
I-Star IEP  

Welcome to the Illinois State Board of Education's online IEP system, I-Star (IEP Special 
Education Tracking and Reporting). 

Illinois's online IEP is fully integrated with SIS (Student Information System), EIS (Educator 
Information System), and ELIS (Educator Licensure Information System). The system is accessed 
through IWAS (ISBE Web Application Security) so each user will need an IWAS account. If you do 
not have an IWAS account, visit the IWAS User Guide. 

 



I-Star IEP Administrator Guide  

This portion of the User Guide is for administrators who will be managing security for I-Star 
users. This part of the guide should be completed before staff IEP training. 

 



Checklist to Prepare  

Before receiving an I-Star training the following steps need to be performed for a successful 
experience: 

  All staff that will require access to I-Star must have an IWAS account. 
  All District Superintendents or Coop Administrators must assign security roles. 
  All students must have a SIS ID, including PreK students and other students served in a 
community. 
  SIS ID's batch uploads must be done daily. 
  Personnel must have IEIN number. Social Security numbers will not be accepted. 
 



IWAS Account  

There are two layers of security when using the I-Star system.  
1. The first layer is provided by IWAS (ISBE Web Application System) 
2. The second layer is provided inside the I-Star System  

Before being assigned a role in the IEP system, you must create an IWAS account to establish 
authorization to use ISBE systems.  
Many ISBE web applications are accessed through IWAS for security and convenience.  

 
Access IWAS using Steps 1-4 below: 

Step 1: Click the link https://www.isbe.net/ to access the Illinois State Board of Education 
Website.  

Step 2: Click on the Administrators tab.  

 

 
Step 3: Click Log in to IWAS. 

 



 

 
Step 4: For guidance on setting up an IWAS account you may access the IWAS User Guide 
located in the link below OR select IWAS User Guide from the IWAS page: 

https://sec1.isbe.net/iwas/documents/pdf/IWASUserGuide.pdf 

 

Step 5: Once the IWAS account is obtained, the user will follow the instructions in the IWAS 
User Guide to request access to I-Star Application. 

 

 
 
 
 



I-Star Application  

Step 1: After requesting access to I-Star application in IWAS, I-Star can be accessed under 
System Listing > Reporting > Annual > I -Star (Special Education).  

 

Step 2: The user will notice the I-Star application authorization will be Pending. Once the user is 
Authorized to access I-Star, simply click on the system name to use it. 

 

 



 
Step 3: This will redirect the user to the I-Star Landing Page. 

NOTE: The Landing Page will differ for users based on their security role in the 
system. Some users may have access to administrative portions of the system 
while others may not. Below is an example of what the Landing Page may look 
like:  

 
 
 
 
 



I-Star User Roles/Requests  

NOTE: District or cooperative administrators can assign security roles to all users 
OR the users can request the type of role they desire for approval/denial. 

Option A: If you are a district or cooperative administrator and would like to assign security 
roles to all users please see Assign Security Roles tab. 

Option B: If you know the level of access that you need in I-Star, you can submit a security 
request and the request will be reviewed and approved/denied by your district or coop 
administrator. Submit a security request within I-Star by clicking on the Request Access link on 
the Landing Page. See instructions below for Option B:  

 
Step 1: From the Landing Page click Request Access. 

 

 
Step 2: Click Modify.  

 
 
Step 3: You will be able to see your current access, if any, and request access if needed. 

 



 

NOTE: Click the question mark icon to view descriptions of these roles. 

 

Evaluate the roles and click Continue. 

 
 
Step 4: Once you have selected the desired access level, select the Save radio button. 

 

Step 5: Once a security request is submitted, the message on your landing page will change 
from Request Access to Review Your Security Request. 

 



Step 6: Security request approval is performed by a district or cooperative administrator. See 
instructions at Approve/Deny a Security Request. 

 



Approve/Deny a Security Request  

 
From the Landing Page of I-Star, the district or cooperative administrator will take the following 
steps below to approve/deny a security request: 

Step 1: Click Approve/Deny a Security Request. 

 

Step 2: Click the Security Requests tab. 

 

Step 3: Click the icon to review the request. 

 

Step 4: Review the request and click Approve or Deny.  

 

Step 5: Click the Save radio button and then click Save.  

 



Assign Security Roles  

 
This layer of security allows a district or coop administrator to assign specific roles to I-Star 
users. 

Once all of your I-Star users have established IWAS accounts and logged into I-Star at least 
once, the district or cooperative administrator can assign security roles to all the users on their 
behalf.  

To assign specific roles to I-Star users follow the steps below:  

Step 1: From the Landing Page, click Manage Security.  

 

 

 

NOTE: The User List will have two tabs:  

 
1. Manage Security 
a. This tab will show all users assigned to your district(s). 
 
2. Security Request  
a. This tab shows any users who have requested a user role. See Approve/Deny a 
Security Request.  
b. If a district or coop administrator has not assigned a security role to a user, see 
I-Star User Roles/Requests.  



 
 

Step 2: Select a user in the IWAS UserID list. 

 

Step 3: Click Modify to edit the security role for the user. 

 

Step 4: Click the question mark icon for a description of the 3 security roles. 

 

 



Step 5: Evaluate the roles and click Continue. 

 

Step 6: Select the type of role that you would like this user to have by clicking the appropriate 
button in the Current Access column. 

 

Step 7: District superintendents and/or cooperative directors are the only IWAS users that can 
manage security in the IWAS system. Since this may be a time-consuming task, they may 
delegate this responsibility to another user or users in their district or cooperative for I-Star. 
Select the button under the current access column under the District Security Administrator box.  

 

 

 



Step 8: Click the Save radio button and click Save. 

 
 
Step 9: Click User List to continue managing security for other users. 

 

NOTE: To request a security role, see I-Star User Roles. 
 



Landing Page  

Once you have logged into IWAS, requested access to I-Star and established your security role 
in I-Star, you will see the I-Star Landing Page. 

The system menu at the top of the Landing Page is used throughout the entire I-Star system 
and will be similar for all users. 

NOTE: The Landing Page will differ for users based on their security role in the 
system. This is an example of what the Landing Page may look like. Some users 
may have access to administrative portions of the system while others may not. 

 
 



Special Needs Definition  

Special Needs Definition 
Special Needs Definition is where you can set up your special needs for the drop-downs on the 
special transportation section of the student's profile.  

Step 1: To add a Special Needs Definition from the Admin drop-down menu, click District 
Maintenance and Special Needs.  

 

 

Step 2: To add a new special needs definition, click Add next to Special Transportation Needs. 

 

Step 3: Enter the new Special Need and click Save. 

 

 



Step 4: The new definition will show up in your list. To edit a definition, click the pencil icon. To 
delete, click the red X. 

 

 
 
 
 



Custom Events  

Custom Events 
The Custom Events tab is where you can set up your custom events for the drop-downs on the 
Event Type section of the student's profile.  

Step 1: To add a Custom Event from the Admin drop-down menu, click District Maintenance 
and Custom Events.  

 

Step 2: To add a new Event Type, click Add next to Custom Events. 

 

Step 3: Enter the new custom Event Type and click the Save button. 

 



Custom Notes  

Custom Notes 
The Custom Events tab is where you can set up your custom events for the drop-downs on the 
Note Type section of the student's profile.  

Step 1: To add a Custom Event from the Admin drop-down menu, click District Maintenance 
and Custom Notes.  

 

Step 2: To add a new Note Type, click Add next to Custom Notes. 

 

Step 3: Enter the new custom Note Type and click the Save button. 

 



IEP Caseload   

The IEP Case Load Management tab allows users to update caseloads for staff more efficiently 
than visiting each IEP to update the access list. 

Step 1: From the Admin drop-down menu, click District Maintenance and IEP Caseload. 

 

 

Step 2: Enter the First Name and Last Name for the I-Star user that need added to the Access 
List and click Search.  

 

 

Step 3: Click the checkmark to the left of the user’s name.  

 



NOTE: To take this student off of the staff member's case load, follow steps 3a-
3b. 

Step 3a: Select a student.  

 

Step 3b: Click Remove.  

 

NOTE: To take this student off of the staff member's case load and add it to 
another, follow steps 3c-3d. 

Step 3c: Select the student.  

 

 

 

 



 
Step 3d: Click Replace User.  

 
 
 
 
 
 



IEP Form Contacts  

IEP Form Contacts can be setup from the Landing Page. This creates a default list of staff that 
need to be designated as the contact and signator for Notice and Consent documents. 

Step 1: From the drop-down menu on the Landing Page, click IEP and select IEP Form 
Contacts. 

 

Step 2: Click Add.  

 

Step 3: Search for the staff member that should be a contact, signator, or both on forms. 

 

 

 

 

 



Step 4: Click the check-mark next to the desired staff. 

 

Step 5: Select Contact, Sincerely, or both for the added staff member. 

 

Step 6: To modify Personnel Title(s), click Modify. 

 

Step 7: Click Add.  

 

 



Step 8: Select Title role of the selected personnel. 

 

Step 9: Click Save.  

 

Step 10: Click Return.  
 

 

 

 

 

 



Step 11: To add Phone(s), click Modify. 

 

Step 12: Click Add.  

 

Step 13: Enter the phone type, number, and extension if available. 

 

Step 14: When complete, click Save.  

 



 
Step 15: Click Return.  

 

Step 16: Repeat steps 2-13 to add any additional staff members to the default list for use during 
IEP creation. 

 

Step 17: To exit the wizard, click Return.  

 



Adding IEP Common Users  

Common users is a default list that can be created for all IEP users to utilize. This default list can 
be used for quicker case load and IEP creation.  

Step 1: From the drop-down menu on the Landing Page, click IEP and select IEP Common 
Users. 

 

Step 2: Click Add next to Common Users. 

 

Step 3: Enter the First Name and Last Name of the user.  

 

Step 4: Click Search.  

 



Step 5: Select the check-mark to add users to the common users list.  

