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SPECIAL EDUCATION PLAN DOCUMENTS – IEP/ISP 

While there is a lot of variability in the process for creating plans for students, in 
general, the process for creating IEP/ISP documents for Case Managers is: 
 

1. Create a Meeting Notice 

2. Create an Evaluation Plan. 

3. Complete Follow up on the Evaluation Plan – get legal guardian’s 
permission to proceed.  An Evaluation Report is automatically created. 

4. Evaluators complete their individual reports.  If the evaluators feel an IEP 
is needed, they contribute to the IEP by creating draft items. 

5. Incorporate draft items into the report and finalize. 

6. Complete Follow-up to Evaluation Report. 

7. Create the IEP document and incorporate any draft items from Evaluators. 

8. Finalize the IEP and create a Prior Written Notice. 

9. Service Providers complete Follow-up Progress Reports. 

10. Complete Follow-up to Prior Written Notice. 
 
Please refer to the following sections for details on completing specific parts of 
the IEP/ISP. 

IEP Documents  

An IEP (Individualized Education Plan) is typically used for students with special 
needs.  The following table lists the sections required for the IEP document.  
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IEP 

 IEP Information 

 Federal Setting 

 Residency 
Information 

 IEP Student Info 

 IEP Guardians 

 Progress Reporting 
Methods 

 IEP Progress Report 
Followup 

 Disabilities 

 Spec Ed Services 

 Related Services 

 ESY Services 

 Transfer of Rights 

 Least Restrictive 

 Assessment  

 Record of 
Proficiency 

 Extended School 
Year 

 Adaptations 

 Adaptations Detail 

 Level of 
Performance 

 Annual Goals 

 Post-Secondary 
Goals  

 Course of Study 

 Transition Service 
Needs 
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IEP 

*DUE PROCESS NOTE: 

For Annual IEP’s – back up the due date by four weeks to ensure you will 
meet and allow the 14 days consideration timeframe.  Your effective date is 
the Deadline Date from the Prior Written Notice.  These should match up. 

For Initial IEP’s -  The effective date will also match the Deadline Date 
from the PWN – however we understand no service can occur before 
parent permission.         

1.  Click the Create New Document link.  
Input effective date and plan end date.  
Click submit. 

The document date information page is 
displayed. 

 

 

2.  The next screen displayed depends on 
how the IEP Menu options have been 
setup by your administrator.  Normally, the 
IEP information screen is displayed 

Note In a new or copied IEP that the 
evaluation report date, plan meeting date 
and plan review date are zeroed out and 
must be selected from a list or keyed in 
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3.  

 

4.  Click in the Evaluation Report Date box 
and enter the date for an Evaluation 
Report. 
 
Click in the other radio buttons, 
checkboxes, drop-down menus, and text 
boxes to fill in or change all of the required 
information. 
 

The Evaluation Report date selection box 
performs a unique function.   If evaluators 
have created draft PLAAFPs and/or draft 
goals, a drop-down menu will appear, and 
you must select the evaluation report date 
from the drop-down menu.  This will 
connect that IEP to the draft parts created 
by other staff.  Typing in the date does not 
make the internal connection to the draft 
documents.   

5.  If there is an existing ‘final’ plan, the dates 
from that plan will show in green above 
the new Plan Effective Date. 
 
If a finalized Meeting Notice exists, a drop 
down menu will appear allowing you to 
link to the meeting or you may enter a 
different date if necessary (use only one 
or the other).   This will link the meeting to 
the plan in the system. 

The items labeled with red text and an 
asterisk (*) are required information that 
must be filled in if they’re not already. 
 
If you don’t know all of the information at 
this time, you may leave some of it blank, 
but you’ll need to come back later and fill it 
in before you can finalize the document. 

6.  Click on the Plan Type radio button and 
select a plan type if not an initial plan. 

Your selection here dictates what you can 
use when you enter parent permission in 
the Follow-up section when finalizing a 
plan: 
a. Selecting ‘Continuing Annual Plan’ will 

allow you to use Signature or Default. 
b.   Selecting Significant Change requires a 
date of the significant change. 
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7.  Click the Submit button. The plan information page is redisplayed 
with a success message or if there is 
information missing an error message in 
red will be displayed at the top of the 
screen. 
 
You can return to this page by selecting 
IEP Information on the bottom section of 
the Menu Bar. 

