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PREFACE
Yeled v’Yalda E.C.C. Special Education program is pleased to provide
each of our teachers and therapists with a Palm Pilot and the new
Yeled‑Anywhere® Version 2.0 software program, in order to alleviate
your paperwork responsibilities.
The Yeled Anywhere® software program was designed with you, the
provider, in mind. The program is user friendly and can be easily
mastered. It is our hope that this program will be a great resource for
you and will free you from onerous paperwork requirements.
•	Yeled Anywhere® will simplify your clerical responsibilities and will
ensure the timely transmission of student therapy information to
the administrative office.
•	Yeled Anywhere® will allow you to view all relevant information
regarding students in a matter of seconds.
•	Yeled Anywhere® will enable you to communicate electronically
with other therapists servicing the student.
•	Yeled Anywhere® will allow you to view the scheduling of other
therapists servicing the student, which will preclude scheduling
conflicts.
•	Yeled Anywhere® will allow you to provide only mandated services
to the student and preclude you from providing unauthorized
services.
•	Yeled Anywhere® will provide for a tamper-proof record of service
provision.
The entries you will make on the Palm Pilot using the Yeled Anywhere®
software program will generate the permanent record for the services
you provide to each student. All the entries and signatures constitute
legal documents and are to be treated as such.
Yeled v’Yalda looks forward to your views, comments and suggestions regarding Palm use. All such comments should be e‑mailed to
feedback@yeled.org.
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GETTING STARTED
To get started, you will need the following:
1.	a computer with access to the internet. If you do not have a computer
with internet access, we will have a computer available at our main
office and at various Yeled v’Yalda Head Start sites for your use.
2. a Palm Pilot
3.	the Palm Desktop software installed on your computer (if you do
not have the Palm Desktop CD, you can download the software from
www.palm.com/support)
4.	the Yeled Anywhere® Version 2.0 Software CD to install on your
computer
5.	a USB or serial connection to synchronize your Palm Pilot with your
computer and with the Yeled v’Yalda database
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Before Installing Yeled
Anywhere® Version 2.0
Unpack your Palm Pilot and follow its instructions to install the Palm
Desktop software on your computer. Read the “Read This First” booklet
that came with your Palm Pilot. To become familiar with the Palm’s
usage, a good starting point is to tap the WELCOME or QUICKTOUR
icon on your Palm screen (which icon you have depends on your Palm
model).

!

 MPORTANT! Apply moderate pressure only whenever
I
tapping or writing on your Palm Pilot screen. Applying heavy
pressure on the Palm screen may damage the Palm Pilot and
render it useless.
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INSTALLING YELED
ANYWHERE® ON
YOUR COMPUTER
!

 MPORTANT! If you are using a virus-detection program, disable
I
it before you run the SETUP program, as it may interfere with
installation. Also, close any other open programs.

Insert the Yeled Anywhere® CD in the CD-ROM drive (if you do not
have the installation CD, you may download Yeled Anywhere® from
our website. See page 68). When the Yeled Anywhere® menu screen
appears, click the YELED ANYWHERE® button to begin installation.

If the Menu Screen Does Not Appear Automatically
1.	Click on the START button.
2.	On the pop-up menu, click on the MY COMPUTER button.
3. Double-click the icon for the drive that contains the “Yeled Anwhere®” CD.
4. Follow the instructions on the screen.
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Read and click CONTINUE.

Read the license agreement
terms and then click on the
AGREE button to proceed with
installation.

During the installation process,
the Setup program prompts
you to choose where you want
to install Yeled Anywhere®.
The setup program will select
a default path, but you may
choose another. Click on the
NEXT button to proceed with
installation.
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The setup program will show
you the selected path. Click
on the FINISH button to
proceed.

		

Wait as the software installs.
When it becomes available,
click on the DONE button;
installation is complete.

Enter your server password (7-digit password
on the back of the CD
case you received) and
click OK.

!

IMPORTANT!
DO NOT change
any information in any other field. The Server Account must be blank.
When this screen pops up, click YES.
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Close the following screen by clicking on the   in the upper right corner.

SYNCHRONIZING
YOUR PALM PILOT
By synchronizing your Palm
Pilot with Yeled v’Yalda, you
will be able to download your
student caseload. To begin
synchronizing,
connect
your Palm Pilot to your
computer with the cable
provided in your Palm kit
and tap the HOTSYNC icon
on the MAIN MENU screen.
Alternatively, if your cable
is equipped with one, press
the HOTSYNC button. When
you tap on the HOTSYNC
button a new window will
open, displaying the date
you last synchronized.
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Tap on the HOTSYNC icon in the center of
the window.

The first time you HotSync
your Palm Pilot to a
computer that you have
never yet connected to, you
will be prompted to create
a new user account on that
computer.
Click OK when this message
pops up.

You should see the HOTSYNC
progress on your monitor.
HOTSYNC may take a few
minutes the first time you
synchronize, but it will take less
time subsequently.
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A second dialog box will appear on your screen. When it reads, “Server
is processing data…” it is
notifying you of a good
connection.

The first time you synchronize
on any computer, you may receive a Hot sync Problem message, as in the figure at right.
Click OK. If you subsequently
receive the message alerting
you of a log problem, read the log message; if you do not understand it,
or have any questions, please call Palm support. If your data was transmitted correctly, you may disregard this message, or uninstall and reinstall the Yeled software (see pages 39-40) to clear this message.