 

 

Step 6: Click the desired boxes you would like the user to have. 

 

Step 7: Click Add. 

 

Step 8: You will then see that user in your Common Users grid. 

 



Step 9: Repeat steps 2-5 to add additional Common Users to the grid. 

Step 10: Click Return to go back to your home screen. 

 

 



Configuring a Cover Page  

NOTE: There are two ways to configure a coversheet. See these two options in 
step 1a and step 1b below: 

Step 1a: From the drop-down menu on the Landing Page, click on IEP and IEP 
Coversheets, and follow steps 2-5. 

 

Step 1b: From the IEP Print Options, click configure, and follow steps 2-5c.  

 
 
 



Step 2: From here, you can choose an image and upload it to appear on the cover page. Click 
Choose File. 

 

Step 3: Browse to the location where your image is located. Select the image and click Open. 

 

 

 

Step 4: Choose the location on the page where you would like this image to appear. 

 

 

 



Step 5: When complete, click Save. 

 

NOTE: If you are working in the IEP Print Options, continue by following steps 5a-
5c. 

Step 5a: I-Star will return to the IEP Overview page. To view your cover page, 
click Print IEP.  

 

Step 5b: You should then see the image that you uploaded. 

 

Step 5c: When complete, click OK. 

 



Configuring Letter Head  

NOTE: There are two ways to configure a letterhead. See these two options in 
step 1a and step 1b below: 

 
Step 1a: From the drop-down menu on the Landing Page, click on IEP and IEP 
Letterheads and follow steps 2-4. 

 

Step 1b: From the IEP Print Options, click configure and follow steps 2-4c.  

 
 



Step 2: Choose the image you would like to serve as your letter head by clicking Choose File.  

 

Step 3: Select image and click Open. 

 

Step 4: Once you've chosen your letter head, click Save. 

 

NOTE: If you are working in the IEP Print Options, continue by following steps 4a-
4c.  

Step 4a: I-Star will return to the IEP Overview page. To view your cover page, 
click Print IEP.  

 

 

 

 



Step 4b: You should then see the image that you uploaded. 

 

Step 4c: When complete, click OK. 

 
 
 
 



Adding Users to the Access List  

Step 1: From the Student Profile, click Current/Create IEP. 

 

Step 2: You will be required to enter a Purpose of Visit and click Save.  

 

 

 

 

 

 



Step 3: You will be directed to the IEP Overview tab of the student's IEP.  

 

Step 4: From here, click Modify in the Access List box.  

 

Step 5: Select the check-mark beside the common user you would like to add to the Access List.  

 

 

 

 

 

 

 



Step 6: Click the desired boxes you would like the user to have. 

 

 
Step 7: Click Add. 

 

 

 

 



 
Step 8: The Common User will be moved to the Access List. 

 

Step 9: If you have IEP Administrative access, you will have the option to click (Add Me!) to add 
yourself to the Access List.  

NOTE: If you have been setup as a basic user, you will need to contact the district 
administrator or the IEP administrator to set up your case load. 

 

Step 10: Click Add in the Access List box to add a user that is not listed in the Common Users 
pool. 

 



Step 11: Enter First Name and Last Name. 

 

Step 12: Click Search.  

 

Step 13: Select the check-mark to add them to the Access List.  

 

Step 14: Check the desired roles you would like the user to have. 

 

 



Step 15: Click Add. 

 

Step 16: Once all users have been added, click Return. 

 

NOTE: The user will also be granted access to the IEP case management module 
of this application by their security administrator. 

 

 



Student Profile  

 
The student profile information is automatically imported from the Student Information System 
(SIS). The following information carries over from SIS to I-Star: 

 Name 
 SIS ID 
 Natural Language 
 Home Language 
 Home School 
 Serving School 
 Gender 
 Birthdate 
 Ethnicity 



 

 



Other Information  

 
Step 1: Other Information is located in the Student Profile. 

 

Step 2: To enter Medicaid Number, Anticipated Grad Date, and/or Eligibility Determination Date, 
click Modify. 

 

 

 

 

 



Step 3: Enter the student's Medicaid Number, Anticipated Graduation Date, and Eligibility 
Determination Date, if known.  

 

Step 4: When complete, click Save. 

 

 

 
 
 



Notes  

 
Step 1: Notes are located in the Student Profile. 

 

Step 2: To edit/add notes, click Notes.  

 

 

 



 

Step 3: Click Add.  

 

Step 4: Select Note Type. 

 

Step 5: Enter the description of the Note. 

 

 



Step 6: To set as Private or Set Reminder, check the box.  

 

Step 7: When complete, click Save. 

 

 
 
 
 



Events  

 
Step 1: Events are located in the Student Profile. 

 

Step 2: To edit or add events, click Events.  

 

 



 

Step 3: Click Add. 

 

Step 4: Select the Event Type from drop-down.  

 



Step 5: Enter Description 1 of the event. 

 

Step 6: If needed, enter Description 2 of the event. 

 

Step 7: Select Single Occurrence Event or Recurring Event.  

 



Step 8: If Single Occurrence Event is selected, enter the Event Date, and determine if this will be 
an All Day Event by checking the box. 

 

Step 9: If Recurring Event is selected, determine the Recurring Pattern below. 

 

Step 10: Once complete, click Continue.  

 

 

 

 



Step 11: To return to the Student Profile, click Return to Profile.  

 

 



Transportation  

Step 1: Click the Transportation button to enter to the student's special transportation 
information. 

 

Step 2: Click Add next to the section you where wish to add a new record. 

 



Transportation Schedule 
Step 3: Enter the appropriate information and click Save. 

 

Step 4: To edit a transportation schedule record, simply click the pencil icon. To delete, click the 
red X. 

 

Special Needs 
Step 5: Choose the special need from the drop-down and click Save. 

NOTE: Special Needs in this drop-down are populated from the Special Needs 
Definition that required an initial set up. See Special Needs for instructions to 
add a Special Needs Definition.  

 

 



Step 6: To edit a special needs record, simply click the pencil icon. To delete, click the red X. 

 

Billing History 
Step 7: Enter the appropriate information and click Save. 

 

Step 8: To edit a billing history record, simply click the pencil icon. To delete, click the red X. 

 

Step 9: Click Return to go back to the student's profile. 

 

 

 

 
 
 



Phone Numbers  

 
Phone numbers associated with the student can be entered from the Student's Profile page. 

Step 1: Click Modify in the Phone Numbers box. 

 

Step 2: Click Add to add a new phone number.  

NOTE: You may add, edit, and delete multiple phone numbers using the wizard. 

 

Step 3: Enter the Phone Type and Phone Number. If known, provide the Extension. 

 

Step 4: Click the Save button. 

 



Step 5: If existing phone numbers are listed below that you would like to add, simply click the 
check-mark. 

 

Step 6: Click Return to get back to the Student Profile page. 

 

 

 
 



Addresses  

 
Addresses associated with the student can be entered from the Student's Profile page. 

Step 1: Click Modify in the Addresses box. 

 

Step 2: Click Add to add a new address.  

NOTE: You may add, edit, and delete multiple addresses using the wizard. 
 

 

 
Step 3: Enter the new address information. 

 



Step 4: Click the Save button. 

 

NOTE: You can also choose from the list of existing addresses. Simply click the 
check-mark to add the existing address for the student. 

 
Step 5: Click Return to get back to the Student Profile page. 

 

 



Parents/Guardians  

Step 1: Click Modify to edit the parents and guardians for a student. 

 

Step 2: Click Add to add a new parent/guardian. 

 



Step 3: To add a new parent/guardian, click Add a New Parent/Guardian. 

 

NOTE: You can also add The Student is His/Her Own Guardian or Search for a 
Sibling's Parent/Guardian.  
 
Step 4: Enter the required information and click Continue. 

 

 

 

 



Step 5: To add Phone Number(s), click Add. 

NOTE: Phone numbers can also be selected from existing phone numbers 
associated with this student. Click the check-mark to select an existing phone 
number. 

 



Step 6: Enter the new phone number and click Save. 

 

 
Step 7: To add more phone numbers, repeat steps 5-6. 

 



 

Step 8: When complete, click Continue.  

 

Step 9: To add a new address, click Add. 

NOTE: Addresses can also be selected from the list of existing addresses 
associated with this student. Click the check-mark to add the existing address. 

 

Step 10: Enter the new address and click Save.  

 



Step 11: When complete, click Continue.  

 

 

Step 12: To add Languages, click Add. 

 

Step 13: Select the Language and indicate if it is the Primary language. 

 



Step 14: Click Save. 

 

Step 15: When complete, click Save.  

 

Step 16: Enter the Begin Date when he/she became this student's guardian, confirm Relationship 
to the student, and click Save. 

NOTE: The date defaults to the student's date of birth.  

 



Step 17: To add additional parent/guardian to this student, repeat steps 2-15. 

 

Step 18: When complete, click Return.  

 

 

 



Creating a Case Load  

On your Landing Page, you will find the students in your caseload under the My IEP Students 
section. 

 

Step 1: To add students to your case load from the Landing Page, click Search for an IEP 
Student. 

 

Step 2: You can search for a student by entering either his/her SIS ID, or the combination of the 
Last Name, First Name, Date of Birth, and Gender. 

 

Step 3: Once you have entered this information, click Search. 

 



Step 4: Click Select to add student to your case load. 

 

Step 5: Once you add a student, you will have view only access. To change your access level for 
this student, click Current/Create IEP.  

 

 
Step 6: Select the correct Resident District, and click Continue. 

NOTE: If this is the first time this student's record has been visited, you will need 
to add a new IEP package. Choose the Resident District to be associated with this 
student's IEP. 

 



Step 7: You can add the Parent/Guardian(s) information at this time or choose to enter it at a 
later time. See Parents/Guardians for instructions.  

 

Step 8: Click save, then Continue. 

 

Step 9: To add users to the Access List, see Adding Users to the Access List. 