 


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IEP Student Information         

1.  On the Menu Bar, click IEP Student 
Information if menu option is available 

The Student Information page is displayed.  
If the plan is in Draft Status, the data is 
updated with the data from the last import 
from the Student Information System. 

 

 

2.  Click in the drop-down menus, radio buttons, 
and text boxes and fill in or change all of the 
required information if necessary. 

The items labeled with red text and an 
asterisk (*) are required information that 
must be filled in if they’re not already. 
 
If you don’t know all of the information at 
this time, you may leave some of it blank, 
but you’ll need to come back later and fill it 
in before you can finalize the plan. 

3.  Click the Submit button.  The page is redisplayed with a success 
message. 

 
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IEP Guardians          

You can work with IEP Guardians in exactly the same way that you work with 
other Student Guardians in the system.  Please refer to the Student Information 
part of this training guide for details. 
 

1.  On the Menu Bar, click IEP Guardians.   
Update or add other IEP guardians as needed. 

The Parent/Guardian page is displayed. 
 
 

 

 

2. Note:   If data is imported in Student Plans from a SIS system that imports Mom and Dad 
separately, even though they live at the same address, create an additional guardian.   Click 
on add another Iegal IEP guardian and indicate both Mom and Dad in the same record.  
Then when creating an attendee list, delete the separate parent entities so that only one 
meeting notice is sent out.                  

 


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Disabilities           

IEP Disabilities populates from the Evaluation Disabilities IF you have finalized 
the Evaluation documents.  If this is not an evaluation year, you will need to 
select the primary and secondary disabilities. 
 

1.  On the Menu Bar, click Disabilities. The Disabilities page is displayed.  

 

 

2.  Click in a radio button to select the primary 
disability.   

One primary disability must be selected in 
the Pri column.    

3.  Click in the check boxes to select the 
secondary disability. 

Selecting secondary disabilities in the Sec 
column is optional.  Multiple Secondary 
disabilities may be selected.  

4.  Click the Submit button. The page is redisplayed with a success 
message. 
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Special Education Services        

1.  On the Menu Bar, click Spec Ed Services.  
Click the Add new Special Education Services 
link. 

The Special Education Services page is 
displayed.  

 

 

2.  At least one Special Education or Related 
Services entry is required. 
 

The services displayed in the drop-down 
box are setup in system template 
maintenance or district maintenance 
screen in the services table. 
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3.  Click in the drop-down menus, checkboxes, 
and text boxes and fill in or change all of the 
required information. 

The items labeled with red text and an 
asterisk (*) are required information that 
must be filled in if they’re not already. 
 
If you don’t know all of the information at 
this time, you may leave some of it blank, 
but you’ll need to come back later and fill it 
in before you can finalize the plan. 
 

 The Service descriptions are linked to 
billing and service time reports. 

 Extended Service Description can be 
used to further describe the service.  
This prints on the IEP. You might 
choose to use this box if the Service is 
SLD and you want to further explain to 
parents that this service time is for 
Reading. 

 Location Area - you can select 
General Ed OR Special Ed. 

 Sessions and Minutes per Session are 
used to determine total service hours 
for reporting purposes and will be 
used for billing purposes. 

4.  Click the Submit button. The Special Education Services page is re-
displayed with a success message. 

5.  Add another service or click the Cancel button. The Special Education Services table is 
displayed and the service you added is 
shown in the list. 
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6.  Click the Append Draft Special Education 
Services link.    

The Draft Components screen will display, 
select a service if there are Draft Services 
to append by choosing document to 
append and clicking on the App box 

 

 

7.  Click the checkboxes next to any draft items 
that should be included in this plan. 

 

8.  Click the Submit button.  Navigate back to the 
IEP Services section. 

The Special Education Services page is 
displayed with the draft items added to the 
table. 
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9.  Click the Edit link for a draft item you added.  

10.  Modify the information as necessary. This is exactly the same as when you 
create new Services as described above. 

11.  Click the Submit button. The Special Education Services page is 
displayed. 

12.  Repeat for all of the draft items you added.  

13.  NOTE:  The services screen and 
corresponding PDF will be sorted by Service 
End Date and Service 

 

 


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Related Services         

1.  On the IEP Menu Bar, click Related 
Services, if available. 

The Related Services page is displayed.  