On your Palm Pilot, you will see the
message that the HOTSYNC operation is
complete.
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ACCESSING YELED ANYWHERE®
If you are not on the Palm
MAIN MENU screen, TAP on
your HOME (APPLICATIONS)
icon.
Tap the YELED 2.0 icon on
your Palm Pilot to begin using
the program.
If you do not see the Yeled
2.0 icon, it may be that you
have more programs installed
than can be viewed at once.
Use the scroll buttons to scroll
up and down through your list
of programs. You can also use
these buttons at any time
to scroll through any list on
your Palm Pilot. If you still do
not see Yeled 2.0, check the
upper-right hand corner of
your Palm, where it indicates
which categories of programs are displayed. Make sure to choose the
option ALL.
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SIGNATURE AGREEMENT
Before beginning services,you are required to submit your signature
to Yeled v’Yalda as per the conditions of the agreement below. This is
required only once.

From the Yeled 2.0 main menu, select the
option YOUR SIGNATURE AGREEMENT. Tap
REVIEW.

Tap UNSIGNED, then tap SIGN.

Read the statement and choose AGREE.
Then sign the Palm as per the on-screen
prompt.

Yeled Anywhere® Version 2.0
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STUDENTS
Viewing your Students list

Tap on STUDENTS to highlight it. Then tap
on the REVIEW button.

You will get a list of all students assigned
to you for services. To return to the MAIN
MENU from the STUDENTS list, tap DONE.

If you see arrows beside the STUDENTS
list, there is a corrupt file in the Yeled
program and you will need to uninstall
and then re-install the Yeled Anywhere®
software onto your Palm Pilot. Please refer
to Uninstalling Yeled Anywhere and ReInstalling Yeled Anywhere® on pages 39
and 40.
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OPTIONAL VIEWING OF ADDITIONAL COLUMNS
Locate the column divider marks beside
the header STUDENTS NAME.
These divider markers separate two
optional columns that can be displayed
alongside each student’s name.
You can change the width of a column by
dragging the divider marks. Also, tapping
between the divider marks or to the right
of the right-hand mark will bring up a popup menu, from which you can choose a field to display. You can use
this method to view optional columns in any list in Yeled Anywhere®.
Not all fields can be displayed in these optional columns. The following
fields can be displayed:
1. OSIS # (NYC ID #)

4. Phone #

2. Date of Birth

5. Approved service mandate

3. Students Address

6. Approved service address

Tap in the space parallel to the words
STUDENTS NAME in between the markers
to choose a field from the above list to
display. The field will be shown alongside
the student’s name in a dropdown list. Use
the small arrow to scroll up or down in the
fields list. If no arrow is visible, you are at
the end of the dropdown list.

EXAMPLE: VIEWING
STUDENT’S OSIS #
AND DATE OF BIRTH

EXAMPLE: VIEWING STUDENT’S
APPROVED SERVICE MANDATE AND
APPROVED SERVICE ADDRESS
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OPTIONAL SORTING OF YOUR STUDENT LIST

You can sort the records by any viewed
field. At the bottom of the screen on the
very last line is a down-arrow followed by
some words. Tap on the arrow.

From the dropdown list, choose the field
you wish to sort by. Then, tap the A<Z
icon to choose whether to sort descending
from A to Z or ascending from Z to A.

OPTIONAL SEARCH MATCHING EXACT TEXT
1.	Select the field you want to search in from the drop list that appears
when you tap the down-arrow.

2.	Enter the exact full text you want to
match in the records (for more about
text entry, see page 44).
3.	Tap the SEARCH button to begin the
search.

4.	Tap the CLEAR TEXT button to clear the field and enter other exact
text to begin a new search.
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VIEWING ALL DATA FIELDS OF ONE STUDENT

To view all fields for any student on
one screen, tap on any name in the
STUDENTS list to display the STUDENT
INFORMATION screen. The first lines
display the student’s basic information.
tap END to return to the STUDENTS list.

QUICK BROWSE TO OTHER STUDENTS’ RECORDS
Tap the arrow buttons
on the bottom of the RECORD
VIEW screen to browse to the other students’ records.
The   button quick-jumps to the first record.
The   button quick-jumps to the last record.
The   button takes you one record backward.
The   button takes you one record forward.
The   buttons, when not grayed out, scroll up or down to display the
other fields on the screen.
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Recording a session

To record a session, tap on SESSIONS in
the STUDENT INFORMATION screen.

Any previously entered sessions will
appear. Until you have entered one or
more sessions, the box will be blank, as
shown. Tap on ADD to proceed with
entering a new session.

DATE OF SERVICE
Tap on the calendar’s TODAY button to
select today’s date (if the Palm selects an
incorrect date for TODAY, it is because
the Palm’s default calendar is incorrect.
Check the Palm Manual to learn how to
change the date).
You can also select a month, date, or
year other than today. Simply tap on
the preferred date. Use the right and left
arrows to change the year.

FIELD 2:
WERE SERVICES RENDERED?
Choose the appropriate response to
indicate whether services were rendered.
If YES, continue below. If NO, see page
22, Recording an Absent Session Entry.

16

Yeled Anywhere® Version 2.0 Users’ Handbook

Correcting An Incorrect Entry

If at any time you need
to correct or re-enter the
date of service or any other
entry, use the forward
and back arrow buttons
to navigate to the desired
field.
TAP TO MOVE FORWARD OR BACK

To change the date entered,
choose SET DATE and
continue as on page 16.
Once the session has been
signed, you will no longer
be able to edit the date or
time. To learn how to clear
a signature, see page 21.

FIELD 3: SESSION START TIME
After you have indicated that services
were rendered, you will be prompted to
enter the session’s start time. Tap on each
number you would like to edit and use the
up and down arrows to scroll, or use
Graffiti. Select AM or PM and tap OK.

The start time you indicated will appear
in the TIME field. To change the time, tap
SET TIME. When the time is correct, tap
the right arrow to continue.

Yeled Anywhere® Version 2.0
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.

FIELD 4: TOTAL MINUTES
Enter the total
session duration
in minutes. This
value must be
entered
in
digits, not text.
There should be
no space before
the digits. Use Graffiti, or click on the Palm’s
123 icon to pull up a keyboard.

