based on the data you are looking for:   

The system will only allow you to 
View and Create reports that have 200 or less logs. In the case that you want immediate data, adjust the 
criteria as need. For example, you can shorten the date range and run multiple reports to compile all the 
data. If you want a single report, you can run the report overnight. You’ll receive an email once the report 
is ready.  Note: This report will exclude logs that have been deleted or rejected. It will include logs 
that are pending approval.   

 

 



 

3 
 

EDPLAN AT-A-GLANCE FOR ADMINISTRATORS 

1. Select how the date range pulls up saved logs.   
Option 1:   

  

Option 2:   

  

2. Select your preference for the Date Range    
  

Option 1: a set range by selecting one of these  

• If you use this option, you will see the results adjust as you select a different circle  

  

Option 2: setting a specific date range  

• If you use this option, you will need to click Search for date range after you have entered your 
date range.   
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A new set of filters and sorting options will appear.  After you have selected your filter and sorting 
options, click View Logs for Selected Students.   
  

Select Service: this list will contain the name/s of the services you can provide  

Select Students: this list will contain all the students for which you have logged a service in the date 
range you selected.                                                                                       

Please note you must select show logs from all 
users  

 

  

 Select from the options provided to move forward  

Details: expand the details for that specific log  

Show More Detail: expand the details for all the logs  

Back to Criteria Select Screen: return to the previous screen to adjust search criteria as needed  

Create PDF Report for this Data  
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Additional View Option:  

To also view logs of services logged by other users, check 
the “Show logs from all users” box. The permissions for 
the Smart Logbook “Show logs from all users” only allows 

you to view logs from users with your same provider type IF the logs are for students who are also 
on your caseloads. For example, if you provide SLP services, you will not see logs for OT services even 
if the student is on your caseload. You will only see SLP serviced logged by other users. When you check 
this box, you may receive the message below. Select Leave. You will see a new filtering option appear.  

 

Select User: This list will show all the users who access to log ANY service in the system. It does not 
indicate the users who have logged services in your same provider type category for students on your 
caseload. If a user is no longer active in the system, you will need to filter by student instead user.   

Adjust the filters/sorting options as needed and click View logs for Selected Students. To view all the 
logs for the student no matter who provided the service, leave the Select User filter as All Users.   
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 If you select a user who is NOT the same provider type AND/OR has NOT logged services for students 
on your caseload, you will get this result.   

  

 If you select a user IS the same provider type as your AND HAS logged services for students on your 
caseload, you will get this result.   

  

Advanced Student Search  

Please check the box at the top to ensure you are looking at data from a finalized IEP and not the 
workspace  
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Missing Progress Reports 

 

 

 

 

 

 