 

 

2.  Click the Add Related Services link. The Related Services page is displayed. 
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3.  Click in the drop-down menus, checkboxes, 
and text boxes and fill in or change all of the 
required information. 

The items labeled with red text and an 
asterisk (*) are required information that must 
be filled in if they’re not already. 
 
If you don’t know all of the information at this 
time, you may leave some of it blank, but 
you’ll need to come back later and fill it in 
before you can finalize the plan. 

4.  Click the Submit button. The Related Services page is re-displayed 
with a success message. 

5.  Click the Cancel button. The Related Services table is displayed and 
the service you added is shown in the list. 

 

 

6.  Click the Append Draft Related Services 
link. 

The Document Collaboration page is 
displayed.  All draft services will go under the 
Services tab. 
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7.  Click the checkboxes next to any draft items 
you’d like to include in this plan. 

 

8.  Click the Submit button.  Navigate back to 
the IEP Related Services section. 

The Related Services page is displayed with 
the draft items added to the table. 

9.  Click the Edit link for a draft item you added. The Related Services information page is 
displayed. 

10.  Modify the information as necessary. This is exactly the same as when you create 
new Services as described above. 

11.  Click the Submit button The Related Services page is displayed. 

12.  Repeat for all of the draft items you added.  

 


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ESY Services 

*DUE PROCESS NOTE: 

To consider ESY you MUST have documented data indicating the need for 
service.  For regression/recoupment you should have data at the start of 
the year, then again a few weeks later; before and after breaks, then a 
couple weeks later after returning from break. 

To consider the other two areas of ESY, please speak with the Director or 
Assistant Director of Special Education.      
    

1.  On the IEP Menu Bar, click ESY Services, if 
available. 

The ESY Services page is displayed.  

 

 

2.  Click the Add ESY Services link. The ESY Services page is displayed. 
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3.  Click in the drop-down menus, checkboxes, 
and text boxes and fill in or change all of the 
required information. 

The items labeled with red text and an 
asterisk (*) are required information that 
must be filled in if they’re not already. 
 
If you don’t know all of the information at 
this time, you may leave some of it blank, 
but you’ll need to come back later and fill it 
in before you can finalize the plan. 

4.  Click the Submit button. The ESY Services page is re-displayed 
with a success message. 

5.  Click the Cancel button. The ESY Services table is displayed and 
the service you added is shown in the list. 
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6.  Click the Append Draft ESY Services link. The Document Collaboration page is 
displayed.  All draft services will go under 
the Services tab. 

 

 
 

7.  Click the checkboxes next to any draft items 
you’d like to include in this plan. 

 

8.  Click the Submit button. The ESY Services page is displayed with 
the draft items added to the table. 

9.  Click the Edit link for a draft item you added. The ESY Services information page is 
displayed. 

10.  Modify the information as necessary. This is exactly the same as when you 
create new Services as described above. 

11.  Click the Submit button The ESY Services page is displayed. 

12.  Repeat for all of the draft items you added.  
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
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Least Restrictive Environment (LRE) Explanation  

 

*DUE PROCESS NOTE: 

You must identify what the student is receiving for direct services, and 
then what they are missing when receiving that service.  For instance, 
“student receives direct instruction for articulation while peers receive 
instruction in art twice per week.”  Also, consider special events here. For 
instance, “student receives direct instruction for reading while peers 
receive social instruction in the general education setting.  When special 
events occur, such as lyceums, pepfests, music concerts and band 
concerts, student will participate and not receive direct special education 
services during that time.”    

 

1.  On the Menu Bar, click Least Restrictive. The Least Restrictive Environment (LRE) 
Explanation page is displayed. 

 

 

2.  Click on the Template to Append drop-down 
menu and select a template to use. 

This is optional and may be done at any 
point in the process.  If your district has a 
template set up, it is usually easier to use 
that than to start from scratch.  

3.  Click the Append Template button. The page is redisplayed with the template 
information added below whatever other 
information exists in the text box. 
 
Depending on how your templates are set 
up, you may wish to append several 
templates back-to-back. 
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4.  Click in the text box and edit the information as 
necessary.  

See the part of this manual on using the 
Text Editor for more information. 

5.  Click the Submit button. The page is redisplayed with a success 
message. 

 


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Assessments        

1.  On the Menu Bar, click Assessments.  Click 
the tab that will be tested.  These screens are 
customized by the district and may not appear 
the same. 