FIELD 5: GROUP SIZE
Tap on the actual group size of the session.
The default size is one, so if there was one
student in your session you need not
change anything. Tap the right arrow to
continue.

FIELD 6: LOCATION OF SERVICE
From the pop-up list, choose the location
in which services were rendered.

FIELD 7: GOALS
Tap the LOOKUP button.
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From the resulting list, select the goal you worked on during the current
session. To see the complete goal, see page 25. If a CSE student has
no goals listed (or the screen reads “Will specify goals in progress”),
you can enter the student’s goals online based on your observations of
his/her needs (see page 59).

The selected goal will fill in the GOAL line.
Tap the right arrow to continue.

FIELD 8: SECOND GOAL
If you would like to add a second goal,
choose YES and select the goal. If not,
choose NO.

FIELD 9: PROGRESS
Enter information using the keyboard
screen, Graffiti, or tap the PHRASE LIST
icon (see next page for more information
on these methods).

If you have WordComplete installed on your
Palm, a dropdown list of words will appear
as you write. For more information on using
WordComplete, see page 44.
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To use the PHRASE LIST, tap the
PHRASE LIST icon and select common
phrases from the options given.
To use the keyboard, tap the ALPHABET
icon and select letters from the keyboard.
TAP DONE when finished. This method
can be used whenever a text entry is
called for.
When you are finished, tap the right
arrow button to continue.

FAR LEFT: PHRASE
LIST
LEFT: KEYBOARD

FIELD 10: SIGNATURE

!

 MPORTANT! Please ensure that signer applies light pressure
I
only when writing or tapping on your Palm Pilot screen; applying
heavy pressure on the screen may damage the Palm Pilot and
render it useless.

!

 MPORTANT! The NYC Board of Education, in its contractual
I
agreement with Yeled v’Yalda, requires the signature of a student’s
Principal/Teacher or Parent/Guardian attesting that therapy services
have been provided; without a signature, the session cannot be
considered complete. One of the above people must endorse every
therapy session. CPSE students (3-5 years old) need a daily session
signature. CSE students (5+ years) who are seen at a school or
center need a daily sign-in sheet (See page 31), but if seen at
home or private practice need a daily session signature.
The legal department of the NYC Board of Education has been
informed of Yeled v’Yalda’s use of the Yeled Anywhere® software
program with a digital signature. The signature obtained by such
means carries all legal weight of a signature with a pen on paper.
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In the signature screen, you will see a
summary of the student’s name, date and
duration of the current recorded session.
Until you record a signature, the signature line will read UNSIGNED.
Tap on the SIGN button.

The signatory should sign legibly inside
the signature box as with a pen on paper.

To redo a signature, tap CLEAR and
answer YES to the alert that will pop up.
Then sign again. You may repeat this
process until you obtain a satisfactory
signature.

Choose OK.

!

 MPORTANT! Once a record is
I
signed and you tap OK, the record will
be locked; you will not be able to edit
any part of it, except for the progress
report. If, after obtaining a signature,
you need to edit any other part of the
session, clear the signature as shown
above; obtain a new one when done.
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Once the signature is recorded, the signature line will change from
UNSIGNED to SIGNED. Tap on the right arrow button to continue.

FIELD 10: TITLE OF SIGNER
Tap to select proper title. Then tap the
right arrow button to end the session and
return to the SESSIONS list, where the
session you just entered will now appear.

Recording an absent session entry
FIELD 3: MINUTES MISSED
If when asked in FIELD 2 whether services
were rendered (page 16) you responded
NO, you will be prompted to indicate the
amount of minutes missed because of this
absence. You must enter a numeric value
greater than 30, or you will be notified of
your error. Tap the right arrow to
continue.
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FIELD 4: ABSENTEE
Next, select who was absent by tapping
the SELECT ONE button.

Choose an option from the dropdown list.

FIELD 5: REASON FOR ABSENCE
Tap on LOOKUP to select a reason for
the absence. Choose an option from the
dropdown list. The reason will fill in the
absence field. Tap the right arrow and
continue with the signature as on page 18.
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Viewing recorded sessions

Once you have recorded one or more
sessions, you can view them by navigating
to the STUDENT INFORMATION screen.
Then tap on the SESSIONS button.

Tap on OSIS # to access a dropdown list
of some additional columns that can be
added to the view. You can add WERE
SERVICES RENDERED; TIME SESSION
STARTED; TIME SESSION ENDED; TOTAL
MINUTES; RECEIVING GROUP; GOAL;
SPECIFY ACTIVITY AND PROGRESS;
and SIGNATURE. Tap on the date of
any session to open it. If the session is
unsigned, the program will jump to the SIGNATURE screen (Field 9)
first for easy access. Otherwise, it will jump to the PROGRESS screen.
You can use the right and left arrow buttons to navigate between fields
within a session.
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Setting your schedule
!

 MPORTANT! You are required to adhere to the schedule
I
assigned to you. If your schedule changes, make sure that the
date and time do not conflict with another provider.

From the STUDENT INFORMATION
screen, tap on the SCHEDULE button.

Tap on the TIME field (right column) for
the DAY FROM or DAY TO that you need to
edit. A pop-up window will appear at the
bottom of the screen.

In the pop-up window, fill in the time
using Graffiti or by tapping on the arrows,
the numeric fields, and the AM or PM to
select. Then tap OK.
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To modify or to clear entirely a schedule
for any day, tap on the left side of the
screen on the DAY FROM or on the DAY
TO that you want to edit.

Note that the time line displays the time
that was previously entered. To modify,
tap on SET TIME.

To clear entirely, tap CLEAR. The time
field will read NO TIME. Tap on the
left and right arrows to navigate to the
previous or next DAY FROM or DAY TO
schedule. Tap RECORD VIEW to view the
SCHEDULE screen. Tap END to return to
the STUDENT INFORMATION screen.
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Viewing goals

Access

the GOALS screen from the
STUDENT INFORMATION screen. Tap on
the GOALS button to view all short-term
goals for the student.

