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Early Track Data Entry Guide 
for Early Intervention 

Introduction 
The following guide provides step-by-step instructions for entering Early Intervention 

information in the Early Track Data System from the perspective of a Service Coordinator.  Each 

section focuses on a different aspect of documentation and provides detailed instructions, 

including screenshots, of how to enter information. You can use the table of contents to 

navigate to specific sections throughout the guide. If you have questions or comments about 

any of the information included, please email ETDS@odh.ohio.gov. If you have a question 

related to the Early Intervention program, please contact your county’s program consultant. 

  

mailto:ETDS@odh.ohio.gov


 

Ohio Department of Developmental Disabilities  Page 2 of 36 
ET Data Entry Guide   Revised 10/19/16 

   

2 

Table of Contents 
Introduction ............................................................................................................................................ 1 

Dashboard and Child Search ................................................................................................................... 3 

Viewing Referrals .................................................................................................................................... 4 

Entering Demographic Information ........................................................................................................ 5 

Adding/Modifying Caregivers ................................................................................................................. 6 

Adding Case Notes.................................................................................................................................. 8 

Documenting Screenings ........................................................................................................................ 9 

Documenting Eligibility......................................................................................................................... 11 

Diagnosis on the List ......................................................................................................................... 11 

Diagnosis on the Form (HEA 8024).................................................................................................... 12 

Developmental Evaluation ................................................................................................................ 12 

Informed Clinical Opinion (ICO)......................................................................................................... 14 

Out-of-State Eligibility ...................................................................................................................... 15 

Documenting Assessment Methods ..................................................................................................... 16 

Child Assessment ...............................................................................................................................17 

Family Assessment ........................................................................................................................... 19 

Documenting Need for Services ............................................................................................................ 20 

Documenting IFSP ................................................................................................................................ 21 

Service(s) Not Yet Coordinated ......................................................................................................... 23 

IFSP Review ...................................................................................................................................... 24 

Documenting Child Outcomes Statements (IFSP) ............................................................................. 26 

Documenting Service Start Dates ......................................................................................................... 27 

Documenting Redetermination ............................................................................................................ 29 

Documenting Transition ....................................................................................................................... 30 

LEA Notification ................................................................................................................................ 30 

Transition Steps and Services............................................................................................................ 30 

Transition Planning Conference (TPC)............................................................................................... 32 

Documenting Exit ................................................................................................................................. 33 

Documenting Child Outcomes Statements (Exit) .............................................................................. 34 

Non-Compliance Reasons ..................................................................................................................... 36 

 

  



 

Ohio Department of Developmental Disabilities  Page 3 of 36 
ET Data Entry Guide   Revised 10/19/16 

   

3 

Dashboard and Child Search 
 
Upon logging in to Early Track, Service Coordinators will have a view of their Dashboard which 
contains a list of all children currently assigned to them, as well as the Child Search function. 
The Early Track Messages box will show relevant data system information.  
 

To search for a child record that isn’t on the dashboard, click on the “Child Search” left-menu 

option. 

 

The search page will display with a variety of fields by which a child’s record can be searched.  

 

Type in known child information and click “Search” to display a list of all relevant matches. 

 

NOTE: The Service Coordinator’s assigned county will automatically populate in the “County” 

field of the search page.   
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Viewing Referrals  
 
Once in a record, Service Coordinators can view the contact history and referral information 

from the Contact Log tab, Referrals tab, or History page by navigating to left menu option 

then clicking the appropriate selection. 
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Entering Demographic Information 
To add demographic information in Early Track, click on the “Demographics” left-menu option. 

Add all relevant child demographic information.  For Early Intervention, the relevant 

demographic information is above the line that states “Additional demographic data collection 

for Home Visiting participants.”  Although you can enter demographic information here, it is not 

required. 

You will need to enter the required demographic information for Early Intervention participants 

prior to being able to enter a Need for Service. 

 

Click “Save” at the bottom of the page to update the demographics information.  
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Adding/Modifying Caregivers 
 

To add or modify a caregiver in Early Track, navigate to the “Caregivers” left-menu option. Here 

you will see the child’s primary caregiver as listed in the data system.  