The Assessments page is displayed with a 
section for each assessment available for 
the state and in your district. 

 

 

2.  Click in the radio button and/or text box to 
mark the appropriate level of participation for 
the student. 

 

3.  Click the Submit button. The page is redisplayed with a success 
message. 

4.  If the student requires accommodations in a 
subject, click the appropriate radio button   

The Assessment Accommodation page is 
displayed.  If the accommodation is not in 
the table, it can either be added to the 
table or it can be typed in the text box. 

5.  Click on each tab and select the All radio 
button and Not Applicable if the student does 
not need that assessment 
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6.  Click on the Accommodation drop-down menu 
and select the appropriate accommodation. 

Accommodations may be listed for any/all 
assessments. This list is customized for 
your district based on allowable 
accommodations in your state. 

7.  Click in the Sequence # and comments boxes 
and edit as necessary. 

The sequence number is set by default, but 
you may change it if you want the 
accommodations to appear in a particular 
order. 

8.  Click the Submit button. The Assessments page is displayed 
showing the accommodation selected. 

  

 

9.  Select the Parental Notification of Alternate 
Assessment if appropriate 

 

 
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Record of Proficiency         

 

This screen is used to input the scores that a student receives on assessments – 
this is an OPTIONAL form. 

 

1. Click on Record of Proficiency on the IEP 
menu 

Record of Proficiency in Meeting Diploma 
Requirements screen is displayed 

 

 
 

 

 
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Annual Goals         

There are a number of ways to put goals and objectives together: 

 Use the Goal Library and choose both the goal and objectives. 

 Choose to write your own goal and then search the library just for an 
objective. 

 Select a goal from the library and write your own objectives. 

 
The following procedure walks through all of the elements, but they can be 
combined in different ways. 
 
*DUE PROCESS NOTE: 
Whether you use the library or write your own, you must still meet the due 
process requirements for goal/objective writing.  A goal must include the 
following:  skill/behavior to change, direction, and expected annual ending 
level.  An objective must include the following:  skill/behavior to change, 
conditions, criteria and evaluation procedures.  A goal MUST have a 
minimum of two objectives. 
 
Example Goal: 
Johnny will increase his basic reading skills from consistently reading 
Dolch sight words with 54% accuracy to reading them consistently with 
90% accuracy. 
 
Johnny will decrease blurting out behaviors from 5 times per 
(day/class/session) to blurting out two or fewer times per 
(day/class/session). 
 
Example Objectives: 
Given a list of the first 100 Dolch sight words, Johnny will read them with 
90% accuracy, on three consecutive trials. 
 
Given a classroom session, Johnny will raise his hand before making a 
request 8 of 10 random observations completed by special education staff. 
 
Adding Goals Using Goal Library 

1.  On the Menu Bar, click Annual Goals. The Annual Instructional Goals page is 
displayed. 
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2.  Click the Search Goal Library link.  

 

 

3.  Click on the Goal Area drop-down menu and 
select the desired Goal Area. 

 

4.  Click in the search patterns boxes and add 
additional search criteria as you wish. 

These are optional and can be used to 
narrow your search.  Enter one key word in 
each box. 

5.  Click the Submit button. The Goal Library Search Results page is 
displayed. 
 
Note that only a portion of the Goal text is 
included in the table. 
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6.  Click the “more” link for one of the Goals. The full text will be displayed in an 
Instructional Goal Display pop-up window. 

 

 

7.  Click the close button. The pop-up window closes. 

8.  Click in a radio button to select the Goal you 
wish to use in this plan. 

 

9.  Click the Submit button. The Goal Library Objective Search Results 
page is displayed.  
 
Note that only a portion of the Goal 
Objective text is included in the table. 



© 2001 – 2014  28 of 60 
cmERDC (Central Minnesota Educational Research and Development Council) 
All Rights Reserved. 
(IEP documents_6.2.doc) 

 

 

10.  Click the “more” link for one of the Goal 
Objectives. 

The full text will be displayed in an 
Instructional Goal Objective Display pop-up 
window. 

 

 
 

11.  Click the close button. The pop-up window closes. 

12.  Click in the checkboxes to select the Goal 
Objectives you wish to include in this plan. 

You may select as many as you wish. 