Tap on DONE to return to the STUDENT
INFORMATION screen or tap on any goal
line to see that entire goal.

Tapping on the right and left arrows
toggles between the short- and long-term
goals.

Tap on END or on the right arrow to return
to the GOALS list.
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Viewing and entering call logs

Access the call log screen from the STUDENT
INFORMATION screen. Tap on the CALL
LOGS button.

Tap any date to view an existing log. Tap
the upper right screen to add another
column from the dropdown list. Tap ADD
to add a new log.

FIELDS 1-3:
CONTACT DATE, TIME, TYPE
Select the date and time. Then choose an
option from the list of contact types.

FIELD 4: CONTACT DESCRIPTION
Enter a brief description of the contact
using Graffiti or the keyboard screen.
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Viewing and entering
SEIT coordination logs
Students approved for SEIT services along
with other services have a SEIT
COORDINATION field in the RECORD
VIEW screen. To enter a log of SEIT
coordination, tap the SEIT COORDINATION
button in the STUDENT INFORMATION
screen. Any logs previously entered will
appear on a list.

Tap on a log to review or edit, tap on the
dropdown list to show another column,
and tap ADD to enter a new log. Enter the
date, time, type of contact and contact
description.

Tap on RECORD VIEW to show the entire log in one screen.
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Student’s school

Tap on the STUDENTS SCHOOL button to
access school address, phone number,
contact, etc.

Tap on the SIGNATURES button to see a
list of unsigned sessions of all students at
this school.

Tap on the unsigned record to obtain the
required signature. Then enter the title of
signer. Tap DONE to return to the previous
screen.
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Viewing and entering sign-in sheets
Sign-in sheets are mandatory for CSE students (5 years+) that are
serviced at school or center. Only one signature per day, per site, is
required (i.e. if you are seeing five CSE students in one school, only
one sign-in sheet is required for that day.)

From the STUDENT’S SCHOOL screen,
choose TIME SHEETS. (Alternatively, you
can access sign-in sheets from the MAIN
MENU by choosing SITES and tapping
REVIEW. Tap a site name, then tap on
TIME SHEETS.)

You will see a list of all sign-in sheets
entered for the current site. If you have
not entered any sign-in sheets, the box
will appear blank, as at right. Tap ADD to
enter a new sign-in sheet.

Tap NO DATE to enter the DATE for the day that you serviced CSE
children in that site.
Next, click on NO TIME to enter TIME IN and TIME OUT.
Tap on the UNSIGNED button by the
THERAPIST SIGNATURE line, and sign on
the screen as indicated.
Repeat this process to obtain the school
representative’s signature.
Once the sign-in sheet is complete, tap
the END button to return to the previous
screen.
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Viewing student’s other services

Yeled Anywhere® allows you to see what
other services your students are receiving.
In the STUDENT INFORMATION screen,
choose OTHER SERVICES.

A list of the student’s other services will
appear. Tap any service to see its details,
including the other therapist’s contact
information and schedule.

Tap END to return to the list of other
services.
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Viewing old students’ information
Once a student is removed from your caseload, he/she will remain on
your Palm for 45 days under the OLD STUDENTS menu.

To review old students’ information,
highlight OLD STUDENTS on the MAIN
MENU screen and tap REVIEW.

Tapping any student’s name will open his/her STUDENT INFORMATION
screen. For detailed assistance in navigating the STUDENT
INFORMATION screen, see page 12.
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MISSING ANNUALS

Tap on MISSING ANNUALS to highlight it.
Then tap on the REVIEW button.

You will see a list of annual reports, if any,
that are due to be submitted. Tap any
student’s name to see his information, or
tap done to return to the MAIN MENU. To
add a column to view, see page 13.

Tap END to return to the MISSING ANNUALS
list.
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MISSING REQUIREMENTS
Tap on MISSING REQUIREMENTS icon
to highlight it. Then tap on the REVIEW
button.

You will see a list of requirements, if any,
that are missing from your Personnel File.
Contact Providers’ Human Resources to
complete your documentation.
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NEW ASSIGNMENTS
When a new student is assigned to you
for services, the name will appear on the
New Assignments list the next time you
synchronize. Tap on NEW ASSIGNMENTS
to highlight it. Then tap on the REVIEW
button.

You will see a list of students that you
have not yet begun to service. Tap any
student’s name.

To enter the first session, tap the Sessions
button and continue entering the session
as you normally would. If for any reason
you will not be servicing the child, tap to
check the box next to NOT SERVICING.
Then tap the blank line by REASON NOT
SERVICING.

Tap to select the reason from the list that
explains why you are not servicing.
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OVERLAPS
After you synchronize, Yeled Anywhere®
makes it possible to see whether you
have accidentally created any overlaps in
your records. On the MAIN MENU screen,
highlight OVERLAPS and tap REVIEW.

Tap on an overlap from the list to see the
details of the problem. To add a column to
view, see page 13.

You will see the details of the schedule
conflict. To view a field, tap it in the left
column.

Use the left and right arrows to navigate
between fields. Tap RECORD VIEW to
return to the screen of the overlap whose
details you were viewing, or tap END to
return to the OVERLAP list.
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YELED V’YALDA HOLIDAYS
Yeled Anywhere® maintains a list of
all Yeled v’Yalda holidays, on which no
services may be provided. On the MAIN
MENU screen, highlight YELED V’YALDA
HOLIDAYS and tap REVIEW.

Tap the column markers to the right of the
holiday list to access the dropdown list of
optional columns that can be added. Tap
DONE at any point to return to the MAIN
MENU.