 

 
Step 10: Once users have been added to the Access List, click Return. 

 

Step 11: The student you created a case load for will then appear in My Students.  

 

 



Create an IEP/ Setup a Conference  

To begin the IEP process, you will need to Setup a Conference. These steps will guide you 
through the wizard to Setup a Conference, which will create the Notification of Conference and 
Conference Summary.  

 
Step 1: From the Landing Page, click on a student in your case load for whom you would like to 
create an IEP.  

 

Step 2: On the Student Profile page click Current/Create IEP. 

 

Step 3: Enter a Purpose of Visit and click Save. 

 

 

 



Step 4: This will open to the IEP Overview tab. Click Setup a Conference.  

 

Step 5: Enter the Form Date. 

 

Step 6: Select the Purpose of Conference. 

 

 

 

 



Step 7: Click Continue.  

 

Step 8: Enter information regarding the time and place of the conference.  

 

Step 9: To add an Address, click Add. 

 

 

 

 

 

 



Step 10: Enter the Address, City, State, Zip, and click Save.  

 

Step 11: When finished, click Continue.  

 

Step 12: Add or edit the parent/guardian(s) for this student if you have not already done so on 
the student's profile page. See Parents/Guardians for instructions. 

 

Step 13: When complete, click Continue.  

 

 

 



Step 14: Click Add to set up Conference Attendees if you have not already done so. 

 

Step 15: Here you will be able to add the student as a conference attendee or Search for 
Conference Attendee. 
 

 

 

 

 

 

 

 

 



NOTE: If you choose to add conference attendees using the personnel search, 
you will be able to add multiple staff to the conference at once. To add multiple 
staff, click the check box located under the Multi Select column. Once you have 
selected the desired conference attendees from the Personnel Search Results grid, 
click the Use Selected button to add the attendees.  

 
Step 16: To log Contact Attempts, click the pencil. 

 

 
 



Step 17: Enter all attempts to contact the guardian.  

 

Step 18: To apply attempts to other guardian(s) listed below, click the box under the Selected 
column and click Save.  

 

 

 



Step 19: To Remove/Excuse an attendee, click the Red X.  

 

Step 20: Decide if an official excusal needs to be sent to the parent/guardian and answer 
appropriately.  

 

Step 21: If yes, enter the Method of Communication, Excusal Reason, and Member's Content Area.  

 

 

 

 

 



Step 22: When complete, click Save.  

 

Step 23: To edit attendee roles under Type column, click the pencil.  

 



Step 24: Select desired role for the attendee, then click Save. 

 

 



Step 25: When complete, click Continue.  

 

Step 26: Enter Dates of Most Recent Evaluation, and Date of Next Reevaluation, if known. 

 

Step 27: Enter the Anticipated Date of High School Graduation, if known. If student has a 
Medicaid Number, enter it here.  

 

Step 28: Enter information on Procedural Safeguards.  

 

Step 29: Placement is populated by Educational Placement and Services automatically.  

 

 



Step 30: When complete, Click Continue.  

 

Step 31: To verify, modify, and/or add to the Default Contact List, see IEP Form Contacts for 
instructions. 

 

Step 32: After completing the Default Contact List, click Continue.  

 

 

 

 

 

 

 

 

 



Step 33: Click the box of the forms you would like to add to the conference from the IEP Forms, 
Notice and Consent Forms, Eligibility Forms, and Other Forms tab.  

 

 

 

 

 



Step 34: When complete, click Save.  

 

Step 35: I-Star will then open to the IEP Overview page. To view the IEP you created, select the 
IEP Timeline tab.  

 

Step 36: Click the double vertical row arrows to expand the forms associated with the 
conference.  

 

 



Add Form to Meeting   

To add a form to the meeting, follow the steps below.  

NOTE: The IEP Timeline conference tools:  

 

 
Step 1: In the pink section of the IEP Conference, click Add Form to Meeting. 

 



Step 2: By clicking the respective tabs, choose the form(s) you wish to add to the meeting. 

 

Step 3: Click the box for the name of the form(s) you would like to add.  

 

Step 4: Once you select the desired form, you will enter the wizard to complete the form in the 
student's IEP. 

 



IEP Forms  

 
 



Data Chart  

Step 1: From the IEP Forms tab, select the Data Chart form. 

 
 
Step 2: Select a meeting, or click Add to add a new meeting. If you are adding a new meeting, 
see Create an IEP/ Setup a Conference. 

 

Step 3: Click Continue.  

 

Step 4: Click Add to Insert Data Chart.  

 

 

 



Step 5: Click Choose File.  

 

Step 6: Search File Name, select the file, and click Open. 
 

 

Step 7: Once the Data Chart is imported, click Save. 

 

Step 8: When complete, click Save. 

 

 

 



 

Present Levels of Academic Achievement and Functional 
Performance  

Step 1: From the IEP Forms tab, click the Present Levels of Academic Achievement and 
Functional Performance form.  

 

Step 2: Enter the Student's Strengths in the text box below. 

 

Step 3: Enter the Parental Educational Concerns/Input in the text box below.  

 



Step 4: When complete, click Continue. 

 

Step 5: To add Academic Achievement, click Add.  

 

Step 6: Enter the Academic Achievement Area and Remarks.  

 



Step 7: When complete, click Save. 

 

Step 8: To add Functional Performance, click Add. 

 

Step 9: Enter Functional Performance Area and Remarks.  

 



Step 10: When complete, click Save. 

 

 
Step 11: Click Continue.  

 

Step 12: Describe the effect of this individual's disability on involvement and progress in the 
general education curriculum and the functional implications of the student's skills. 

 

 

 

 



Step 13: When complete, click Save.  

 

 



Secondary Transition  

 
Step 1: From the IEP Forms tab, select Secondary Transition form.  

 

Step 2: Select Add to add Assessments for employment. 

 

Step 3: Fill out Employment Outcomes/Goals fields.  

 

 

 



Step 4: When complete, click Save. 

 

Step 5: Select Add to add Assessments for education.  

 

Step 6: Fill out the Post-Secondary Education Outcomes/Goals fields.  

 

Step 7: When complete, click Save.  

 



Step 8: Select the Add icon to add Assessments for training.  

 

Step 9: Fill out Post-Secondary Training Outcomes/Goals fields.  

 

Step 10: When complete, click Save. 

 

Step 11: Select Add to add Assessments for independent living.  

 



Step 12: Fill out the Independent Living Outcomes/Goals.  
 

 

Step 13: When complete, click Save.  

 

Step 14: Once all Assessment Data is entered, click Continue. 

 



 

 

Step 15: Enter Post-Secondary Employment Outcomes/Goals. 

 

Step 16: Enter Post-Secondary Education Outcomes/Goals. 
 

 

Step 17: Enter Post-Secondary Training Outcomes/Goals. 

 

Step 18: Enter Post-Secondary Independent Living Outcomes/Goals. 

 

Step 19: When complete, click Continue.  

 



 

 

Step 20: Click Add next to Post-Secondary Transition Course of Study. 

 

Step 21: Enter Year and Course(s).  

 

Step 22: When complete, click Save. 

 

 



 

 

 

 

 

Step 23: Repeat Steps 20-22 to add additional Course(s), when finished, click Continue.  

 

 

Step 24: Click Add to add Instruction services.  

 

 

 

 



Step 25: Enter the Instruction Secondary Transition Information.  

 

Step 26: Select the related goals to this transition service.  

 

Step 27: Enter the Provider Agency and Position.  

 

Step 28: Enter the Date to be Addressed and Date Completed.  

 

Step 29: To have goals appear in this grid, you will need to create a new and/or modify the 
Goals and Objective form.  

 



Step 30: When complete, click Save.  

 

Step 31: Repeat steps 24-30 for Related Services, Community Experiences, Development of 
Employment and Other Post-School Adult Living Objectives, Appropriate Acquisition of Daily 
Living Skills and/or Functional Vocational Evaluation, and Linkages to After Graduation 
Supports/Services. When complete, click Continue. 

 

Step 32: Answer the Home-Based Support Services Program questions by clicking Yes or No.  

 

Step 33: If Yes is selected, enter the Home-Based Support Service Plan. 

 

 

 



Step 34: When complete, click Save.  

 



Functional Behavioral Assessment  

Step 1: From the IEP Forms tab, select the Functional Behavioral Assessment form.  

 

Step 2: You must assign this documentation to a meeting by either creating a new meeting or 
assigning it to an existing meeting. To extend the search criteria, click the drop-down list below.  

 

Step 2a: This will populate the past meetings. To select a past meeting, click the 
button located under the Select column. 

 
 
 



Step 3: If you are creating a new meeting, click Add.  

 

 

Step 3a: To set up a conference, click Create an IEP and follow steps 5-33.  

 
 
Step 4: Once a meeting has been selected, click Continue.  

 



Step 5: Enter the Student's Strengths.  

 

Step 6: Enter the Operational Definition of Target Behavior.  

 

Step 7: Enter the Setting. 

 

Step 8: Enter the Antecedents. 

 

Step 9: Enter the Consequences. 

 

Step 10: Enter the Environmental Variables. 

 

Step 11: Enter the Hypothesis of Behavioral Function.  

 

 



Step 12: When complete, click Save. 

 

 
 
 
 



Behavioral Intervention Plan  

 
Step 1: Under the IEP Forms tab, select Behavioral Intervention Plan.  

 

NOTE: If you would like to populate information from the previous FBA or BIP 
click Load Previous FBA Form Details or Load Previous BIP Form Details.  

 
Step 2: Select the Target Behavior.  

 



 
Step 3: Enter the Student's Strengths. 

 

Step 4: Enter the Hypothesis of Behavioral Function.  

 

Step 5: Enter the Summary of Previous Interventions Attempted.  

 

Step 6: Enter the Replacement Behaviors.  

 

Step 7: When complete, click Continue.  