13.  Click the Submit button. The goal information page is displayed with 
the Goal and Objectives added to the Goal 
you were working on.  
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14.  Click in the text boxes and edit the text as you 
wish. 

 

15.  Click the Submit and Display Goal List button. The Goal List is displayed with a success 
message. 
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Adding Goals Manually 

1. Click the Add New Goal link.   A blank goal information page is displayed. 
In this case the Present Level section is 
included so that the case manager can 
write a Present Level description for that 
annual goal.  
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2.. Click in the Goal box and enter a 
sequence number if not already there. 

These are filled in by default, but if you wish to 
set the sequence manually, you may do so. 

3. Click on the Goal Area drop down menu 
and select the appropriate goal area. 

 

4. For IEPs, in the Present Level of 
Education Performance (PLAAFP) 
section, click on the Template to Append 
drop-down menu and select a template to 
use. 

This is optional and may be done at any point 
in the process.  If your district has a template 
set up, it’s usually easier to use that than to 
start from scratch. 

5. Click the Append Template button. The page is redisplayed with the template 
information added below whatever other 
information exists in the text box. 
 
Depending on how your templates are set up, 
you may wish to append several templates 
back-to-back. 

6. Click in the text box and edit the 
information as necessary. 

See the part of this manual on using the Text 
Editor for more information. 
 
Replace any ^^ symbols with a measurable 
outcome.   The document cannot be finalized if 
any ^^ are still present in the goals/objectives.  
The % is not checked, but a valid number 
should be placed before each of the % 
symbols as necessary. 

7. In the Goal Text and Objectives sections, 
click in the text boxes and enter the 
appropriate information. 

Refer to the onscreen instructions for more 
details on what to include. 
 
If you wish to add additional objectives to the 
list, click the Submit and Add More Objectives 
button. 

8. Click the Search Goal Library for 
Objectives link. 

The Search Library for Instructional Goal 
Objectives page is displayed including the Goal 
Area you previously selected. 
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9.. Enter additional search criteria.  

10. Click the Submit button. The Goal Library Objective Search Results 
page is displayed.  
 
Note that only a portion of the Goal Objective 
text is included in the table. 
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11. Click the “more” link for one of the Goal 
Objectives. 

The full text for will be displayed in an 
Instructional Goal Objective Display pop-up 
window. 

 

 

12. Click the close button. The pop-up window closes. 

13. Click in the checkboxes to select the 
goals you wish to include in this plan. 

 

14. Click the Submit button. The goal information page is redisplayed with 
the Goal Objectives added to the Goal you 
were working on.  
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15. Click the Submit and Display Goal List 
button. 

The Goal List is displayed with a success 
message. 
 

 

 

16.  Repeat the process to add additional 
goals as necessary. 

 

17.  Click the Submit button. The page is redisplayed with a success 
message. 

18.  Click the Append Draft Goals link. The Document Collaboration page is 
displayed. 
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19.  Click the checkboxes next to any draft 
items you would like to include in this 
plan. 

 

20.  Click the Submit button.  Navigate back to 
the IEP Annual Goal page. 

The Annual Instructional Goals page is 
displayed with the draft items added to the 
table. 

21.  Click the Edit link for a draft item you 
added. 

The Goal information page is displayed. 

22.  Modify the information as necessary. This is exactly the same as when you create 
new Goals as described above.   
 
Note that you may need to add objectives as 
they’re not required for Draft Goals but are 
required for Goals in a plan. 

23.  Click the Submit and Display Goal List 
button 

The Annual Instructional Goals page is 
displayed. 

24.  Repeat for all of the draft items you 
added. 

 

 


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Progress Reporting Methods 

 

*DUE PROCESS NOTE: 

Remember to use the drop down option for the statement.  The statement 
includes the required components.  If you COPIED the IEP, please pay 
special attention to this area.  It may have been written incorrectly on the 
previous document! 

 

**  A Summary of Performance document cannot take the place of a 
progress report. 
        

1.  On the Menu Bar, click Progress Reporting 
Methods. 

The Progress Reporting Methods page is 
displayed. 

 

 
 

2.  Click on the drop-down menu and choose a 
reporting method.  

These are customized for your district. 

3.  Click the Add button. 

 

The reporting method text is added to the 
description in the text box above. 
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4.  Click in the text box and edit the information as 
necessary. 
 