Tap on any holiday to view its details. Tap
END to return to the YELED V’YALDA
HOLIDAYS list.
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UNINSTALLING
YELED ANYWHERE®
!

IMPORTANT! Before
uninstalling, you must
synchronize your Palm with
Yeled v’Yalda so your
recorded sessions are not
lost. Follow these simple
steps
to
uninstall
the
computer software.
1.	Tap on the Palm Pilot’s
HOME icon.
2.	Tap on the MENU icon. A
dropdown list will appear
at the top of the screen.
3.	Tap DELETE
dropdown list.

on

the

4.	Locate YELED 2.0 among the alphabetically arranged programs. Tap
it to highlight, then tap DELETE, then tap YES.

5. In the next screen click DONE.
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RE-INSTALLING
YELED ANYWHERE®
During the process of installing Yeled Anywhere® on your computer,
the SETUP program created the icons to install Yeled Anywhere® on
your Palm Pilot.
1. Click on the Windows START button.
2.	Point to PROGRAMS and then point to YELED ANYWHERE®.
3. Click on INSTALL YELED ANYWHERE® ON HANDHELD.

In this window, click on YOUR Palm
User name so that it is darkened
and highlighted, and click DONE.

Read and click OK.

To complete installation, HotSync two times. The first time,
synchronization will install Yeled Anywhere® on your Palm; the second
time, your individual information will be downloaded.
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INSTALLING AND
SYNCHRONIZING YELED
ANYWHERE® ON
YOUR PALM PHONE
Installing Yeled Anywhere® on a
Palm Phone with Internet Access

To install Yeled Anywhere® and be able to synchronize wirelessly, your
phone must have the Palm operating system, not Windows.
If you have Yeled Anywhere®
installed on a Palm phone with
internet access, you will be able
to synchronize wirelessly. Begin
by following the installation steps
outlined on the previous page.
When this window appears, click
to check the box marked INSTALL
S-LINK. Continue to the end of the
installation process.

Synchronize your Palm phone for the first
time: on the MAIN MENU of your Palm,
tap to select the S-LINK icon.
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Tap the MENU icon on your
Palm.
A dropdown list will appear at
the top of the screen. Select
SERVER OPTIONS.

Enter the server information, as shown.
Tap on the word UNASSIGNED to select
a password.

Enter the Yeled Anywhere® password.
When you tap OK, the PASSWORD field
will read ASSIGNED.
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Synchronizing Your Palm phone

On the S-LINK screen, tap MODEM SYNC.

You can follow the synchronization progress on your Palm phone
screen.

When the synchronization is complete,
the screen will display the results.
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USING WORDCOMPLETE
WordComplete is a program that assists
in data input. As you begin to enter
text, a dropdown list of possible word
endings appears, allowing you to select
a word instead of manually completing
it. The program allows you to customize
its dictionary with proper nouns and
uncommon words or abbreviations.
To use WordComplete, you must first
activate the program. On the MAIN MENU
screen, tap the WORD COMP icon.

Tap to check the box that will enable
WordComplete.

When
WordComplete
is
enabled,
you can use the available options to
customize its performance. To de-activate
WordComplete, tap to uncheck the
ENABLE WORDCOMPLETE box.
Tap CUSTOM DICTIONARY to access the
dictionary, which is the list of choices that
will pop up as you write.

Enter a word, name or phrase up to 29
characters long and tap ADD to have it
added to the dictionary. To delete an
entry, tap to highlight it on the list and
tap DELETE. Tap DONE to return to the
previous screen.
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CARING FOR YOUR PALM
Always remember to keep track of your Palm’s battery life; Palms
consume batteries even when off. If the battery dies, all information
stored since the last successful synchronization will be lost. Therefore,
as soon as the indicator on the MAIN MENU screen registers that the
battery is less than full, SYNCHRONIZE and charge the batteries.

FULL BATTERY

BATTERY IS NOT FULL

If you have the M100 model,
when the battery runs low,
synchronize the Palm and then
change the batteries. You will
be prompted to follow the
setup process. In order to
restore your Yeled software and
information, begin synchronizing, and when this screen appears on your
monitor, select your user name to restore the data on your Palm.

!

 MPORTANT! If you have a color Palm, DO NOT change the
I
color settings. If you change the color from the default
settings, your signatures will be invalidated and you will
be required to have the sessions signed again.

PROTECTING YOUR DATA
Synchronize your Palm frequently. By doing so, you will minimize the
amount of data that may be lost in case of malfunction or other loss.
If your Palm is equipped with a slot for a memory card, you can use
that feature to protect your data. When a memory card is kept in the
slot, the Palm’s information is automatically recorded onto the card,
from which it can be retrieved in case of a problem.
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ASSIGNING SHORTCUTS

You can program the buttons of your Palm
to allow easy access to frquently used
programs. On the main menu, tap Prefs.

Tap BUTTONS. On some Palm models,
you will need to tap the upper-right corner
and choose BUTTONS from the resulting
pop-up list.

Tap any icon to re-assign that button’s
function.

From the drop-down list, choose an
application. That program will now open
whenever you press the designated button
on your Palm.
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COPYING AND PASTING
To simplify record-keeping and notetaking, you can copy text from one area
of your Palm and paste it in another.
Highlight the text you wish to copy (this
can be done by dragging through the text).
If you have a color Palm, the affected text
will be highlighted in yellow. If it is not
highlighted in yellow, it means that text is
locked and cannot be copied.

Tap the upper left corner of the screen to
pull up the Edit menu bar. Tap COPY.

Navigate to your target location. Tap the
upper left corner of the screen to pull up
the Edit menu bar. Tap PASTE.
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LOGGING ON TO WWW.YELED.ORG

At www.yeled.org, click on THERAPIST LOGIN in the Professionals column.