 

To add an additional caregiver, scroll to the bottom of the screen and select “Add Additional 

Caregiver”. 

 

After selecting “Additional Caregiver,” input the new caregiver’s information. 
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Click “Save” to add the new caregiver.  

 

NOTE: If you update the caregiver information in one child’s record for a caregiver who is 

linked to multiple children, the caregiver information will automatically update in all child 

records.  

NOTE: For questions regarding kinship or foster care situations, please seek guidance from 

your program consultant.  
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Adding Case Notes 
 

Though not required in Early Track, case notes can be documented by navigating to the “Case 

Notes” left menu option and then clicking “New”. 

 

The Case Note “date,” and “created by” fields will all automatically be generated. The “Case 

Note Type” can be selected from the drop down menu, and all other information is filled in 

manually.  

 

Click “Save” to add the Case Note.  
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Documenting Screenings 
 

To enter screening information in Early Track, navigate to the “Screenings” left-menu option by 

clicking on the “Early Intervention” menu choice or clicking the “+” symbol next to “Early 

Intervention.”  Once on the “Screenings” menu choice, click the “New” button. 

 

Then, click the appropriate screening from the “Screening Name” dropdown. 
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After choosing the appropriate screening name, enter the date, name of the person who 

administered the screening, and the results.   

 

If the screening was completed more than 45 days after the EI referral, you will be prompted to 

enter a noncompliance reason (NCR). Please see page 36 for a complete list of NCR’s.  

 

 
Click “Save” to add the screening.  
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Documenting Eligibility 
To document eligibility, click on “Early Intervention” on the left menu and then click on 
“Eligibility.” Then, choose the eligibility reason from the dropdown labeled “New.” Each 
eligibility type is explained in more detail below. 
 

 
Diagnosis on the List 

 Choose the domain(s) where the child’s delay is expected; at least one of the domains 
must be answered “Yes”. 

 Choose the diagnosis from the “Diagnosed Physical or Mental Condition” drop down. 

 Enter the date documentation was received. If diagnosis is being obtained for the initial 
eligibility determination and is obtained more than 45 days after the EI referral, a 
noncompliance reason must be entered. 

 
Click “Save” to add the diagnosis on the list.  



 

Ohio Department of Developmental Disabilities  Page 12 of 36 
ET Data Entry Guide   Revised 10/19/16 

   

12 

Diagnosis on the Form (HEA 8024) 

 Choose the domain(s) where the child’s delay is expected; at least one of the domains 
must be answered “Yes”. 

 Enter the name of the diagnosis in the “Diagnosed Physical or Mental Condition” box. 

 The date documentation of the diagnosis is received must be entered. 
o A noncompliance reason must be entered if the Documentation Obtained Date is 

more than 45 days after the EI referral. 

 
Click “Save” to add the diagnosis on the form. 
 

Developmental Evaluation 

 Select either the Bayley or Battelle from the “Evaluation Tool Name” dropdown. 

 Enter the date the evaluation was completed. 
o A noncompliance reason must be entered if the evaluation is completed more 

than 45 days after the referral. 
o If the evaluation was conducted over multiple days, enter the date on which the 

evaluation was completed. 

 Enter the name of the evaluator or evaluators and the discipline(s). 
o If only one person evaluated the child, enter that person’s name in the 

“Administered by #1” box.  In this situation, you will need to choose two 
disciplines and enter them in the “Discipline 1 for Administered by #1” and 
“Discipline 2 for Administered by #1” dropdowns. 

o If two people evaluated the child, enter one evaluator’s name in the 
“Administered by #1” box and the other evaluator’s name in the “Administered 
by #2” box.  Both evaluators may share a discipline; however, there must be at 
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least two different disciplines across both evaluators.  Use the discipline 
dropdowns to enter the information. 

 Enter the domain and sub-domain scores.  Sub-domain scores for the Communication 
domain (Receptive and Expressive Language) and the Physical domain (Fine Perceptual 
and Gross Motor) are required. 