 

This is required information that must be 
filled in before the plan can be finalized. 
 
If you don’t know all of the information at 
this time, you may leave some of it blank, 
but you’ll need to come back later and fill it 
in before you can finalize the plan. 

5.  Click the Submit button. The page is redisplayed with a success 
message. 

 


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IEP Followup (Progress Reports)       

Once a plan has been finalized, you can add progress reports to it. Progress 
Reports are available only on Education Plans that are Final.   Goals and 
objectives (if district option is set) are pulled in from the Annual Goals section of 
the IEP. 
 

*DUE PROCESS NOTE: 
You must specifically identify the individual objectives and DATA per 
objective when sharing progress.  If your objective indicates 80% accuracy 
on 8 of 10 observations, you need to share what that data looks like.  For 
instance, “Student earned the following scores during quarter one 81%, 
79% and 89%.  Currently the student has successfully completed 2 of 10 
observations.” 
 

1.  In the document group table showing the plan 
with a Final status, click the followup link. 

The Progress Reports page is displayed 
with the most recent report on top and the 
older ones below. 

 

 

2.  Click the Add New Progress Report link. The Progress Report Definition page is 
displayed. 
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3.  Enter the appropriate information in the Report 
Date and Status boxes. 

 

4.  Click the Submit button. The Progress Report page is displayed. 

 

 

5.  On the Progress line for Goal #1, click the Add 
link. 

The Goal Progress page is displayed. 
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6.  Click in the radio buttons and text box and fill 
in or change all of the required information. 

The items labeled with red text and an 
asterisk (*) are required information that 
must be filled in if they’re not already. 
 
If you don’t know all of the information at 
this time, you may leave some of it blank, 
but you’ll need to come back later and fill it 
in before you can finalize the document. 

7.  Click the Submit button. The Progress Report page is displayed 
with a success message. 

8.  Repeat for each of the Goals in the plan. You must report something for each goal to 
finalize the report. 

 


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Extended School Year 

*DUE PROCESS NOTE: 

When considering ESY, remember it is about maintaining skills – not about 
growing them.  You will need to identify the specific goals and objectives to 
be covered.  Also, consider the amount of time appropriate to maintain 
skills.  ESY can look like direct service at the school, could be packets of 
skills activities shared with families or phone consultation for skills 
maintenance.         

 

1.  On the Menu Bar, click Extended School Year. The Extended School Year page is 
displayed.  The options for the question are 
set in district options. 

 

 

2.  Click in the radio buttons to mark whether 
extended school year services are required for 
this IEP.  

This question will only display if the district 
option:  ESY Criteria required? is set to N 

3.  Click the Submit button. The page is redisplayed with a success 
message. 

4.  On the Extended School Year (ESY) line of the 
table, click the Check link.  

The Plan Criteria Checklist for Extended 
School Year (ESY) page is displayed. 

5.  NOTE:  If the plan is finalized with the More Data Needed selected there will be a 
tickler item reminder the case manager when the Extended Services need to be 
addressed.  The plan needs to be put into correct mode and then remove the More 
Data Needed date and select either Y or N as appropriate. 
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6.  Click in the radio buttons and text boxes to 
mark the items as appropriate for this plan.  

The onscreen instructions describe the 
qualification requirements. 

7.  Click the Submit button. The extended School Year page is 
displayed. 
 
If the criteria checklist has been completed 
and the student qualifies, a check mark is 
displayed in the table. 

  
If the qualification criteria have not been 
met, an X is displayed. 
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8.  Click the Clear Link. The Plan Criteria Checklist is displayed 
with a confirmation message.   

9.  Click the Cancel button. The Extended School Year page is 
displayed. 
 
Confirming will delete all of your responses 
on the Plan Criteria Checklist. If you really 
do want to clear it, click the Confirm Clear 
button. 

10.  Define Goals for this student. See the Annual Goals section of this 
manual for more information. 
 

 If no goals have been defined, “No goal 
records exist at present” will be 
displayed as shown above.  

 As you add goals to the IEP, they will 
appear on the ESY form as shown 
below. 
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11.  Click in the Regr/Recp 
(Regression/Recoupment) and the Self Suff 
(Self Sufficiency) checkboxes as appropriate. 

If Regression/Recoupment or Self 
Sufficiency is flagged, added text appears 
on the goal pages of the printed plan as 
shown below. 