Enter your user name (your FIRST NAME SPACE LAST NAME) and your
password (last four digits of your social security number). Click on LOGIN.
To the left of the login is a link to the Palm Pilot Frequently Asked Questions.
If you have difficulty with your Palm or synchronization, read the FAQ’s.
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Once you log onto our website, you will see your customized page. To
the right of the page is your personnel profile, your work preferences
(which you can edit by clicking EDIT WORK PREFERENCES), and a list
of your certifications.
Below that, you will see a list of your personnel items. In the EXPIRE
column, you will see the date, if any, that that item will expire and need
to be renewed. If any item is missing, that will be noted in red.
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VIEWING STUDENTS’
INFORMATION ONLINE
On the top left of your customized page, you
will find a list of some of your students. Click on
MORE to view a complete list of your students.
The STUDENTS link can also be found in the
left-side menu on any other page.

Clicking a student’s name will bring up his/her information

Click on any column heading to sort the list by that field. For example,
clicking APPROVAL will sort the students by their approval status.
Click a student’s
name to view his/
her information.
Click IEPS to view
the child’s IEPs, if
available.
Click ENTER SESS
to add a session. For
more
information
about
completing
sessions online, see
page 61.
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VIEWING AND COMPLETING
ANNUAL REVIEWS ONLINE
On your customized homepage, click MORE under the ANNUALS
section to navigate to the ANNUALS page and see a complete list of
your students. The ANNUALS link can also be found in the left-side
menu on any other page.
Click on any column heading to sort the list by that field. For example,
clicking DUE TO YVY will sort the list by the reports’ due dates. Clicking
VIEW/PRINT will open a printable version of the annual report.

Clicking MORE will bring up your Annuals page

To complete an annual review, click HELPER! near a student’s name in
the ANNUALS section of your customized page or on the ANNUALS page.

!

 ou may receive a message reading, “Goals were not entered
Y
through Goal Helper...” This means that some or all goals were
entered either by our administrative staff or online without use of
the Goal Helper. You will need to add the goals for the annual
using the Goal Helper.

!

When adding goals, add only goals being worked on during the
year of the annual report. Do not add any future goals.

!

Do not use the BACK arrow on your browser while doing your
Annual Review, because otherwise you may risk losing your
information. Only use the BACK and NEXT buttons on the ANNUAL
screen.
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Click ADD CURRENT GOALS (Do this before rating any goals, as that
information will be lost when you add the goals).

In Column 1, select areas
of delay. Use the scroll bar
to navigate. In Columns
2 and 3, select the longand short-range goals, respectively, based on your
choices from the previous
column(s).
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Note that the options in Column 3 are color-coded to correspond to
your choices in the previous column.

In Section 4, use the boxes and drop-down menus to enter all necessary information. Omissions will be highlighted in red and must be
corrected before continuing. When Section 4 is complete, click SAVE
GOALS TO STUDENT.
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In step 1, use the drop-down menus to enter goal status. When
finished, click NEXT. If you have fewer than three long-term goals,
you will be prompted to add more using the GOAL HELPER before
continuing.

In step 2, for every goal, indicate whether it is necessary to keep the
goal or remove it. If you are keeping a goal that was included in last
year’s annual, you must change the accuracy in order to continue.
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In step 3, indicate child’s educational status.
Add additional information as necessary in space provided. When
finished, click NEXT.


In step 4, in each goal’s comment box, enter real-life examples
illustrating the student’s progress. When finished, click NEXT.
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In step 5, check the boxes indicating areas in which the child will
improve. Enter examples in the spaces provided. When finished, click
NEXT.

In step 6, use the buttons, drop-down menus and check boxes to indicate
your recommendations for the child. If you recommend additional
evaluations, you will be prompted to provide the rationale. When finished,
click FINISH.
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Review and edit the report as needed. Check spelling.
From the drop-down menu, choose whether to submit the report immediately or save for further editing.
IMPORTANT!

Before choosing save, copy and paste the text of each section into a
document in a word processing program (e.g. Microsoft Word) on your
computer and save the document. This way, if there is any error submitting the report, you will have a saved copy to submit. Then click the
SAVE button, regardless of which choice you chose from the drop-down
menu.
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ADDING NEW GOALS
Note About Goals
If any of the children on your caseload do not have goals
entered,* you need to enter the goals on your own. You
will see a temporary goal that says WILL SPECIFY GOALS IN
PROGRESS. This goal can be used for the first two or three
sessions until you get to know the child. It cannot be used as
a permanent goal.
In order to add new goals, click on the
GOALS link. The GOALS link can be found
under OTHER LINKS on the main page, or in
the left-side menu thereafter.

Then, select the name of the child you want to add goals for.
Click on ADD NEW GOALS WITH THIS GOAL HELPER.
*	This generally occurs in cases of students older than 5 years (CSE) for whom Yeled v’Yalda does
not have IEP’s.
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In Column 1, select areas of delay. Note the SEARCH box, where you
can enter a term to find any goals containing that term. Use the scroll
bar to navigate. In Columns 2 and 3, select the long- and short-range
goals, respectively, based on your choices from the previous column(s).
Note that the options in Column 3 are color-coded to correspond to your
choices in the previous column. In Section 4, use the boxes and dropdown menus to enter all necessary information. ACCURACY is a required
field. Omissions will be highlighted in red and must be corrected before
continuing. When Section 4 is complete, click SAVE GOALS TO STUDENT.

If you cannot find your goal on the list, click CAN’T FIND YOUR GOAL?
to be able to type your own short and long term goal. Click ADD to add
the goal to the student. Then fill out Section 4 and continue as above.
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UPDATING YOUR
SCHEDULE ONLINE
To update your schedule, click on the SCHEDULE link. The SCHEDULE
link can be found in the left-side menu.