 



NOTE: If you would like to load previous BIP information, click Load Previous BIP 
Form Details. 

 
 
Step 8: Enter the Environment.  

 

Step 9: Enter the Instruction and/or Curriculum.  

 

Step 10: Describe all Positive Supports.  

 

Step 11: Describe the Motivators and/or Rewards. 
 

 

Step 12: Describe the Restrictive Disciplinary Measures. 

 

Step 13: Describe the Crisis Plan.  

 



Step 14: Describe the Data Collection Procedures and Methods. 

 

Step 15: Describe the Provisions for Coordination with Caregivers. 

 

Step 16: To save the form, click Save.  

 



Goals and Objectives  

Step 1: Under the IEP Forms tab, select the Goals and Objectives form.  

 

Step 2: Click Add to add Goals and Objectives/Benchmark(s). 

 

Step 3: Type in the text box the Goal Area and Goal Statement. 

 

Step 4: Select the Learning Standard Type. 

 

 

 



Step 5: Select the desired Goal Area.  

 

Step 6: You can import the text from the Academic Achievement of Present Levels form to 
prepopulate in the Current Academic Achievement and Function Performance box by selecting 
the checkbox, and click Import This Text.  

 

Step 7: The Current Academic Achievement and Functional Performance text box will be 
complete OR you can edit the text box if you do not want this to prepopulate.  

 

Step 8: Click Add to add Title(s) of Goal Implementer(s). 
 

 

 

 



Step 9: Select the Title from the drop-down box and click Save.  

 

Step 10: Select the desired Reporting Method. 

 

Step 11: When complete, click Save. 

 



Step 12: To add Short-Term Objectives/Benchmarks, click Modify. 

 

Step 13: Click Add.  

 

Step 14: Type the Short-Term Objective/Benchmark in the text box.  

 

 



Step 15: Enter the Evaluation Criteria. 

 

Step 16: Select the Evaluation Procedures.  

 

Step 17: From the drop-down select the Schedule for Determining. 

 



Step 18: When complete, click Save.  

 

Step 19: When complete adding Short-Term Objectives/Benchmarks, click Return to Goals.  

 



Step 20: When complete adding all Goals and Objectives/Benchmarks, click Save.  

 

Step 21: The Goals and Objectives form will be added to the meeting as a draft under the IEP 
Timeline tab.  

 

 

 
 



Progress Annual Goals Option 1  

NOTE: Progress Reports will become available AFTER the Goals and Objectives 
Form has been made OFFICIAL. 

 

Step 1: After selecting Make Form Official, the Goals and Objectives form will go through an 
error check.  

NOTE: The check-mark will indicate the form has passed the error check.  

 

NOTE: A red icon will indicate there are errors. All errors need to be corrected 
before the form can be made official. The error description will also be listed.  

 

Step 2: Once the form has passed the error checking, you may select the form to be updated to 
official status. 

 

 
 



Step 3: Click Change Status.  

 

 
Step 4: Enter the Official Start Date for this IEP. 

 

 

Step 5: Click Save. 

 

Step 6: This will bring you back to the IEP Timeline, where you will now have the option to add 
progress report(s). 

NOTE: The IEP status for the IEP becomes official once the IEP gets a start date.  

 

 



Step 7: Click Add progress report (Option 1). 

 

Step 8: Enter the Report Date.  

 

Step 9: Click Search to enter the name of the person completing the report.  

 



Step 9a: Search for the personnel completing the report by First Name, Last 
Name, and Gender, or IEIN.  
 

 

Step 9b: To select personnel in the search results, click the check-mark. 

 

 
Step 9c: Enter the Title of the reporting staff member and click Modify.  

 

 

 



Step 9d: Click Add. 

 
 
Step 9e: Select the personnel Title from the drop-down.  

 

Step 9f: Click Save.  

 

Step 9g: When complete, click Return.  

 



 
Step 10: Click Continue.  

 

Step 11: Select how the student is progressing toward meeting his/her goal.  

NOTE: You can report on the goals or the objectives, but you must specify your 
reporting option for each goal statement. 

 
Step 12: If you would like to report on goals, select the student's progress. 

 

 



Step 12a: If you would like to add Additional Comments, you can do so here.  

 

 

Step 13: Check the box if you would like to report on the Objective(s)/Benchmark(s). 

 



NOTE: This should only be unchecked if you wish to NOT report on Objectives.  
 

 
 
Step 13a: Select the student's progress toward the Objective(s)/Benchmark(s).  
 

 

Step 13b: If you would like to add Additional Comments, you can do so here.  

 

 

 

 



Step 14: When complete, Save the form. 

 

 

 

 

 



Progress Annual Goals Option 2 (Data Chart)  

NOTE: Progress Reports will become available AFTER the Goals and Objective 
form has been made OFFICIAL. 

 

Step 1: After selecting Make Form Official, the Goals and Objective form will go through an error 
check.  

NOTE: The check-mark will indicate the form has passed the error check.  

 

NOTE: A red icon will indicate there are errors. All errors need to be corrected 
before the form can be made official. The error description will also be listed next 
to the red icon.  

 
Step 2: Once the form has passed the error checking, you may select the form to be updated to 
official status. 

 

 
 



Step 3: Click Change Status. 

 

 
Step 4: Enter the Official Start Date for this IEP.  

 

Step 5: Click Save. 

 

Step 6: This will bring you back to the IEP timeline where you will now have the option to add 
progress report(s). 

NOTE: The IEP status for the IEP becomes official once the IEP gets a start date. 

 

 

 

 

 



Step 7: Select Add progress report (Option 2: Data Chart). 

 

Step 8: Enter Report Date.  

 

Step 9: Click Search to enter the name of the person completing the report.  

 

Step 9a: Search for the personnel completing the report by First Name, Last 
Name, Gender, or IEIN. 
 

 



Step 9b: To select personnel in the search results, click the check-mark. 

 

 
Step 9c: Enter the Title of the Reporting Staff Member and click Modify. 

 

Step 9d: Click Add. 

 
 
 



Step 9e: Select the personnel Title from the drop-down.  

 

Step 9f: Click Save. 

 

Step 9g: When complete, click Return.  

 
 
 



Step 10: Click Continue.  

 

Step 11: Select how the student is progressing toward meeting his/her goal.  

NOTE: You can report on the goals or the objectives but you must specify your 
reporting option for each goal statement 
. 

Step 12: To report the goals: 

Step 12a: Insert a data chart that displays the student's progress in reading, 
writing, or math relative to his/her peer group for a visual representation of the 
student's growth. Click Choose File.  

 

Step 12b: Browse the location of the Data Chart. Select and click Open to 
upload. 

 
 

 



Step 13: To report the Objective(s)/Benchmark(s):  

Step 13a: Insert a data chart that displays the student's progress in reading, 
writing, or math relative to his/her peer group for a visual representation of the 
student's growth. Click Choose File.  

 

Step 13b: Browse the location of the Data Chart. Select and click Open to 
upload.  

 
Step 14: When complete, click Save. 

 

 



Educational Accommodations and Support  

Step 1: Under the IEP Forms tab, select the Educational Accommodations and Support form.  

 

Step 2: Select Yes or No under the Requires Aids/Services section.  

 



Step 3: If Yes is selected, add Aids, Accommodations, and Modifications by clicking Add.  

 

Step 4: Enter the Area and Accommodation in the text box.  

 

Step 5: Click Save.  

 

Step 6: Click Continue.  

 

Step 7: Answer the questions by selecting Yes or No.  

 

 



Step 8: If Yes, specify in the text box below.  

 

Step 9: Select Language and Communication Needs.  

 

Step 10: List the Opportunities for Direct Communication/Interaction. 

 

Step 11: List the Identified Mode of Communication the student will receive. 

 

Step 12: When complete, click Save.  

 



Assessment  

Step 1: From the IEP Forms tab, select Assessment.  

 

Step 2: Select the grade of the student will be in when assessment will be administered. 

 

Step 3: Select ONE of the Classroom-Based Assessment option.  

 



Step 4: Select a District-Wide Assessment option.  

 

Step 5: At the bottom of the wizard, click Continue.  

 

Step 6: Select Illinois Assessments of Readiness (IAR) for Grades 3-8. 

 



NOTE: For IAR and DLM Instructions, click on link located in the red box below.  

 

 
Step 7: Select DLM, ELA/L, Math, Science option for Alternate assessment grades 3-8 and 11. 

Step 7a: If the top option is selected, you must complete the DLM Participation 
Guidelines and attach the reasons. Then, you will need to decide if the student 
will participate in DLM without or with accessibility feature/accommodations by 
selecting the appropriate option and filling out the correct forms. 

 

 

 



NOTE: If the Student will participate in DLM with no accessibility 
feature/accommodations, you will only need to complete the DLM Participation 
Guidelines form.  
 



NOTE: If the Student will participate in DLM with accessibility 
feature/accommodations, you will need to also complete the DLM Participation 
Guidelines, DLM Accessibility Features, and the DLM Accommodations form.  

 



 

Step 8: Click Continue.  

 



Step 9: Select a Physical Fitness Assessment. 

 

Step 10: If applicable, list assessment to be given for Kindergarten Individual Development 
Survey (KIDS). 

 

Step 11: The State Assessment of English Language Proficiency is prepopulated from SIS. 

 

Step 12: Click Continue. 

 



Step 13: Enter any Accommodations or alternate assessment/methods associated with the 
student. 

 

Step 14: When complete, click Save.  

 

 

 
 
 



Educational Services and Placement  

Step 1: Under the IEP Forms tab, select Educational Services and Placement form.  

 

Step 2: Enter the Initiation and Duration Date.  

NOTE: The Initiation Date is the first day of school following the finalization of the 
IEP. This should be listed as an eight digit date. 

Example: If the IEP is completed on 10/23/2007, then the initiation date should be 
10/24/2007. However, if 10/23/2007 is a Friday or before a break, then the 
initiation date should always be the NEXT school day during which students will 
be in attendance. 