12.  Click the Submit button.  Click print PDF and 
ESY services are indicated in the goal area. 

The page is redisplayed with a success 
message. 

  

 
 

 


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ADAPTATIONS          

*DUE PROCESS NOTES: 

There are three text boxes – Supplemental, Modifications, Assistive 
Technology.  Supplemental Adaptations includes services such as OT 
consultation, Para or PCA services, etc.  When referencing para/pca 
services, please remember to be specific about some of their duties – 
including toileting, feeding, behaviors, etc.  Modifications includes 
accommodations, behavior strategies, test taking requirements, alternate 
curriculum.  Assistive Technology includes items such as software, 
augmentative communication devices or apps, calculators, manipulatives, 
sensory items, low tech graphic organizers, etc. 

Adaptations – Using Text boxes 

1.  On the Menu Bar, click Adaptations. The Adaptations page is displayed. 

 

 

2.  Click on the drop-down menu below the text 
box and choose an adaptation.  

The accommodations displayed in the 
drop-down are customized for your district. 

3.  Click the Add button. 

 

The adaptation text is added to the 
description in the text box above. 

4.  Click in the box and edit the information as 
necessary.  

 

5.  Click the Submit button. The page is redisplayed with a success 
message. 
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6.  Click the Append Draft Adaptations link. The Append Draft Adaptations page is 
displayed. 

 

 
 

14.  Click the checkboxes next to any draft items 
you would like to include in this plan. 

The checkboxes will be available if there 
are draft items to append,  

15.  Click the Submit button. The Adaptations page is displayed with the 
draft item added. 

16.  Modify the information as necessary. This is exactly the same as when you 
create new Adaptations as described 
above. 

17.  Click the Submit button. The page is redisplayed with a success 
message. 

18.  There are also adaptation supplemental, 
assistive and modifications pages if 
customized by system administrator   

These screens behave the same way as 
described above. 
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
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Federal Setting          

1.  On the Menu Bar, click Federal Setting.  The 
second federal setting will print on the IEP if it 
is turned on in document sections, else only 
the primary federal setting will print in the 
heading. 

The Federal Setting Information page is 
displayed.  NOTE:  The second federal 
setting is used if there will be another 
setting during the interim of the IEP 

 

 

2.  Click in the drop-down menus and text boxes 
and fill in or change all of the required 
information. 

The items labeled with red text and an 
asterisk (*) are required information that 
must be filled in if they’re not already. 
 
 

3.  Click the Submit button. The page is redisplayed with a success 
message. 

 


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Residency Information        

1.  On the Menu Bar, click Residency Information. The Residency Information page is 
displayed. 

 

 
 

2.  Click in the drop-down menus and fill in or 
change all of the required information. 
 
Use of enrollment status is determined by 
district  

The items labeled with red text and an 
asterisk (*) are required information that 
must be filled in if they are not already. 
 
 

3.  Click the Submit button. The page is redisplayed with a success 
message. 

 


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Transfer of Rights 

 

*DUE PROCESS NOTES: 

You must complete this section when the student turns 17 during the 
course of the current IEP.   
        

1.  On the IEP Menu Bar, click Transfer of Rights. The Transfer of Rights at Age of Majority 
page is displayed. 

 

 
 

2.  Click in the box and enter a date.  This is the date that the student was 
informed of the rights that will transfer to 
him/her upon reaching the age of majority 
(18), unless a legal guardian or 
conservator has been appointed. 
 
It is NOT the date that the student turns 18. 

3.  Click the Submit button. The page is redisplayed with a success 
message. 

 


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Level of Performance (PLAAFP) 

*DUE PROCESS NOTE: 

You must address the following items in this section:  Describe how the 
disability affects the child’s involvement and progress in the general 
curriculum.  If transition age, you must address their present level of 
performance in the three areas as well. 

 

For example: 

Johnny is eligible for services under the OHD category for Attention Deficit 
Disorder.  He currently has needs related to organization, impulsivity 
control, as well as basic reading skills.   

 

Johnny struggles in with maintaining his planner daily, putting his 
homework in his corresponding folders, turning in homework when 
requested, and with reading basic sight words with fluency.  Currently, 
Johnny is missing 35 of 70 assignments from quarter 3.  He is able to read 
10 of the first 100 sight words consistently.  Additional data includes… 

 

This affects his ability to demonstrate knowledge and understanding of the 
curriculum, as well as his independence in the daily environment.  
     

