
FIT-KIDS Annual Performance Report (APR) 

Data Cleanup Instructions 

 
The US Office of Special Education Programs (OSEP) considers Indicators 1, 7, 8a, 8b, and 8c to be 
“compliance indicators”. This means that providers are expected to perform at 100% compliance. If 
compliance is not currently at 100%, providers must clearly indicate their methodology for reaching 
100% within one year from the date of this APR submission. Targets for FY 17 must be set at 100%. 
In calculating compliance in these indictors, OSEP allows for family and inclement weather delays, 
whereas agency and blank (other) reasons do not count towards compliance.  FIT providers must 
enter a delay reason if the timeline is exceeded and the same delay reason must be recorded in the 
child’s record. The FIT Program verifies that the correct delay reason is entered in FIT-KIDS as part 
of the Community Based Assessment (CBA) audit.  
 
FIT Providers will complete the first round of data cleanup to ensure that delay reasons are entered 
in all cases where a timeline has been exceeded for indicators 1, 7, 8a, and 8c by the close of 
business on 8/18/2017.  I am requesting that all providers email me when they have complete the 
initial cleanup so I can run the final compliance data for your review before receiving the final APR 
Compliance Narrative. 
 
By having FIT providers run their own data reports in FIT-KIDS for these APR indicators will provide 
instructions and guidance that can be used throughout the year to complete the data cleanup on a 
monthly or quarterly schedule so the annual data cleanup is less time consuming for providers and 
the FIT program. 
 
Please email Jason Lavy at Jason.lavy@state.nm.us or call at 505-841-5541 if you have any 
questions or need help in completing this cleanup. 
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Indicator 1: Timely Delivery of Services 

1. Select Indicator 1 – Timely Delivery of Services 

2. Enter “IFSP Service Start Date” of 7/1/2016 

3. Enter “IFSP Service End Date” of 3/31/2017 

 
 

 
4. Select your provider name underlined in the report to select the data.  

 



 

5. Click on the Export drop down meu icon to save the file to Excel 

 

 
 

6. The top 7 rows can be deleted from the Excel file to facilitate sorting. 

 

 
 

  



7. If you encounter the following error, a quick scan of the column letters at the top of the 

excel sheet shows a disparity in the lettering.  In the example below, the letters I and J 

are skipped.   

 



8. Highlight the columns H through K. 

 

  



9. Right click on the grey area and select column with of 10. 

 

 

  



10. You should now be able to see columns I and J.  They will need to be deleted to perform 

your sort.  Next, you will highlight columns A through H and sort on Days until Service 

Delivery.  

 

 

  



11. Once the data is sorted, the children that have missing data with a delay of more than 

30 days needs to be updated in FIT-KIDS.  Additionally, the Agency delay reasons should 

be researched and verified to be correct.  

 

 

  



Indicator 7: 

For Indicator 7, the same steps are followed as above.  Some differences are highlighted below. 

1. When the Indicator 7 report is run, the data page is accessed by selecting the “View 

Details” link circled below:  

 

 
 

2. Similar to step 8 above, Columns J through L will have to be highlighted and resized to 

delete the merged columns. 



 
 

3. Lastly, for Indicator 7, you are looking for missing or agency reasons for “Days Referral 

to IFSP Start” of more than 45 days. 

  



Indicator 8c 

The same report is utilized by the FIT program for indicators 8a and 8c.  Therefore, cleaning the 

data on this report satisfies both indicators. 

1. For Indicator 8c, you will be looking for “Third Birthdays” between 7/1/2016 and 

3/31/2017.  

 
 

2. When sorting, verify that “Inactivation Reason” for “Conference Held at least 90 from 

third birthday” marked as “No” is entered. 

 

 

 

 

 

 