 
NOTE: Duration should be listed as the amount it is thought the service will be 
provided prior to the next anticipated IEP meeting. In most cases, this will be one 
year. 

Example: Meeting is held on 10/23/2007. Initiation date would be 10/24/2007 
and the duration date would be 10/24/2008. 

 

 



Step 3: Click Modify to enter the General Education with no Supplementary Aids. 

 

Step 4: Click Add.  

 

Step 5: Enter the Content Area/Class. 

 

Step 6: Enter Minutes per week (optional).  

 

Step 7: Click Save. 

 



Step 8: To add additional Content Area/Class repeat steps 4-7. When complete, click Return.  

 

Step 9: Click Modify to enter the General Education with Supplementary Aids. 

 

Step 10: Click Add.  

 

Step 11: Enter the Content Area/Class.  

 

Step 12: Enter Minutes per week (Optional).  

 



Step 13: When complete, click Save. 

 

Step 14: To add additional Content Area/Class, repeat steps 10-13. When complete, click 
Return.  

 

Step 15: Click Modify to enter the Special Education and Related Services within the General 
Education Classroom (A).  

 

Step 16: Click Add.  

 



Step 17: Enter Content Area/Class. 

 

Step 18: Enter the Minutes per week.  

 

Step 19: Click Save. 

 

Step 20: To add additional Content Area/Class, repeat steps 16-19. When complete, click 
Return.  

 



Step 21: Click Modify to enter Special Education Services - Outside General Education (B).  

 

Step 22: Click Add to enter details for Special Education Services - Outside General Education (B). 

 

Step 23: Enter Content Area/Class. 

 

Step 24: Enter Minutes per week.  

 

Step 25: Click Save.  

 

 



Step 26: To add additional Content Area/Class repeat steps 22-25. When complete, click 
Return.  

 

Step 27: Click Modify to enter Special Education Services - Outside General Education (C).  

 

Step 28: Click Add to enter details for Special Education Services - Outside General Education (C). 

 

Step 29: Enter Content Area/Class. 

 

Step 30: Enter Minutes per week.  

 



Step 31: When complete, click Save. 
 

 

Step 32: To add additional Content Area/Class, repeat steps 28-31. When complete, click 
Return.  

 

Step 33: Select the Student's Age in the Educational Environment (EE) Calculation box. 

 

Step 34: Enter Total Minutes Bell to Bell per week.  

 



Step 35: Click Calculate. 

 

Step 36: Enter the Total Instructional Minutes per week.  

 

Step 37: Click Calculate to populate the Percent of Total Special Education Minutes.  

 

Step 35: When complete, click Save.  

 

 



Educational Services and Placement (Page 2)  

Step 1: Under the IEP Forms tab, Select Educational Services and Placement (Page 2) form. 

 

Step 2: Select Yes or No along with explanation for Relevant Educational Environment 
Considerations. 

 



Step 3: Select Yes or No to determine if the Transportation is relevant.  

 

Step 4: When complete, click Continue.  

 

Step 5: Determine if parents have been informed of Illinois School for the Deaf/Visually Impaired.  

 

Step 6: To add Placement Considerations, click Add.  

 

Step 7: Enter the Placement Options Considered.  

 



Step 8: Enter the Potentially Harmful Effect/Reasons Rejected.  

 

Step 9: Select Yes or No to determine if the Team Accepts Placement. 
 

 

Step 10: When complete, click Save. 

 

Step 11: To enter Placement Decisions and click Add. 

 

 

 

 

 



Step 12: To locate the Serving School/Facility click Search. 

 

 

Step 13: Enter the desired search criteria, and click Search.  

 

Step 14: Once the entity is found in the results, select the check-mark to add.  

 

 



Step 15: Enter FTE (Full Time Equivalent).  

 

Step 16: When complete, click Save. 

 

Step 17: To move onto the next wizard, click Continue.  

 

Step 18: Select Yes or No to determine if extended school year services are needed.  

 

Step 19: Enter Extended school year Remarks.  

 

 

 

 



Step 20: If Yes is selected, you must add Extended School Year Services Detailed Section. Click 
Add. If No was Selected in the Extended School Year Service skip to step 27. 

 

Step 21: Enter Special Education Service.  

 

Step 22: Enter Location.  

 

Step 23: Enter Amount/Frequency. 

 

 



Step 24: Enter the Initiation and Duration of Services.  

 

Step 25: Select Goal Statements Addressed.  

 

NOTE: If you do not see Goal Statements listed below, you will need to create a new, or modify 
an existing, 37-44M- Goals and Objective form and mark the applicable goals as ESY. Below is a 
screenshot of what this may look like: 

 

Step 26: When complete, click Save. 

 

Step 27: Click Save.  

 



Manifestation Determination  

Step 1: From the IEP Forms tab, select Manifestation Determination form.  

 

Step 2: Enter the description of the Incident(s) that Resulted in Disciplinary Action.  

 

Step 3: Enter the Student's IEP and Placement. 

 

Step 4: Enter the Observation of the Student. 

 

 



Step 5: Enter the Information provided by the Parents.  

 

Step 6: Select Yes or No to conduct the cause and effect of the Manifestation Determination.  

 

Step 7: When complete, click Continue.  

 

Step 8: Depending on what was determined on the Manifestation Determination, you will see 
ONE of the following messages below: 

A.)  

 
 

 



 

B.)  

 
 
Step 9: Once reviewed, click Save.  

 

 

 
 
 



Additional Notes/ Information  

 
Step 1: From the IEP Forms tab, select the Additional Notes/Information form.  

 

Step 2: Enter the desired Additional Notes/Information for this student.  

 

Step 3: When complete, click Save.  

 

 



Notice & Consent Forms  

 



 

Request for an Evaluation  

Step 1: Under the Notice and Consent Forms tab, select Request for an Evaluation form. 

 

Step 2: Select the Type of evaluation.  

 

Step 3: Select the Form Date.  

 

Step 4: Enter the Request Date. 

 



Step 5: Click Search to add the Requestor.  

 

Step 5a: Enter the information in the boxes below and click Search.  

 



Step 5b: If the requestor is found, they will populate in the box below. To select 
the requestor, click the check-mark.  

 

Step 5c: The Requestor name will appear. 

 
 

 



Step 6: To add a requestor, click Add.  

 

Step 6a: Enter the required fields such as Fist Name, Last Name, and Gender. You 
will also be able to enter any other desired fields as well. This may include Prefix, 
Middle Name, Suffix, Maiden Name, Birthdate, Ethnicity, and/or Email.  

 

 



Step 6b: If an Interpreter is needed, check the box Interpreter Needed.  

 
Step 6c: When complete, click Continue.  

 

Step 6d: Review the people listed below select the button located under the 
Details column.  

 

 

 

 

 

 



Step 6e: Review the details to determine which button to click. If the information 
above is correct, click Use This Profile. If this information above is incorrect, click 
This is Not the Person.  

 

Step 6f: If you do not find a profile matching the one you wish to create then 
click Continue with New Profile.  

 

Step 6g: Click Add to add a new phone number.  

NOTE: You may add, edit, and delete multiple phone numbers using the wizard. 

 



 
Step 6h: Enter the Phone Type and Phone Number. If known, provide the 
Extension. 

 

 

 

Step 6i: Click Continue.  

 

Step 6j: Click Add to add an address.  

 

 

 

 



Step 6k: Enter the new address. 

 
Step 6l: Click the Save button. 

 

Step 6m: Click Continue.  

 

 



Step 6n: To add Languages, click Add. 

 

Step 6o: Select the Language and indicate if it is the Primary language. 

 

Step 6p: Click Save. 

 



Step 6q: When complete, click Save.  

 
Step 7: Click Continue. 

 

Step 8: Enter the reason for the request for an evaluation.  

 

 



Step 9: Select the Request for Evaluation.  

 

Step 10: Enter The reasons and relevant factors for the above indicated decision.  

 

Step 11: Select the correct Explanation of Procedural Safeguards.  

 

Step 12: Click Continue.  

 

Step 13: Modify, add, edit, and/or delete the Form Contact List. For Instructions See IEP Form 
Contacts. 

 

 



Step 14: When complete, click Save.  

 

 

 
 
 



Consent for Initial Evaluation  

Step 1: Under the Notice and Consent Forms tab, select Consent for Initial Evaluation form. 

 

Step 2: Enter the Form Date.  

 

 



Step 3: For each Domain Type, determine if the domain is relevant or not relevant by selecting 
Yes or No located under the Relevant column.  

NOTE: All domains must be marked as relevant or not relevant and no boxes 
should be left blank.  

 



Step 4: Enter the Existing information about the child for each Domain Type.  

 

Step 5: Enter any Additional evaluation data needed for each Domain Type.  

 

 



Step 6: Enter the Sources from which data will be obtained for each Domain Type.  

 

Step 7: When complete, click Save.  

 

 
 
 
 



Consent for Reevaluation  

Step 1: Under the Notice and Consent Forms tab, select Consent for Reevaluation form. 

 

Step 2: Enter the Form Date.  

 

 



Step 3: For each Domain Type, determine if the domain is relevant or not relevant by selecting 
Yes or No located under the Relevant column.  

NOTE: All domains must be marked as relevant or not relevant and no boxes 
should be left blank.  
 

 

Step 4: Enter the Existing information about the child for each Domain Type.  

 



Step 5: Enter any Additional evaluation data needed for each Domain Type.  

 

Step 6: Enter the Sources from which data will be obtained for each Domain Type.  

 

 



Step 7: When complete, click Save.  

 

 

 
 
 



Notification of Conference  

To begin the IEP process, you will need to Setup a Conference. These steps will guide you 
through the wizard to Setup a Conference, which will create the Notification of Conference and 
Conference Summary.  

 
Step 1: From the Landing Page, click on a student in your case load for whom you would like to 
create an IEP.  

 

Step 2: On the Student Profile page click Current/Create IEP. 