1.  On the IEP Menu Bar, click Level of 
Performance if available. 

The Program (PLAAFP) page is displayed. 

 

 
 

2.  Click on the Template to Append drop-down 
menu and select a template to use. 

This is optional and may be done at any 
point in the process.  If your district has a 
template set up, it’s usually easiest to use 
that than to start from scratch.  



© 2001 – 2014  53 of 60 
cmERDC (Central Minnesota Educational Research and Development Council) 
All Rights Reserved. 
(IEP documents_6.2.doc) 

3.  Click the Append Template button. The page is redisplayed with the template 
information added below whatever other 
information exists in the text box. 
 
Depending on how your templates are set 
up, you may wish to append several 
templates back-to-back. 

4.  Click in the text box and edit the information as 
necessary.  

See the part of this manual on using the 
Text Editor for more information. 

5.  Click the Submit button. The page is redisplayed with a success 
message. 

6.  Click the Append Draft PLAAFP link. The Document Collaboration page is 
displayed. 

 

 

7.  Click the checkboxes next to any draft items 
you’d like to include in this plan. 

 

8.  Click the Submit button.  Navigate back to IEP 
PLAAFP page. 

The Program (PLAAFP) page is displayed 
with the draft items added just as when a 
template is added as described above. 

9.  Modify the information as necessary.  

10.  Click the Submit button The page is redisplayed with a success 
message. 

 

 
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Post-Secondary Goals    

*DUE PROCESS NOTES: 

When writing measurable goals, please consider the following examples: 

Education/Training 

• Following graduation, I will receive training while working at the Pine 
hardware store. 

• I will enroll in on-the-job training at Superior Industries. 

Employment 

• Following graduation, I will work full time at the Pine hardware store. 

• Following graduation, I will work full time as a computer technician. 

• I will continue working in jobs that involve animals. 

Independent Living 

• Following graduation, I will live in a group home with my friends. 

• Following graduation, I will live in a dorm or an apartment. 

 

You must include the verbage, “I will…” in order to meet due process 
requirements.   
                                       

 

1. On the IEP Menu Bar, click Transition Goals The Transition Post Secondary Goals page 
is displayed.  (These goals are defined in 
Transition Activities table) 
NOTE:  If the goals in the transition activity 
table are required, there will not be a box 
available to indicate that they are not 
needed.   
** We do not use TRAX. 
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2. Key in information about student’s post 
secondary goals into the applicable area 

If there is nothing to input for an area, click 
in the Not Needed box and explain why 

3. Optionally, click the down arrow next to 
append template if a template has been 
previously defined 

 

4. Click the Submit button. The page is redisplayed with a success 
message. 

5. NOTE:  If the child is not of transition age as 
defined in district options, then they will pass 
completeness without filling anything in 

 

 
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Course of Study   

*DUE PROCESS NOTES: 

If the IEP will span two grade levels, consider the courses from BOTH 
years.  Maintain the previous year’s information on the IEP.   
  

 

1. On the IEP Menu Bar, click Course of Study The Course of Study page is displayed. 

 

 
 

2. Key in anticipated month and year of 
graduation 

 

3. Click the Submit button. The page is redisplayed with a success 
message. 

4. Click on Add New Course Plan link Key in information about courses of study 
that will be taken to fulfill post-secondary 
goals 
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Transition Service Needs   

 

*DUE PROCESS NOTES: 

Consider the student’s needs related to each section.  Only include items 
the school or family is responsible for.                               

 

1. On the IEP Menu Bar, click Transition Service 
Needs 

The Transition Service Needs page is 
displayed.  (These needs are defined in 
Transition Activities table) NOTE:  If the 
service needs in the transition activity table 
are required, there will not be a box 
available to indicate that they are not 
needed.   
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2. Key in information about student’s transition 
service needs into the applicable area 

If there is nothing to input for an area, click 
in the Not Needed box and explain why 

3. Optionally, click the down arrow next to 
append template if a template has been 
previously defined 

If the Not Needed box is selected on either 
Transition Needs or Goals, it will be 
automatically selected on the 
corresponding page 

4. Click the Submit button. The page is redisplayed with a success 
message. 
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