Del Gaiso, 2009
AIMSweb How to’s

How to add a student to your progress monitoring caseload

1. Login to AIMSweb, and click on the Progress Monitor tab.
2. Click on the “Manage Students” button.
3. Look at the Student List on the right side of the screen. At the top of the student list, there is a drop down menu next to Students – make sure this is marked “all.”
4. Scroll down through the list of students and find the one you want to add (they are listed alphabetically by grade level), then mark the box next to that student’s name.
5. Scroll down to the bottom of the list and click on “Add PM.”
6. A window will pop up that asks “Would you like to use the schedule wizard?” Click “OK.”
7. On the Measure screen, scroll through the list of possible measures, and click the box(es) next to the measure(s) that you want to give the student, then scroll down and click “next.”
8. On the Schedule screen, put in an ending date for the schedule, and choose the frequency you will monitor.  Click “save.”
9. Click on “Enter SLA, Baseline, and Goal Scores.”
10. Enter the “Initial Corrects” the student got on the measure (make sure the assessment grade level is correct), and enter a goal for them in “Goal corrects.” The other fields are optional, meaning you don’t have to enter “Initial Performance Label”  - however, if you know the name of a specific intervention you are doing, you might want to put it in here. Click “save.” 
11. You should now see your caseload, and the student’s information should be filled in all the way across the page, which means when you sync, this schedule will now show up on your palm!

How to enter student assessment scores (if you are doing Maze or are not using the palm)

1. Login to AIMSweb, and click on the Progress Monitor tab.
2. Click on the “Next Score” date for the student. 
3. Click on the “Show ALL sessions for this schedule” link. 
4. Enter scores on the appropriate dates, and click “save.”

How to add an intervention line (if changing an intervention)

1. Login to AIMSweb, and click on the Progress Monitor tab.
2. Click on the “Next Score” date for the student. 
3. Click on the “Show ALL sessions for this schedule” link. 
4. Find the date that you changed intervention, and click on the Intervention icon (piece of paper with an I on it).
5. Type an intervention label and description, and click “add.”
6. Scroll down to the bottom of the calendar page, and click “save.” 
How to File & Unfile a Student

1. Login to AIMSweb, and click on the Progress Monitor tab.
2. Check the box next to the student’s name, and click the “file” button.
3. To view a filed schedule, look in the top right hand corner of your caseload where it says “showing active schedules,” click on the drop down menu, and choose “2008 filed.” 
4. To unfile a filed schedule, click the box next to the student’s name and click “unfile.” 

FYI: If a student’s schedule has ended (because their IEP is due), file the completed schedule away, and set up a new schedule, with dates that start now and go through the IEP 1 year from now. Make sure to mark “skip summer months” when setting up the schedule. Then your new schedule will match up with the IEP, making it easy to report progress if you include a similar goal on the IEP. 