 
Click “Save” to add the evaluation. 
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Informed Clinical Opinion (ICO) 

 Follow the instructions above for entering an evaluation tool. 

 When you enter the scores, if there are no delays on the evaluation tool, questions will 
appear at the bottom of the page indicating whether it is the opinion of the evaluator(s) 
that the child has a delay, and in which domain(s). 

 If the evaluation is administered by one person licensed in two different disciplines, the 
informed clinical opinion item would only appear and need to be answered for Evaluator 
#1. 

 Each evaluator must indicate that the child has a delay in at least one of the domains. 

 
Click “Save” to add the Informed Clinical Opinion. 
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Out-of-State Eligibility 

 The state that administered the IFSP, date of the IFSP, and date the IFSP was obtained 
by the Service Coordinator must be entered. 

o The out-of-state IFSP must be dated no more than 180 days earlier than the EI 
program referral. 

o If the date the IFSP is obtained is more than 45 days after the EI referral, a 
noncompliance reason must be entered. 

 Eligibility comparable to the requirements in Ohio must be entered via a diagnosis on the 
list or a delay on an evaluation. 

 
Click “Save” to add the out-of-state eligibility.  
 

 

NOTE: Due to the limited number of occurrences, please seek guidance from your program 

consultant when handling an out-of-state transfer.  



 

Ohio Department of Developmental Disabilities  Page 16 of 36 
ET Data Entry Guide   Revised 10/19/16 

   

16 

Documenting Assessment Methods 
 
To enter assessment information in Early Track, navigate to the “Assessments” left-menu option 

by clicking on the “Early Intervention” menu choice or clicking the “+” symbol next to “Early 

Intervention.”  Once on the “Assessments” menu choice, click the “New” button. 

 

Next, choose the appropriate assessment method(s) from the “Assessment Name” dropdown. 
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Child Assessment 
 

The name of the administrator(s) as well as discipline(s) of licensure must be entered. Please see 

the Developmental Evaluation section for information regarding licensure requirements.  

The first four questions at the bottom of the page must be answered, “Yes”.  

Domains can be assessed using multiple methods/tools. Collectively, all five domains must be 

assessed in order for the child assessment to be complete.   

 A noncompliance reason must be entered if the assessment is completed more than 45 
days after the referral.  (see screenshot below) 

 If multiple assessment methods are completed on different dates, the date on which all 
five domains were finally assessed will be used for compliance purposes. 

o For example, if the physical domain was assessed on July 1 using Method A and 
the remaining four domains were assessed on July 10 using Method B, July 10 will 
be considered the date on which the child assessment was completed. 
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Click “Save” to add the child assessment. 

TIP: “Observation” should be selected when a tool is not used to assess the child.  

TIP: If your child assessment tool does not appear in the dropdown, ask your Early Track system 

administrator to submit a request to ETDS to add the child assessment tool to the dropdown 
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Family Assessment 
 

To document the “Family Assessment”, follow the instructions above for adding a new 

assessment. In the “Assessment Tool/Method Name” drop down, select “Family Assessment”, 

regardless of whether a listed method was used. Indicate the date that the assessment was 

offered, if the family completed, and the date of completion, when applicable.  

 

 

Click “Save” to add the family assessment.  
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Documenting Need for Services 
 

To enter Need for Services information in Early Track, navigate to the “Need for Services” left-

menu option by clicking on the “Early Intervention” menu choice or clicking the “+” symbol next 

to “Early Intervention.”  Once on the “Need for Services” menu choice, click the “New” button. 

 

Then enter the date that the Need for Services/No Need for Services was established and select 

the appropriate determination from the drop down menu.  

 

TIP: Since the Need for Services is determined after completion of the eligibility and the 

functional assessment, the date of the Need for Services must be on or after the last date that 

all items were completed. If dates are entered out of order or incorrectly, a No NFS will 

automatically display since prerequisites have not yet been met. 

EXAMPLE: If the child assessment and eligibility determination were completed on August 10, 

and the family assessment completed on August 12, then the earliest possible date the NFS 

could occur is August 12.  
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Documenting IFSP 

To enter IFSP information in Early Track, navigate to the “IFSP” left-menu option by clicking on 

the “Early Intervention” menu choice or clicking the “+” symbol next to “Early Intervention.”  