Click on EDIT. You may
need to use the horizontal
scrollbar to scroll to the
right side of the page

In the column of the appropriate day of the week, enter (in HH:MM
space AM/PM format) the time you see the child. (SUNF means SUNDAY
FROM, SUNT means SUNDAY TO, etc.) Click on SAVE when you are
done.
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MANAGING SESSIONS ONLINE
To review the sessions previously entered, click on the SESSIONS link
The SESSIONS link can be found under BILLING LINKS on the main
page, or in the left-side menu thereafter.
The controls at the top of the page determine how the sessions are
displayed. Use the calendar icons to choose the timeframe to display;
use the dropdown menus to select which student(s) to display, whether
to display session notes, and how many sessions to display per page.
The changes will take effect once you click GO.

Clicking any column heading will sort the list by that field. For
example, clicking STATUS will sort the list by signature status.
Click ADD SESS in any row to add a new session for that student. See
page 62 for complete instructions on completing a session online.
Click the EDIT link to the right of a session to open it for editing.
For more detail regarding editing sessions online, see page 63.
Click ENTER BULK ABSENTS to add multiple absences
simultaneously. See page 64 for complete instructions on adding
bulk sessions.
Click ENTER BULK SESSIONS to add multiple sessions
simultaneously. See page 64 for complete instructions on adding
bulk sessions.
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Using the Students’ Page
to Enter Sessions Online
To the far right of any name in your student list (previous
page), click the link ENTER SESS.

Clicking
brings
up a calendar

mm/dd/yyyy

By default, the yellow box at right
displays details of the last five
sessions, bur you can change the
number of sessions displayed.
Enter the date either manually, in
mm/dd/yyyy format, or by clicking the icon and selecting from the
pop-up calendar. Indicate whether services were rendered.
If a session took place, choose YES. You will be prompted to enter the
session start time, duration, end time, group size, location, goal and
progress achieved. If the child is younger than five years old (CPSE)
and requires a signature on the Palm, you can enter the title of the
signatory online as well.
If a session did not take place, enter NO. You will be prompted to enter
who was absent, why, and the missed time.
You can choose to SAVE AND RETURN to the list of students or SAVE
AND ENTER A NEW SESSION for the same child or CANCEL.
You can also add new sessions from the sessions screen. Please refer
to Managing Sessions Online, page 61.
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Editing Sessions Online
Note: Even after synchronizing, the signature status will not be updated
until you visit the Problems page (i.e., if a session remains unsigned
even after obtaining a signature and synchronizing, visit the Problems
page to have the session reprocessed). See page 74, Viewing Session
Problems Online, for more information.

If the session is unsigned, you can edit any field, including date, time,
and duration of session, goals and progress, and title of signer. Click
SAVE SESSION to save changes. Once the session is signed, you will no
longer be able to edit the date of service or session time and duration.
To the right of the screen, several boxes display reference information.
The top box displays notes from the child’s previous sessions. By default,
it displays the last five sessions, but you can enter another number
in the field to display a different number of sessions. The next box,
blue, shows the other sessions you have entered for that day. The final
box, orange, shows what sessions have been entered by you or other
therapists for that child for that day.
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Entering Bulk Absences
If an absence affects more than one student (for
example, a therapist missed an entire day of sessions),
you can use ENTER BULK ABSENTS to record all the
absences simultaneously.
Enter the absence details and check the
names of the students to whom the
absence applies. The amount of minutes
missed will be filled in automatically
according to the child’s mandate. For
SEIT therapists, the minutes missed will
be filled in as 60, and will be editable. When all the details have been
entered, click SAVE ABSENCE.

Entering bulk sessions online
Using the Bulk Attendance tool, you can record all of a
given day’s sessions at one time. The Bulk Attendance
tool can be found on the SESSIONS page.

Enter the date of
service. You can use
pop-up calendar to
select a date.

the

Once you have chosen a date of service, a sidebar will appear on the right,
showing recent sessions and the students who are on your caseload. Also,
any sessions you have already entered for that day, or that were part of
your daily schedule for that day, will appear on the main screen. You can
manipulate your list of students using the SORT BY TIME or SORT BY
NAME buttons, or by filtering the list by site using the SITE dropdown list.
To add a session that is not part of your regular schedule, click ADD by
a student’s name to open a new session for that student.
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Indicate whether services were rendered. If YES, use the dropdown
menus, check boxes, and text field to enter time, location, goal and
progress information.

Once you have completed all the fields, click the SAVE button that will
appear. Clicking CANCEL will delete the session. At any time, clicking the
-/+ button will minimize or maximize the active session. This has no effect on the data you enter. Clicking the X will delete the session and data.

If you save a session at a time that is not part of the student’s regular
schedule, you will be asked whether you want to incorporate that session
time into his/her schedule. You can choose SAVE or DON’T SAVE.

If you answered SERVICES RENDERED? with NO, fill out who was absent,
why, and how much time was missed. As with services rendered, the SAVE
and CANCEL buttons will appear after you have entered all the information.
If multiple sessions were missed for a single cause (e.g. school was
closed), use the Bulk Absences tool. See page 64, Entering Bulk Absences.
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SESSIONS CALENDAR
The SESSIONS CALENDAR link can be found in the left-side menu on
pages after the customized main page.

Use the arrows to navigate the calendar months.
The calendar will display any sessions that took place in
a given month (by default, it will show sessions for all
students, but you can click any student’s name to show
sessions just for that student).
Click on a session’s time to open the session note for that session.
Click the green plus sign next to a student’s name to add a session for
that student.
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ACCESSING FORMS ONLINE
Click the name of any form on the FORMS page to open a PDF version
of the form in a new window. The FORMS link can be found under
BILLING LINKS on the main page, or in the left-side menu thereafter.
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DOWNLOADING AND
INSTALLING YELED ANYWHERE©
On the FORMS page, click the YELED ANYWHERE link.