 

Step 3: Enter a Purpose of Visit and click Save. 

 

 



Step 4: This will open to the IEP Overview tab. Click Setup a Conference.  

 

Step 5: Enter the Form Date. 

 

Step 6: Select the Purpose of Conference. 

 

 



Step 7: Click Continue.  

 

Step 8: Enter information regarding the time and place of the conference.  

 

Step 9: To add an Address, click Add. 

 

Step 10: Enter the Address, City, State, Zip, and click Save.  

 



Step 11: When finished, click Continue.  

 

Step 12: Add or edit the parent/guardian(s) for this student if you have not already done so on 
the student's profile page. See Parents/Guardians for instructions. 

 

Step 13: When complete, click Continue.  

 

Step 14: Click Add to set up Conference Attendees if you have not already done so. 

 

 



Step 15: Here you will be able to add the student as a conference attendee or Search for 
Conference Attendee. 
 

 

NOTE: If you choose to add conference attendees using the personnel search, 
you will be able to add multiple staff to the conference at once. To add multiple 
staff, click the check box located under the Multi Select column. Once you have 
selected the desired conference attendees from the Personnel Search Results grid, 
click the Use Selected button to add the attendees.  

 

 

 



Step 16: To log Contact Attempts, click the pencil. 

 

 
Step 17: Enter all attempts to contact the guardian.  

 

 

 

 

 

 

 

 



Step 18: To apply attempts to other guardian(s) listed below, click the box under the Selected 
column and click Save.  

 

Step 19: To Remove/Excuse an attendee, click the Red X.  

 

 

 

 

 



Step 20: Decide if an official excusal needs to be sent to the parent/guardian and answer 
appropriately.  

 

Step 21: If yes, enter all attempts to contact this guardian below, check the boxes that apply, and 
click Remove Excusal. 

 

 

 

 



Step 22: When complete, click Save.  

 

Step 23: To edit attendee roles under Type column, click the pencil.  

 

Step 24: Select desired role for the attendee, then click Save. 

 

 

 



Step 25: When complete, click Continue.  

 

Step 26: Enter Dates of Most Recent Evaluation, and Date of Next Reevaluation, if known. 

 

Step 27: Enter the Anticipated Date of High School Graduation, if known. If student has a 
Medicaid Number, enter it here.  

 

Step 28: Enter information on Procedural Safeguards.  

 

Step 29: Placement is populated by Educational Placement and Services automatically.  

 

 



Step 30: When complete, Click Continue.  

 

Step 31: To verify, modify, and/or add to the Default Contact List, see IEP Form Contacts for 
instructions. 

 

Step 32: After completing the Default Contact List, click Continue.  

 



Step 33: Click the box of the forms you would like to add to the conference from the IEP Forms, 
Notice and Consent Forms, Eligibility Forms, and Other Forms tab.  

 

 

 

 



Step 34: When complete, click Save.  

 

Step 35: I-Star will then open to the IEP Overview page. To view the IEP you created, select the 
IEP Timeline tab.  

 

Step 36: Click the double vertical row arrows to expand the forms associated with the 
conference.  

 

 



Notification of Conference Recommendations  

 
Step 1: From the Notice and Consent Forms tab, select the Notification of Conference 
Recommendations form.  

 

Step 2: Enter the Form Date. 

 

 

Step 3: You must assign this documentation to a meeting by either creating a new meeting or 
assigning it to an existing meeting. To extend the search criteria, click the drop-down list below.  

 

Step 3a: This will populate the past meetings. To select a past meeting, click the 
button located under the Select column.  

 



 
Step 4: If you are creating a new meeting, click Add.  

 

 

Step 4a: To set up a conference, click Create an IEP and follow steps 5-33.  

 
 
Step 5: Once a meeting has been selected, click Continue.  

 



Step 6: Select the Conference Determination.  

 

Step 7: Here you can modify, add, edit, and/or delete the Form Contact List. For Instructions See 
IEP Form Contacts steps 2-15. 

 

 

NOTE: To clear the Form Contact List, click Clear. 

 

 
Step 8: When complete, click Save. 

 

 



Consent for Initial Provisions of Sp Ed. & Related Services  

Step 1: Under the Notice and Consent Forms tab, select Consent for Initial Provisions of Spec. 
Ed. and Related Services form. 

 

Step 2: Enter the Form Date.  

 

Step 3: When complete, click Continue.  

 



Step 4: Here you can modify, add, edit, and/or delete the Form Contact List. For Instructions See 
IEP Form Contacts steps 2-15. 

 

Step 5: Click Save.  

 

 
 
 
 



Notification of IEP Amendment  

Step 1: Under the Notice and Consent Forms tab, select Notification of IEP Amendment form. 

NOTE: You can only use this option if an official IEP already exists in I-Star. 

 

Step 2: Enter the Form Date.  

 

 

 

 



Step 3: You may select the check-mark from the access list below or if a person is not listed in 
the access list that spoke to the parent/guardian you may click Add. 

 

 

NOTE: If you have clicked the Add icon, follow steps 3a-3d. 

 
Step 3a: Use the Personnel Search to find the personnel who spoke with the 
parent. 

 



Step 3b: If the personnel for whom you are searching appears in the Personnel 
Search Results, click the check-mark under Select to select them. 

 

Step 3c: If the person has already been added to the student's Access List, you 
can simply click the check-mark under Select column to add them. 

 

Step 3d: Once you have added the personnel that you need, click Continue. 

 
 

 

 



Step 4: Select the Contact Date.  

 

Step 5: Select the Method of Communication made to the parent/guardian. 

 

Step 6: Click Continue. 

 

Step 7: Enter the Effective Date. 

 

Step 8: Enter the changes that are being made to the student's IEP. 

 

 

 

 



 
Step 9: Click Continue. 

 

Step 10: Select the personnel to be contact and signator for this IEP. 

 

 

NOTE: To modify, add, and/or delete personnel contact that will appear on this 
form see IEP Form Contacts for instructions.  

 
Step 11: When complete, click Save and Continue. Next, click Save.  

 

 

 

 



Step 12: Select the form(s) you wish to amend by clicking the checkmark from the Available 
Forms box.  

 
 
Step 13: When complete, click Return. 

 

 



Parent/Guardian and Student Notification of Transfer of 
Rights Due to Age  

Step 1: Under the Notice and Consent Forms tab, select Parent/Guardian and Student 
Notification of Transfer of Rights Due to Age of Majority form. 

 

Step 2: Enter the Form Date.  

 

Step 3: Select the Age of Majority.  

 

Step 4: Click Continue.  

 

 

 



Step 5: Select the personnel to be contact and signator for this IEP. 

 

 

NOTE: To modify, add, and/or delete personnel contact that will appear on this 
form see IEP Form Contacts for instructions.  

 
Step 6: When complete, click Save. 

 

 
 
 
 



Delegation of Rights to Make Educational Decisions  

 
Step 1: Under the Notice and Consent Forms tab, select Delegation of Rights to Make 
Educational Decisions form. 

 

Step 2: Enter Form Date.  

 

Step 3: Click Save.  

 



Consent for Outside Agency Invitation  

Step 1: Under the Notice and Consent Forms tab, select Consent For Outside Agency 
Invitation form. 

 

Step 2: You must assign this documentation to a meeting by either creating a new meeting or 
assigning it to an existing meeting. To extend the search criteria, click the drop-down list below.  

 

Step 2a: This will populate the past meetings. To select a past meeting, click the 
button located under the Select column.  
 

 
 
 



Step 3: If you are creating a new meeting, click Add.  

 

 

Step 3a: To set up a conference, click Create an IEP and follow steps 5-33.  

 
Step 4: Select the check box Agencies that will be requested at the Transition meeting.  

 



Step 5: Select the personnel to be contact and signator for this IEP. 

 

 

NOTE: To modify, add, and/or delete personnel contact that will appear on this 
form see IEP Form Contacts for instructions. 

 

 
Step 6: When complete, click Save.  

 

 

 



Mutual Written Agreement to Extend Evaluation Timeline  

Step 1: Under the Notice and Consent Forms tab, select Mutual Written Agreement to Extend 
Evaluation Timeline form. 

 

Step 2: Enter the Form Date. 

 

Step 3: Select the Evaluation Type.  

 

Step 4: Enter the Original Evaluation Date. 

 

Step 5: Enter the Proposed Evaluation Date.  

 

 



Step 6: Enter a Reason for Timeline Extension.  

 

Step 7: Click Continue.  

 

Step 8: Modify, add, edit, and/or delete the Form Contact List. For Instructions See IEP Form 
Contacts. 

 

Step 9: When complete, click Save.  

 

 
 
 
 



Eligibility Forms  

 

 

NOTE: When conducting an eligibility meeting and IEP at the same meeting, the 
eligibility forms should be made official before the IEP Conference Summary Form 
is made official. 

If not completed in the above order, the reevaluation date and eligibility category will not show 
up correctly on the IEP Forms. 

 
 
 



Documentation of Evaluation Results  

Step 1: From the Eligibility Forms tab, select the Documentation of Evaluation Results form.  

 

Step 2: Click Add to add Academic Achievement OR check the box if the student is Not 
Applicable check the box and skip to step 5.  

 

Step 3: Enter the Area and Remarks of Academic Achievement.  
 

 

 

 



Step 4: Click Save. 

 

Step 5: Click Add to add Functional Performance, OR if the student is Not Applicable check the 
box and skip to step 8. 

 

Step 6: Enter the Area and Remarks of Functional Performance. 
 

 

Step 7: When complete, click Save. 

 



Step 8: Click Continue.  

 

Step 9: Complete this page AFTER an initial evaluation, reevaluation, or review of an 
independent or outside evaluation. Enter the Documentation of Evaluation Results.  

 

Step 10: When complete, click Save.  

 



Eligibility Determination (Other than SLD)  

 
Step 1: From the Eligibility Forms tab, select the Eligibility Determination (Other than SLD).  