Once on the “IFSP” menu choice, click the “New” or “Review” button. 
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Enter all the required information into the Add IFSP Detail page.  Type out the entire outcome in 

the text box “service is needed to meet the following outcome”.  For example, do not enter 

“Outcome #1” but, rather, write out the outcome exactly as it appears on the paper IFSP.  

Each unique service-outcome combination should be entered separately. For example, if 

Speech Therapy is being used to meet both Outcome #1 and Outcome #2, there will be two 

separate entries in Early Track. 

 

Choose the appropriate “Workflow Step” at the bottom of the page and select “Next” to save. 

TIP: For a thorough example of how to fill out an IFSP, please see the Early Intervention IFSP 

Guidance Document. Information should be entered into the data system exactly as written on 

the paper IFSP. 
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Service(s) Not Yet Coordinated 

 When an Early Intervention service has been identified by the IFSP team as needed to 

address an outcome, but that service is not yet coordinated, the “Service(s) not yet 

coordinated” option should be chosen from the “EI Service Type” drop down. 

 The only other required field when choosing this option is the, “Service is needed to meet 

the following outcome”. 

o This field should be used to identify a service needed that has not yet been 

coordinated, as well as the outcome(s) it is needed to meet. 

 You should also use the “Service(s) not yet coordinated” option when entering services 

for which Payor of Last Resort (POLR) funding is being sought.  In this case, be sure to 

enter the anticipated frequency, intensity, and provider. 
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IFSP Review 

 When entering each IFSP review, the “Continue Service” box should be checked if the 
service is still needed to meet the outcome, or an end date should be entered if the 
service is no longer needed to meet the outcome. 

 The “Add New Service” box should only be used if all previous service-outcome 
combinations listed above are ended.  If new service-outcome combinations need to be 
added, and any from the previous IFSP are continuing, click the, “Save IFSP and Add 
Another Service” button. 
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When changes in “Session Length” or “How often” prompt an IFSP review, edit these in the data 

system by clicking “edit” next to the appropriate service-outcome. 

 
 
Update the “How Often” and/or “Session Length” fields and then choose “Save Service” to 
return to the previous IFSP Review page. 
 

 
 
NOTE: Following updating the service, only the most recent frequency and intensity will show 
up in the data system (even on old IFSP’s). 
 
 
Click the appropriate “Save” option on the main page to continue. 
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Documenting Child Outcomes Statements (IFSP) 
To enter Child Outcome Summary (COS) statements on an initial or annual IFSP in Early Track, 

navigate to the “IFSP” left-menu option by clicking on the “Early Intervention” menu choice or 

clicking the “+” symbol next to “Early Intervention.”  Once on the “IFSP” menu choice, click the 

“New” or “Review” button. 

Beginning in January 2015, COS statements were integrated into the IFSP on both the paper 

form and Early Track.  COS statements entered on the Child Outcomes Summary Form (COSF) 

that was used until January 2015 are displayed for archival purposes in Early Track under the 

“Archived COSF” left menu option and are read-only. 

 
 
Choose the appropriate statement from each of the three dropdowns. 
 

 
 

TIP: If you are entering a periodic IFSP review and do not have COS statements, select the “N/A” 
option from the dropdown. 
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Documenting Service Start Dates 
 

To add service start dates, navigate to the “IFSP” left-menu option by clicking on the “Early 

Intervention” menu choice or clicking the “+” symbol next to “Early Intervention.”  Once on the 

“IFSP” menu choice, click the “Service Dates” tab. 

 

From here, you will enter the date that the service was first delivered. If the service was never 

delivered you will check the “never delivered” box.  

 

NOTE: The date entered should be the actual date the service was first delivered, not the 

projected date of service. 

 

  



 

Ohio Department of Developmental Disabilities  Page 28 of 36 
ET Data Entry Guide   Revised 10/19/16 

   

28 

If the service start date is greater than 30 days from the IFSP date you will be prompted to 

enter an NCR. 

