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Step 1:
Access ARMS through EDS: https://eds.ospi.k12.wa.us/ or through Managed Bookmarks, OSPI — EDS.

Log in > select the My Applications tab > Select ARMS from the list.

Step 2: Create Form: Test Incident Report
Select Create Form: Test Incident Report, from the list Overview: (TestIncidentOverview.pdf]

The Test Incident Report is used to document ¢

Step 3:

Select Organization Add Forms View/Edit/Delete Forms

Print Friendy & Logout >

Assessment Reporting Management System Everett School District

Return to Forms Save & Continue Working

L o . «= | Ensure all required field are filled out
e e e8| which will be indicated by an asterisk.
Test Wi *  [-select Test window- vl

1 x |-select Assessment- -
o o iy e S Enter SSID and click, Add Student

Students or Other Individuals
(Individusls are saved a5 they are added. You will not fose these entries if you fail to click.

= Add and TA/SC information if involved in
- the incident
swdentsso: || cwie
e

Name: |

submit below)

Load Excel (.xisx) file with column headers SSID, First Name, Last Neme, and Grade Level, Enter SSID or Adult Last
First Name, Last Name, and Grade. Download Header File Name: | ‘

File: | Choose File | No file chosen Upload Student List

ncident Initiated By?
Adult wisconduct: [setece 7 ¢ Select the best option from the drop-
Student Misconduct: [ Select- down menus to describe the incident
Fechnology/System Issue: | -Select- ~|
Test Materials: [-select- v
Test Opportunity: [-select- ~
isc: [-select- v
Do you have a Test Vendor Help Desk Case #? * OUves Ono O Unselect

Detailed Description of Situation and Local Action Taken: *

==\ Fill out the Detailed Description of
Situation box with as many details as
possible (class, TA, time of incident, etc.)

P

AEACHIERES (e s o st o o o e st o rsie]. ONNCE COMPlete, select Submit for

File: [ Chaose Fi |No file chosen Signatures (Admins will need to leave
the form and return to sign off so it is
sent onto DC)

Optional Extra Comments If nOt Complete, Se|eCt Save & COﬂtInue
Working to return to the form later.

Save & Continue Working
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Step 4:
Once the form is complete, click Submit for Signatures.

Step 5:
Select the View/Edit/Delete Forms tab to Manage Forms.

Your form Status will indicate if your form is:
o Saved (Not Submitted)
¢ Waiting for Signatures

Ensure that the status of the form you submitted indicates ‘Waiting for Signatures’
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