 

Step 2: Select Yes or No and Evidence Provided.  

 

Step 3: Click Continue.  

 

Step 4: Determine if the disability is identified. If "No disability identified" skip to step 5. 

 

 



NOTE: If Disability Identified, complete steps 4a-4b. 

Step 4a: Select the Primary and Secondary Disabilities.  

 

Step 4b: Select the Adverse Effects. 

 



 
NOTE: IF Adverse Effect Identified is selected, the Educational Needs section will 
appear and the student's educational needs should be entered.  

 
 
Step 5: Click Continue.  

 

Step 6: Based on the information entered, the child's special education eligibility status will be 
stated here.  

 

 



Step 7: Click Save. 

 

 

 
 
 
 



Documentation of Intervention/Evaluation Results (SLD)  

 
Step 1: From the Eligibility Forms tab, select the Documentation of Intervention/Evaluation 
Results (SLD).  

 

Step 2: Provide the Problem Identification/Statement of Problem. 

 

Step 3: Describe the Problem Analysis/Strengths and Weaknesses.  

 

Step 4: Describe the Plan of Development/Intervention(s).  

 

 



 

Step 5: Provide the Plan of Evaluation/Educational Progress. 

 

Step 6: Enter the Plan of Evaluation/Discrepancy. 

 

Step 7: Enter the Plan of Evaluation/Instructional Needs. 

 

Step 8: Enter any Additional Information Necessary for Decision-Making.  

 

Step 9: When complete, click Save. 

 

 

 
 
 



Eligibility Determination (SLD)  

 
Step 1: From the Eligibility Forms tab, select the Eligibility Determination (SLD).  

 

Step 2: Select Yes or No and document the Evidence Provided.  

 

Step 3: Select Yes or No to indicate if the team has determined that the student's instructional 
need is the primary result of a visual, hearing or motor disability, cognitive disability, emotional 
disability, cultural factors, or environmental or economic disadvantage and document the 
Evidence Provided in each area.  

 



Step 4: Click Continue.  

 

Step 5: Select the best description of the student's Educational Progress. 

 

NOTE: If Yes is selected, describe which area(s). 

 
Step 6: Select the best description of the Discrepancy. 

 

NOTE: If Yes is selected, describe which area(s). 
 

 
 



Step 7: Select the best description of the student's Instructional Needs. 

 

NOTE: If Yes is selected, describe which area(s). 
 

 
Step 8: Click Continue.  

 

Step 9: The child's specific learning disability and special education eligibility status is stated 
and determined based on the selections made on the previous steps of this wizard. 

NOTE: If the student is determined NOT ELIGIBLE, go to Step 10. 
 
NOTE: If the student is determined ELIGIBLE, complete steps 9a-step 9c below. 

 
Step 9a: Complete the Optional Criteria section. 

 

 



 
Step 9b: Determine if this is the Primary or Secondary Disability.  

 

 

Step 9c: Select Disability Area(s). 

 

 
Step 10: Click Continue.  

 

 
Step 11: Determine if Conference Attendees agree or disagree by selecting Yes or No.  

 
 



 
Step 12: When complete, click Save.  

 

 

 



Other Forms  

 
 



Revocation of Consent  

Step 1: From the Other Forms tab, select the Revocation of Consent form. 

 

Step 2: Enter the Form Date and Contact Date the parent/guardian revoked consent for the 
provision of special education services for this student. 

 

Step 3: Select either Oral or Written for the Contact Method. 

 

 



Step 4: Click Continue. 

 

Step 5: Enter the Personnel that will appear on this form. 

 

Step 6: When complete, click Save. 

 
 
 
 
 



 

Summary of Performance  

 
Step 1: From the Other Forms tab, select the Summary of Performance form.  

 

Step 2: Enter the Anticipated Graduation Date. 

 

Step 3: Enter the Date Summary Completed. 

 

NOTE: The Most Recent IEP Start Date is automatic. 

 
Step 4: Click Search to enter the person completing this form.  

 

 
 



Step 5: Search for the personnel completing this form.  

 

Step 6: Once user is found, click the check-mark to select the user.  

 

Step 6a: Enter the Personnel Phone Number by clicking Modify.  

 

Step 6b: Click Add. 
 

 



Step 6c: Enter the Phone Type, Phone Number, and Extension (if available). Then, 
click the Save button.  

 

Step 6d: Click Return when finished. 

 
Step 7: Click Continue.  

 



Step 8: Enter the recommendations of modifications and accommodations to assist the student 
in meeting the Student Post-Secondary Goal(s).  

 

Step 9: Click Continue.  

 

Step 10: Enter the student's Summary of Academic Achievement and Functional Performance 
and Assessment(s) for each Academic/Functional area. 

 

 



Step 11: Click Continue.  

 

Step 12: Click Add to complete this section for recommendations of modifications and 
accommodations to assist the student in meeting post-secondary goals.  

 

 

Step 12a: Select the Area in the drop-down. 
 

 



Step 12b: Enter the Accommodations.  

 

Step 12c: To enter an Agency from whom the student may be getting 
accommodations, you can either: 

A.) Search for the entity, OR 

 

 

 

 



B.) Enter Agency Details. 

 

 

Step 12d: When complete, click Save.  
 

 
Step 13: When complete, click Continue.  

 

 

 



Step 14: Select the Individuals Completing This Section.  

 

Step 15: Enter the Student Perspective. 

NOTE: This section may be completed independently by the student or with 
assistance.  

 
 

 



Step 16: To add Accommodations and Supports, click Add. 

 

Step 16a: Enter the Area, Accommodations and Supports, and indicate whether 
each was Effective or Not Effective. 

NOTE: It is OK to put things that were not effective here, because it will be 
important for the next service provider. 

 

 

 

 

 

 



Step 16b: When complete, click Save.  

 
 
Step 17: Click Continue. 

 

 
Step 18: Select the Anticipated Exit Reason.  
 

 

Step 19: Click Continue.  

 

 

 

 



Step 20: You can select, modify, and/or delete the personnel contact that will appear on this 
form.  

NOTE: To modify, add, and/or delete personnel contact that will appear on this 
form see IEP Form Contacts for instructions.  

 
Step 21: When complete, click Continue, then Save.  

 

 
Step 22: Select the response given by the student. 

NOTE: The Post-School Data Collection Survey is taken one year after the student 
has left or graduated high school. 

 



Step 23: Enter the Date Signed.  

 

Step 24: To save the form, click Save. 

 

 
 
 
 



Autism Considerations  

Step 1: From the Other Forms tab, click on the Autism Considerations form.  

 

Step 2: This will open the Autism Considerations form.  

 



Step 3: Enter the Students Needs and Supports Identified for Verbal and nonverbal 
communication needs. 

 

Step 4: Enter the Student Needs and Supports Identified for the student's Social interaction skills 
and proficiencies. 

 

Step 5: Enter the Student Needs and Supports Identified for the student's Needs resulting from 
unusual responses to sensory experience.  

 

Step 6: Enter the Student Needs and Supports Identified for the student's Needs resulting from 
resistance to environmental change or change in daily routines.  

 



Step 7: Enter the Student Needs and Supports Identified for the student's Needs resulting from 
engagement in repetitive activities and stereotyped movements.  

 

Step 8: Enter the Student Needs and Supports Identified for the student's Needs for any positive 
behavioral interventions, strategies and supports.  

 



Step 9: Enter the Student Needs and Supports Identified for the student's Other needs which 
impact progress in general curriculum, including social and emotional development.  

 

Step 10: To save the form, click Save.  

 

 

 



 

Add Meeting Notes  

Step 1: Click on the form from the meeting you would like to add the meeting notes to.  

NOTE: You will be able to add meeting notes to any IEP form in I-Star. 

 

Step 2: At the top of every page, you will select Click Here to Add meeting notes to the desired 
pages you would like to add a note to.  

 

Step 3: Type the desired text.  

 



Step 4: The note will automatically be saved when you click continue at the bottom of the 
screen and proceed throughout the wizard.  

 

 
 
 
 



Making an Entire Meeting Official  

To make the entire meeting official, follow the steps below:  

NOTE: You must designate the IEP Case Manager from the Access List before you 
can mark an IEP official. See Adding Users to the Access List 

Step 1: To make the meeting official, select Make Meeting Official in the Pink IEP Conference 
box. 

NOTE: Once an IEP has been made official, you will not be able to edit the 
information. 

'' 



Step 2: When making the meeting official, I-Star will go through an error checking process of 
the forms that are associated with that meeting.  

 

 

Step 3: If any errors are found, the RED icon will appear.  

 

 

 

 

NOTE: You will receive the highlighted area below if you do NOT have an IEP 
Case Manager designated in the Access List located under the IEP Overview Tab. 



To add an IEP Case Manager to the Access List, see Adding Users to the Access 
List. 

 

 

 
 
Step 4: To correct the errors on the form, click on the RED icon. 

 

 



Step 5: Once all errors are corrected and have Passed Edits, you can make the meeting official.  

 

 

Step 6: All forms listed in the meting must be checked to Make Official to allow the entire 
meeting to become official. 

 

Step 7: Click Change Status. 

 



Step 8: Enter the Official Start Date. 

 

Step 9: Click Save. 

 

Step 10: After entering the Official Start date of the IEP, it will bring you back to the IEP 
Timeline. Since the entire meeting/IEP is now official, you will see the following tabs: Create an 
Amendment, Annual Review, and Reevaluation. 

 

NOTE: On the Landing Page, you will also notice the status changed from Draft 
to Official. 

 

 
 
 
 



Annual Review  

If a student has an existing IEP in I-Star, you will use the Annual Review option from 
Current/Create IEP. Follow steps 1-7 below.  

NOTE: You should NOT perform the Annual Review or Reevaluation processes 
unless you have an official IEP for that student and want to create a new IEP 
Package. 

