
ITOTS FAQ 
 
How do I make a child inactive?   
 
Making a child inactive within the ITOTS system is the mechanical method for tracking children who have 
been given the status "inactive" in accordance with the No Show Policy Page and flow chart.  For additional 
information regarding the No Show Policy Page, please review the materials listed under No Show Policy on 
this page: http://www.infantva.org/pr-PolicyPage.htm  
 
Only children with a valid IFSP who 
have been entered into ITOTS can be 
tagged as inactive.  To make a child 
inactive, first open the child’s record 
by going to the ITOTS home page, 
clicking on Client Data, then 
selecting search open children. 

 
Search for the 
child by entering 
either the name 
or ITOTS ID into 
the appropriate 
blank and 
pressing search.  
Or, if you scroll 
down to the 
records you can 
open the record 
by clicking on 
the blue underlined ITOTS ID on the left of the screen 
 
Once the child’s record has been opened, 

click on Child 

to 

Discharge.  
This will 
bring you 
the discharge 
page: 

 

http://www.infantva.org/pr-PolicyPage.htm


 
This is the only section of discharge that needs to be completed for making a child inactive. 

 

To make a child inactive, check the checkbox, record the two dates requested and 
 

save the transition. 
 
If you make contact with the family again and need to make the child active again, follow the above steps to get 
to the child discharge page and uncheck the Child Inactive box.  This will remove the dates and you can check 
“Save Transition” to save the change.  ITOTS does not track the history of a child being inactive. 
 
Two reports will assist with managing the inactive children in your system.  One is the Child Specific Report 
“Inactive”.  The other is the OSEP Verification/Monitoring Report “Open Cases For Children with an IFSP. 


