
How to Create EAPs in SNAP 
 
 

You can create EAPs two different ways through SNAP. 
A.  First way​ is by creating an​ individual​ EAP by going through the student’s ​Condition 

and Alert​ list.  If you make a EAP this way it is saved in ​Condition/Alert  
a. Pull up individual student  
b. Go to condition and alerts 
c. Find condition you would like to make a emergency action plan for and look to 

the right and hit EAP 

 
d. After hitting the EAP in condition/alerts. In this case asthma, you then need to hit 

new EAP and then go to the left and hit asthma to the left.​ Do not​ hit New 
from file ​it brings up old action plans. 

 
e. The action plan will come up and and you can edit as you see needed 
f. Then you can print and save, it will be saved in Condition/Alerts and this is where 

you will find it in the future.  
g. The advantage of creating the plan this way is that it can be edited and can be 

found easily by a substitute. 
The above way of creating EAPs is described in full below by SNAP in ​Using SNAP EAPs. 
These instructions also show how you can save a plan for previous years in history and then 
make any edits for the current school year, thus showing your original plan, from the previous 
year in history and then the current plan, with new edits, in condition/alerts.  
 

 
 
 
 
 



Using SNAP EAPs 
 

 
 

 
 



 
 
 
 
 
 



 
 
 



 

 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 



B.  The second way​ to create a EAPs is by creating a ​group​ of EAPs in SNAP.  These plans 
will be saved directly into history.  While you can make a group of plans at one time, you can not 
edit the plan like you would be able to do in ​condition/alerts​. And to find the plan you would 
have to go to history to pull it up. 
 
Below I am going to use asthma as an example in creating a group of asthma EAPs using 
students in the training school. An example of when you may want to do this is in creating your 
action plans for the bus drivers 
 
 

1. Go to reports and create a list of students with asthma and print it out.  You do this by 
going to: 

 
Reports on top bar 
      Presentation 
           Student info 
               Condition alerts 
                    With selected condition 
You will then select condition from drop down on right and​ check “ignore date”. ​I would then 
print out this list 

 
 

2. Then you will take your list of students to create or select your group 

 
3. Go to group then select to develop group list. After hitting search, you will get an 

alphabetized list of the students in your school.  You will need to click on the names of 
the students with asthma to put them in the right hand column creating the group.  Using 
the training school students, I have two students, Johnny Appleseed and Sassy Pants 
with asthma. So I clicked on them on the left and that puts them in the group list on the 
right.  When you have all of your students on the right, scroll down and hit okay. 



 
 

4. You will then need to go back to group and hit select process, form letters, and other 

 
Then you will see the next window, click on which EAP you would like to create for all of your 
students with asthma.  The plans stating EAP are for teachers and the plans with /transportation 
are for the bus drivers.  



 
 

5. I am creating a group of the EAPs for my students with asthma for my bus drivers, so I 
choose asthma/transportation and then hit the ok button 

6. You will then see this window, and you will just hit okay 

a.  
7.   It will take some time, but then you will see this 



a.  
8. You will hit view 
9. And then you will see all of your EAPs for all of your students with asthma and you can 

hit print!  While I know this is quite a process, it can save you a lot of time.  