Step 1: If a student has an existing IEP in I-Star, from the Student Profile, select 
Current/Create IEP. 

 

Step 2: Enter a Purpose of Visit and click Save.  

 

Step 3: From the IEP Overview tab, select Annual Review. 
 

 

 

 



Step 4: Select Resident District.  

 

Step 5: Review the Access List to verify that all users on it should remain. You can also add any 
new users that need access to the student's IEP. See Adding Users to the Access List for 
instructions.  

 

 
 



Step 6: SAVING WILL BEGIN A NEW IEP. If you wish to continue, click Save once you are 
satisfied with the Access List. 

 

 

 
Step 7: After clicking the annual review button, the official IEP will be located under the 
Achieved IEP tab. You will then be able to continue by clicking Setup a Conference to begin the 
annual review. 

 

Step 8: Proceed by following the steps to Create an IEP. 

 

 
 



Reevaluation  

NOTE: You should NOT perform the Annual Review or Reevaluation processes 
unless you have an OFFICIAL IEP for that student and want to create a new IEP 
Package. 

Step 1: If a student has an existing IEP in I-Star, from the Student Profile, select 
Current/Create IEP 

 

 
Step 2: Enter a Purpose of Visit and click Save.  

 

 

 

 

 

 



 
Step 3: From the IEP Overview tab, select Reevaluation.  

 

 
Step 4: Select Resident District.  

 

 
Step 5: Review the Access List to verify that all users on it should remain. You can also Add any 
new users that need access to the student's IEP. See Adding Users to the Access List for 
instructions.  

 

 

 



 
Step 6: SAVING WILL BEGIN A NEW IEP. If you wish to continue, click Save once you are 
satisfied with the Access List. 

 

Step 7: After clicking the annual review button, the official IEP will be located under the Archived 
IEP tab. You will then be able to continue by clicking Setup a Conference to begin the annual 
review. 

 

Step 8: Proceed by following the steps to Create an IEP. 

 



Archived IEP  

Archiving an IEP is done a variety of ways:  

1.) When performing the Annual Review function, the current IEP is archived 
when the new IEP is made official. 

2.) When performing the Reevaluation function, the current IEP is archived when 
the new IEP is made official. 

3.) If you do NOT wish to use the Annual Review or Reevaluation functions, you 
can also Setup a Conference. The date the new IEP goes into effect, the current 
IEP will be archived. 

To access the archived IEPs, follow the steps below:  

Step 1: Click Archived IEPs in the top toolbar from the Student Profile page.  

 

Step 2: Here you will see a list of Archived IEP Packets. 

 

Step 2a: If you would like to view the Archived IEP Packet, click the view icon.  
 

 



Step 2b: To print the archived IEP, click the eye glasses icon.  

 
 
 



Create an Amendment  

To create an amendment follow the steps below: 

NOTE: You can only create an amendment after IEP is considered official. 

Step 1: From the Landing Page, select the student's name under My IEP Students.  

 

Step 2: Click Current/Create IEP.  

 

Step 3: Enter a Purpose of Visit and click Save. 

 

 



Step 4: While in the student's IEP Timeline tab, click Create an Amendment. 

 

Step 5: Enter the Form Date. 

 

Step 6: You may select the check-mark from the access list below or if a person is not listed in 
the access list that spoke to the parent/guardian you may click Add. 

 



NOTE: If you have clicked the Add icon, follow steps 6a-6d. 

Step 6a: Use the Personnel Search to find the personnel who spoke with the 
parent. 

 

Step 6b: If the personnel for whom you are searching appears in the Personnel 
Search Results, click the check-mark under Select to select them. 

 

Step 6c: If the person has already been added to the student's Access List, you 
can simply click the check-mark under Select column to add them. 

 

Step 6d: Once you have added the personnel that you need, click Continue. 

 
 

 

 



Step 7: Select the Contact Date.  

 

Step 8: Select the Method of Communication made to the parent/guardian. 

 

Step 9: Click Continue. 

 

Step 10: Enter the Effective Date. 

 

Step 11: Enter the changes that are being made to the student's IEP. 

 

 

 

 



Step 12: Click Continue. 

 

Step 13: Select the personnel to be contact and signator for this IEP. 

 

 

NOTE: To modify, add, and/or delete personnel contact that will appear on this 
form see IEP Form Contacts for instructions.  

 
Step 14: When complete, click Save and Continue. Next, click Save.  

 



Step 15: Select the form(s) you wish to amend by clicking the check-mark from the Available 
Forms box.  

 

 
Step 16: When complete, click Return. 

 

 
 
 
 



Make Individual Form Official  

NOTE: Once and IEP gets a start date, it becomes official. There are a few forms 
that will provide a start date, mainly the forms in sequence after the Data Chats. 
(With the exception of the Progress Reports.) The status of the IEP isn't affected 
by the present or absence of any singular form. Marking one of these forms 
official sets the start date of the whole IEP.  

Step 1: To make an individual form official, click Make Form Official to the left of the form 
description. 

 

Step 2: The form you have selected to make official will go through a list of error checks. 

NOTE: A RED icon will indicate there are errors, which needs to be corrected 
before making the form official. The error description will be listed next to the red 
icon.  

 

NOTE: A check mark will represent the form has Passed Edits. 

 
Step 3: Once the form has passed the error check, you can select the form to change its status 
to official.  

 



Step 4: Click Change Status. 

 

Step 5: Enter the Official Start Date for this IEP. 

 

Step 6: Click Save. 

 

 

NOTE: You will also notice the Status of the form was changed from Draft to 
Official.  
 

 



Print IEP  

Step 1: Go to the Student's Profile of the student's IEP you wish to print.  

 

Step 2: Click the Current/Create IEP tab.  

 

Step 3: Enter a Purpose of Visit and click Save. 

 

 
 

 

 



Step 4: Select the IEP Timeline tab. 

 

Step 5: Click Print IEP. 

 

Step 6: Choose from the following IEP Print Options.  

 

 

 



Step 7: Select the Form Status. 

 

Step 8: Select desired Form Type. 

 

Step 9: For further explanation on the Form Status and Form Type, click Help. 

 



 
 

 

 

Step 10: To add an image for Cover Page, click Configure. See Configuring a Cover Page for 
instructions.  

NOTE: Only IEP administrators will be able to configure a cover page. 

 

 



Step 11: To add an image for Letter Head, click Configure. Click Configuring Letter Head for 
instructions.  

NOTE: Only an IEP administrators will be able to configure a letter head. 

 

Step 12: When complete and ready to print, click OK. 

 

 



Print History  

 
To view the student's IEP print history follow the steps below:  

Step 1: From the Student Profile page, click Current/ Create IEP.  

 

Step 2: Select the Print History tab. 

 

Step 3: To view the student's IEP Print History form, click the view icon. 

 

 

 



Adding Attachments to the IEP  

NOTE: Occasionally there will be portions of an IEP that are not reflected in the 
forms alone. These additional documents can be uploaded to the I-Star system 
for these situations. 

Step 1: From the Landing Page, select the student's name under My IEP Students.  

 

Step 2: Click Current/Create IEP.  

 

Step 3: Enter a Purpose of Visit and click Save. 

 

 
 



Step 4: Click the Attachments tab. 

 

Step 5: Click Add.  

 

Step 6: Enter a Title and Description for the document. 

 

Step 7: To upload a file, click Choose File.  

 



Step 8: Search File Name, Select File, and click Open. 
 

 

Step 9: This will upload the file you have chosen. 

 

Step 10: Select Import, then Save. 

 

Step 11: Once the attachment is saved, you can view, edit and/or delete from the Attachments 
tab for that student. 

 

 



Activity Log  

 
Step 1: Click Activity Log to access the Log Book. 

 

Step 2: From here, you can see the Log Book. This shows the User Name, Log Date, Type of 
navigation, Reason for visiting the IEP, and the Activity Count.  

 

Step 3: Click the Details tab to Filter Activity Log. 

 

Step 3a: You can choose to search by begin date, end date, and user.  

 

 

 

 

 



Step 3b: Choose the Activity Items that you would like to appear in the results. 

 

 
Step 3c: The log will then appear. 

 



IEP Reports  

Step 1: To access IEP reports, click the Reports tab. 

 

Step 2: Under I-STAR Reports, select IEP for the Report Type. 

 

 
Step 3: Select either Teacher/Case Load or District Level from the drop-down menu for the 
Report Categories.  

NOTE: Depending on your Report Categories selection, this will populate different 
reports.  

 

 



 
Step 3: Under the Select Report column, click the correct Description of the report you are 
wanting to run and/or export.  

 

 

Step 4: Click either Run Report or Export Report. 

 

 



IEP-Q  

The IEP-Q is an excellent resource for all the teachers. This website is recommended if you need 
ideas and/or support on how to complete the sections or any of the sections in the IEP forms. It 
is encouraged you to register for the IEP-Q website. To register, see the link below: 

https://iepq.education.illinois.edu/ 
 

 

 



Notice & Consent Instructions  

Select the link below to view the Notice & Consent Instructions provided by the Illinois State 
Board of Education.  

Including the Explanation of Procedural Safeguards (34-57J) (all forms provided in Arabic, 
Chinese, English, Gujarati, Korean, Polish, Russian, Spanish, Tagalog, Urdu, Vietnamese) 

https://www.isbe.net/Documents/consent_forms_instruct.pdf 
 

 



ISBE IEP Forms  

Select the link below to view the IEP Forms (English) provided by the Illinois State Board of 
Education.  

 
https://www.isbe.net/Documents/34-54-iep-forms.pdf 
 

 
Select the link below to view the IEP Forms (Spanish) provided by the Illinois State Board of 
Education.  

 
https://www.isbe.net/Documents/34-54-iep-forms-sp.pdf 

 



ISBE IEP Instructions  

Select the link below to view the IEP Instructions provided by the Illinois State Board of 
Education.  

http://www.isbe.net/Documents/iep_instructions.pdf 
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