HOW TO CONDUCT A PRESENTLY DUE
POST-EXIT MONITORING, OR A MISSED
POST-EXIT MONITORING

HOW TO CONDUCT A PRESENTLY DUE POST-EXIT MONITORING
1. Log in via employee portal.
(Apps|Services|Sites tab)
(Always use Google Chrome.)

NOTE: Students who require
post-exit monitoring are listed
on the "1st, 2nd, 3rd, and 4th
Post Exit Monitoring" tabs

6. Click on "Open &
Perform" to the right of a
student's name.

4. Select the PostExit Monitoring" tab
you will work on.

7. Click on
"Perform Now."

9. On the field to the right of "Teacher,"
replace the default text "TBD Add ELA
Teacher" with the student's English
Language Arts teacher (name &
employee number).

5. Click on the
"Scheduled"
tab.

8. On the "Meeting
Details" section, click on
"Edit Dates/Attendees."

10. Select the "Organizer Type"
and enter the organizer's name
on the "Select Person" field
(name & employee number).

NOTE: Notice "Post Exit Monitoring Date" 1, 2, 3 or 4 in
the "ELL Status and Dates" section prior to selecting
"Post-Exit Monitoring" 1, 2, 3 or 4 in the "Post-Exit
Monitoring Purpose" section. THEY MUST MATCH.

13. Click on "Finalize" and
"Finalize Now" to complete
the process.

3. Select "Meeting
Center" from the
dropdown menu.

2. Click on the
"Students" tab.

11. Click on
"Save."

12. Scroll to the "Post Exit
Monitoring Purpose" and
"Post-Exit Monitoring
Recommendation" sections
and make your selection.

You will NOT need to print the report when you
complete a Post Exit Monitoring review for
students. Mr. Chane Eplin, FLDOE, SALA Bureau
Chief, has approved the use of digital signature
for Post Exit Monitoring.

HOW TO CONDUCT A MISSED POST-EXIT MONITORING
1. Log in via employee portal.
(Apps|Services|Sites tab)
(Always use Google Chrome.).

5. Verify if the post exit
monitoring you are
attempting to conduct
did NOT take place.

7. Select the
"Meeting Date."

10. Select who the organizer
is by clicking on the
"Organizer" button to the
left of the attendee role.

13. Select the "Post-Exit
Monitoring Date" that was
missed. If there is another
date selected, uncheck it.

2. Search for the
desired student
using the "Student
Name or #" field.

3. Click on the
student's name from
the dropdown list.

6. If it did not take place, click on the
"Schedule/Perform Meeting" button at
the top and select the missed "1st, 2nd,
or 3rd Post Exit Monitoring" from the
list and the "Add Scheduled Student
Meeting" box will open.

8. To enter the student's ELA
teacher, click on "Select attendee"
- a text field will open. Enter the
ELA teacher (name and employee
number) on the text field. Select
the name below.

11. Click on
“Schedule Meeting”
and the monitoring
form will open.

14. Click on
"Save."

NOTE: Be sure to select the same "Post Exit
Monitoring" 1, 2, or 3 as the "Post Program
Monitoring Date" flag indicates in the "ELL
Status and Dates" section.

4. Click on the
"Meetings"
tab.

NOTE: The box next to
"Perform Meeting" needs to
be checked for the Post-Exit
Monitoring form to open after
you click on "Schedule
Meeting."

9. Click on the "+" sign button to add
the organizer. Select the organizer's
role. Click on "Select attendee" - a text
field will open. Enter the organizer
(name and employee number) on the
text field. Select the name below.

12. Click on the "Edit" button,
at the top, right corner of the
"ESOL Status and Dates"
section.

15. Scroll to the "Post Exit
Monitoring Purpose" and "Post-Exit
Monitoring Recommendation"
sections and make your selection.

16. Click on "Finalize"
and "Finalize Now" to
complete the process.

You will NOT need to print the report when you complete a
Post Exit Monitoring review for students. Mr. Chane Eplin,
FLDOE, SALA Bureau Chief, has approved the use of digital
signature for Post Exit Monitoring.

