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SUMMARY OF PERFORMANCE 

The Summary of Performance document is found within the “Other” Document 
Group, (in your purple column) and it is used on a one-time basis during the 
student's last year before graduation.  Consequently, once the document is 
created and finalized it cannot be copied, nor can another SOP be created.  It 
can, however, be put into correct mode and edited.   
 
*DUE PROCESS NOTE:  Typically, the SOP is completed in the spring of the 
year and is shared with the student at a meeting, along with a PRIOR WRITTEN 
NOTICE indicating the student is graduating.  A copy of each form MUST be 
placed in the students cumulative file. 

Summary of Performance Information 

1. Click on Other document link on Plan menu 
bar.   

The documents located in this group will have 
been setup by the system administrator.  
Location of documents on menu is 
customizable. 

 

 
 

2. In the Document Group, click Create New 
Summary of Performance. 

The Summary of Performance date page is 
displayed. 
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3. Click in the SOP Date box and enter the 
date of the summary of performance. 

Note that the current date is entered by 
default, but you can change it for this 
document type. 

4. Click the Submit button. The Summary of Performance Information 
page is displayed with information to be 
completed. 
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5. Click in the text boxes to fill in or change all 
of the required information for this document 
according to your district’s guidelines.   

The items labeled with red text and an 
asterisk (*) are required information that must 
be filled in if they’re not already. 
 
If you don’t know all of the information at this 
time, you may leave some of it blank, but 
you’ll need to come back later and fill it in 
before you can finalize the document. 

6. Click the Submit button A message is displayed indicating that the 
information was saved. 

 

 

7. The next item on the menu is the Student 
Information page 
 

This information is imported from the Student 
Information System and can be edited if 
necessary. 
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8. The next item on the menu is the SOP goal 
page.  This page will be blank 

These transition goals are pulled in from the 
latest IEP and can be edited.  

9. If 'Refresh/Replace Goals' is selected, 
transition goals from the most current IEP 
will be included and will write over whatever 
is keyed in the boxes 

 

10. If 'Append Goals from Plan' is selected, 
transition goals from the most current IEP 
will be included, but will be placed at the 
bottom of each section 
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9. The next item on the menu is the Summary 
of Performance page.     

Each of these areas is defined in a 
district/system template table and areas can 
be modified or areas can be added  
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10 Click on edit and key in the information for 
that area.    

Click submit or submit and continue if the 
text is very long. 

 

 
 

11. The next item on the menu is the Summary 
of Performance Recommendations page.     

The information keyed in this section will be 
based on the goals and summary of 
performance areas filled in previously. 
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12. The next item on the menu is the Student 
Input page 

This section is optional and can be modified 
in the document section elements. 
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13. The next item on the menu is the Check 
Completeness page 
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14. Select Print SOP from menu This will display the SOP in a PDF format.  
Select print when ready. 

 

 

15. After the plan has been finalized, the option 
to create another SOP is not available 

 

 

 

 

 


