
How	to	Complete	and	Save	a	Student	Inventory	record	
	

If	you	view	your	classroom	list,	you	will	see	that	all	student	assessments	are	
marked	incomplete,	even	if	you	have	completed	all	30	indicators.	

	

1. Once	you	have	completed	all	30	indicators	for	a	child’s	assessment,	the	next	
step	will	be	to	“mark”	the	assessment	as	completed.		To	complete	this,	click	
the	“Click	here	to	complete	data	entry	for	this	student	and	access	
reports”	checkbox	at	the	top	of	the	assessment	screen	and	then	click	the	
Save	Assessment	button.	

	

2. Upon	clicking	the	Save	Assessment	button,	the	software	will	review	all	data	
entered	and	check	to	see	that	all	30	indicators	have	been	completed	
correctly.		If	any	of	the	indicator	items	are	not	completed	or	a	UTD	reason	
needs	to	be	competed,	the	software	will	highlight	the	areas	of	needed	
attention	in	red:	

	

	



NOTE:		You	will	need	to	complete	or	add	any	missing	information	listed	in	order	to	
be	able	to	“mark”	the	assessment	as	complete.	

3. By	clicking	the	“complete”	checkbox	and	saving	the	assessment,	you	will	now	
be	able	to	view	and/or	print	copies	of	that	student’s	assessment.		To	view	a	
student’s	assessment,	click	on	the	View	link.		To	save	a	copy	of	the	student’s	
assessment	to	your	computer	for	later	use,	click	on	the	Save	link.	

	

	

4. Once	you	have	completed	all	of	the	Student	assessments	in	your	classroom,	
the	final	step	will	be	to	Finalize	your	classroom.	

	