 

Click “Save” to add the service start date or indicate that the service was never delivered.  

 

TIP: Hover the mouse anywhere over the service line to see the corresponding outcome being 

addressed. 
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Documenting Redetermination 
 

See Eligibility, Assessment and NFS, and IFSP sections for details regarding what is required to 

be included in the Early Track record. 

The re-determination due date is always displayed in the header of a child’s record in Early Track.  

Beginning 180 days prior to the redetermination due date, there are also messages in red text at 

the top of the child record to indicate the date redetermination is due and what is required. 

If a child has exited and re-entered the program and redetermination is now past due, the 

relevant redetermination components will be displayed. 

 

NOTE: Due to an Early Track system error, redetermination messages currently do not display 

for children who have transferred. However, redetermination must still be complete for these 

children in a timely manner. If you have any questions about when redetermination is due, you 

can contact ETDS@odh.ohio.gov or your EI program consultant.  

  

mailto:ETDS@odh.ohio.gov
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Documenting Transition 
 

LEA Notification 
When a family opts out of sharing contact information with the LEA, the Service Coordinator 
should ensure that “No” is selected for the following item on the IFSP page: “Transition contact 
info shared with LEA” so that information is not sent to the LEA in error.  The date the family 
opts out should also be recorded. 
 

 
 
TIP: “Yes” is the default answer to “Transition contact info shared with LEA”. This answer will 
transfer to each IFSP review unless a different answer is manually selected.  
 
TIP: The “child’s school district” should correspond to the address of the biological parent which 
may differ from the child’s current address if in a kinship or foster care situation.  
 

Transition Outcomes 
If a service will be provided to meet the transition outcome(s), this service should be added to 
the IFSP screen in Early Track just like any other service. 
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NOTE: In the case where the only service needed to meet the transition outcome is Service 

Coordination, you should select “N/A – No interventionist needed to meet transition outcome” 

from the EI Service Type dropdown.  This drop down option will function exactly like the “Service 

not yet coordinated” option, where only the Service Type and Outcome fields are required. 
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Transition Planning Conference (TPC) 
 

To enter transition information in Early Track, navigate to the “Transition” left-menu option by 
clicking on the “Early Intervention” menu choice or clicking the “+” symbol next to “Early 
Intervention.”  
 
The TPC date must be entered on the Transition Detail page in Early Track.  The user must also 
indicate whether the parent(s) consented to invite the LEA to the TPC, whether the LEA was 
invited, who was in attendance at the meeting, and the destination of the child’s transition at 
age three. 
 

 
 
Click “Save” to save the Transition Detail. 
 
TIP: The Transition Preparation tab has not been required since 2012.  It remains visible in Early 
Track for archival purposes only and is read-only. 
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Documenting Exit 
 
To enter exit information, navigate to the left-menu option “Exit Child”. Once on the “Exit Child” 
menu choice, click the “New” button. 

 

 
 

Then enter the exit date, exit reason (please see page 35 for a complete list), exit destination, 
and select the appropriate COS statements (when applicable) from the dropdowns.  
 

 
 

Click “Save” to save the Exit.  
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Documenting Child Outcomes Statements (Exit) 
 

Once on the exit page you will be directed to enter Child Outcomes Statements. Use the 

dropdowns to select the appropriate COS ratings. 

 

 
 

 
NOTE: As of February 17, 2016 the question “Has the child shown any NEW SKILLS or 
BEHAVIORS related to [outcome area] since the last Child Outcomes Summary rating?” is 
required for all exits with the exception of those listed below. For all exits prior to February 17, 
these questions are available; however, they are not required. 
 
NOTE: COS statements are not required if the exit reason is one of the following: 

 Child is deceased 

 Loss of contact with family 

 Unable to contact family 
 
 



 

Ohio Department of Developmental Disabilities  Page 35 of 36 
ET Data Entry Guide   Revised 10/19/16 

   

35 

Exit Reason 

When Exit Reason is Available in 
Early Track 

Definition of Early Intervention Exit Reason 
Referred 
Only 

No NFS NFS 

Child is deceased X X X Includes all children who died before their third birthday while enrolled in EI. 