When prompted by the dialogue
box to open or save the file, choose
SAVE.
Select a folder on your computer
and click SAVE. When the dialogue
box says “download complete,” click
OPEN.
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Doubleclick SETUP.EXE.

Click RUN.

Read and click CONTINUE.

Read the license agreement and click
AGREE.
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During the installation process, the
Setup program prompts you to
choose where you want to install
Yeled
Anywhere®.
The
setup
program will select a default path,
but you may choose another. Click
on the NEXT button to proceed with
installation.

The setup program will show you the
selected path. Click on the FINISH
button to proceed.

		

palm.yeled.org
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Enter the server address:
palm.yeled.org. Enter
the server port: 201.
Continue the setup as
per the instructions on
page 6.

ENTERING A CALL LOG ONLINE
To enter a call log, click on the link CALL LOG. The CALL LOG link can
be found under BILLING LINKS on the main page, or
in the left-side menu thereafter.

Click on ADD A CALL LOG.
Select the student’s name
and the date you spoke to the
parent. You can either click the
calendar icon and select a date
from the calendar that pops up,
or enter the date manually in
the mm/dd/yyyy format.
Indicate the type of contact. The options are: PHONE CALL:
spoke to parent over the phone; DIRECT CONTACT: met
parent in person; NOTE BOOK: sent a note home to parent.
In a few sentences, briefly describe what you discussed with
the parent (“introduced myself as provider…discussed goals,
progress, concerns etc.”).
Click on ADD and the call log you entered will be added to the list of
call logs.
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ENTERING A SEIT
COORDINATION ONLINE
To add a SEIT coordination, click on the SEIT COORDINATION link.
The SEIT COORDINATION link can be found
under BILLING LINKS on the main page, or in the
left-side menu thereafter.

Click on ADD A SEIT COORDINATION LOG.
Select the child’s name and the
date contact was made. You
can either click the calendar
icon and select a date from
the calendar that pops up, or
enter the date manually in the
mm/dd/yyyy format.
In the CONTACT WITH field, enter the name(s) of the
therapist(s) you contacted.
In the CONTACT DESCRIPTION field, type a brief description
(up to 30 characters) of what you discussed.
Click on ADD and the SEIT coordination you entered will be added onto
the list of SEIT coordinations.
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VIEWING SIGN-IN SHEETS
ONLINE (CSE only)
To view your sign-in sheets, which will be available after you have
synchronized successfully, click the SIGN IN SHEETS link, which can
be found in the left-side menu on any page.

Click on any column heading to sort the list by that field. For example,
clicking DATE will sort the list by the sign-in sheets’ dates.
Enter dates in the fields at the top to specify the dates from and to
which sign-in sheets should be displayed, or click the calendar icons
and select fro the pop-up calendars. Dates must be entered in mm/dd/
yyyy format.
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VIEWING SESSION
PROBLEMS ONLINE
Check your session problems frequently to avoid billing difficulties. To
view session problems online, click the CHECK PROBLEMS IN REAL
TIME button under BILLING LINKS on the main page,
or click PROBLEMS in the left-side menu thereafter.

Clicking the date of any session will take you
to the SESSIONS page, where you can view the
session’s details. Once you edit the session to
correct the problem and it is processed by the
Billing Department, it will disappear from the
PROBLEMS list.
Clicking a student’s name under in any section will take you to the
corresponding page to view and correct that problem.
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VIEWING YOUR ANNUALS
HISTORY ONLINE
If you have provided services to the same child for more than one year,
you can access annuals that you have previously entered for that child.
The ANNUALS HISTORY link can be found in the left-side menu on
pages after the customized main page.

You will see a list of children for whom you have previously entered
annuals, and information about each child and annual.
Click on any column heading to sort the list by that field. For example,
clicking DATE OF BIRTH will sort the list by the students’ ages.
Click the magnifying glass in the VIEW column by any name to view
that annual.

Click PRINT ANNUAL if you choose to print the annual you are viewing.
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GLOSSARY
Application

a computer program designed for a specific task or use

Click

see Tap

Close

 nd a program or shut a window (usually by clicking on the x in the
e
top right hand corner)

Database

 collection of data arranged for ease and speed of search and rea
trieval

automatic setting chosen by the program that remains in effect unless canceled by the user
Default

Disable

to shut off so that it does not function

Download

t o transfer (data or programs) from a central computer to a personal computer or Palm Pilot

Drop (-down) List

	a list that appears by tapping an arrow or button, from which the
user can choose among several options
Field

an area for specific data

Hardware

 computer and the associated physical equipment directly involved
a
in the performance of data processing or other functions

Icon

 picture on a screen that represents a specific command or proa
gram

Install

t o put a program into a computer or Palm Pilot so that the user can
make use of the program

Program

 set of coded instructions inserted into a machine, in accordance
a
with which the machine performs a desired sequence of operations

Run

( as in, “to run a program”) To set the program in motion so that it
will begin to operate

Setup

program used to prepare a new program so that it is usable

Scroll

t o cause displayed text or graphics to move vertically or horizontally across the screen so that a line of text or graphics appears at
one edge of the screen for each line that moves off the opposite
edge

Scrollbar

t he narrow bar located at right or at bottom of a screen that allows
the user to scroll in either direction by pressing on the arrows

Software

t he programs, routines, and symbolic languages that control the
functioning of the hardware and direct its operation

Stylus

t he pen-like object that comes with a Palm Pilot; used as a pen or
pointer on the Palm Pilot screen
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Synchronize (also Sync, HotSync)

	to exchange information between two or more programs so that all
programs have the same information
Tap

to touch lightly with stylus or finger

User

one who uses a program, computer, Palm, etc.

Window

 rectangular area on a screen in which a program or a part of a
a
program is displayed

Virus

a destructive program that infiltrates a computer

Virus Detection Program

a program that can detect a virus and fix it
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