Child/Family not eligible X X X 
Includes all children who have exited Early Intervention before age three because they are 
not eligible. However, if a child is found to be no longer eligible during redetermination, 
choose the “Redetermined no longer eligible” exit reason. 

Child/Family not in need of services X X X Includes all children under age three who are not in need of Early Intervention services. 

Completion of IFSP/FP Prior to reaching age 3   X 
Includes all children under age three who completed their IFSP and subsequently have no 
further need for services. 

Family moved out of contractor's geography 
within state 

X X X 
Includes all children who transferred to another county in Ohio, before their third birthday. 

Family moved out of state X X X Includes all children who moved out of Ohio before their third birthday. 

Family no longer interested X X X 
Includes all children under the age of three whose parents expressed they were no longer 
interested in the Early Intervention program. 

Family refused program requirements X X X 
Includes all children under the age of three whose parents declined all services (including 
service coordination services), or declined to consent to Early Intervention services on the 
IFSP and provided written or verbal indication of withdrawal from Early Intervention services. 

Loss of contact with family  X X 

Includes all children, under the age of three with eligibility determined, for whom Early 
Intervention personnel have been unable to provide Early Intervention services either due to 
lack of response from the parent or family, or inability to contact or locate the family or child 
after repeated, documented attempts. 

Reached Age 3, Not Eligible for Part B, exit to 
other program 

  X 

Includes all children who reached age three, were evaluated and determined not eligible for 
Part B, and were referred to other programs, which may include preschool learning centers, 
Head Start (but not receiving Part B services), and child care centers, and/or were referred for 
other services, which may include health and nutrition services, such as WIC. 

Reached Age 3, Not Eligible for Part B, exit 
with no referral 

  X 
Includes all children who reached age three, were evaluated and determined not eligible for 
Part B, but were not referred to other programs. 

Reached Age 3, Part B eligibility not 
determined 

  X 
Includes all children who reached age three and their Part B eligibility was not determined. 

Reached Age 3, Part B Eligible   X 
Includes all children who reached age three and were determined eligible to receive Part B 
services  

Redetermined no longer eligible  X X 
Includes all children under the age of three who were shown to be no longer eligible based on 
redetermination 

Referred to Help Me Grow less than 45 days 
prior to 3rd birthday 

X X X 
Includes all children who were 45 or fewer days from their third birthday at the time of referral 
to Early Intervention. 

Unable to contact family X   

Includes all children, under the age of three, who have been referred, but not reached a NFS, 
and for whom Early Intervention personnel have been unable to provide services due to lack 
of response from the parent or family, or inability to contact or locate the family or child after 
repeated, documented attempts. 
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Non-Compliance Reasons 
 

 

Acceptable NCRs Examples* 
Parent/Child Reason(s)  Parent/Caregiver illness  

 Child illness or hospitalization 

 Parent schedule issue 

 Parent/Caregiver no longer wants to participate in HMG. 

Couldn’t Locate/Reach 
Parent 

 Child is in the custody of a Public Children Services agency and the service coordinator is attempting to gain consent from the 
biological parent 

 Parent/caregiver did not answer phone/respond to letters  

Emergency-Related Closure  Evaluation and assessment provider agency, therapy provider agency, or service coordinator agency closed due to weather, 
flooding, water main break, etc. 

Unacceptable NCRs Examples 
HMG Staff Error 
  

 HMG missed a screening 

 HMG missed a deadline 

 Scheduling oversight  

HMG System Reason   Insufficient evaluation and assessment slots 

 Service Coordinator, Evaluator and Assessor, or service provider cancelled appointment 

 TPC meeting cancelled due to LEA not being available 

 

 
If a child is referred less than 90 days prior to his/her third birthday, a TPC is not required; therefore, if a TPC is completed for this 
child, there is no need for a noncompliance reason. 

                                                                    
*Examples are not intended to be an exhaustive list, but rather represent common scenarios when a particular NCR would apply.  Questions about specific situations 
should be addressed with your EI program consultant. 


