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I-Star New User Training

Presented by Harrisburg Project

IWAS Access oo
Get Password
Hel
» Each I-Star user has to have an IWAS account F
https://secl.isbe.net/iwas/asp/login.aspejs=true — .
+ Visit the IWAS User Guide or IWAS Training Video for IWAS Help

~ IWAS Help Desk (217) 558-3600

+ Once an account is established, each user has to request access to the I-
Star Application

+ Itisrecommended that users request read-only access to SIS during this time
as well

+ Once the IWAS account and the |-Star access is approved, I-Star can be
accessed under the System Listing = Reporting 2 Annual

Categories - ci w Expand fColapse Tres Authorization
= Reporting
£ Annual
T - Star (Special Education) - Tralning Eil M 2




I-Star Security %

1. From the Landing Page, click Request Access

| Are you not seeing = ot of student=? Use this hnk to reguest a changs
te yeur T-Stal Security settings

= Request Access ‘

2. Click Modify beside User’'s Assigned System Roles

User's Assigned System Roles ( £ Modify)

3. Click Request Access next to the desired roles

Student Claims ( Clear)

Sdant Approvals (Claar)

Current

PR |Role Name

iSturlenr Claims Full Access

Student Approvals Full Access ‘
Student Approvais Read Only J”, |Student Clalms Read Cnly

4. Once desired roles have been selected, click Save

-Star Security &,

The District Superintendent or Coop Administrator approves Security Requests. From
the Landing Page, click Approve/Deny a Security Request.

£l Approve/Deny a Secunty Request

c one parson has submitted 3 Gecurity request. Uee this guick fink to view the detaiis of the requast.
2. Click the name of the user to edit their access under the Manage Security Tab (or
locate their request under Security Requests tab)

3. Click Approve or Deny for the request
then click Save

I

**Security administration can be
designated by the Superintendent or Coop
Administrator to another users(s)

District Security Administrator [ Clear)

Current
Access

/dl Dlstrict Security Administrator

|Role Naine
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Nov 1, 2021 - Fund E & F - Summer 20-21 Term
(Approval & Reimbursement)

Feb 23, 2022 - December 1 Child Count

in accordance with the Students with Disabilities Data
Collection Approval Instructions distributed by the lllinois
State Board of Education. —
(This manual should always be consulted to ensure up te*™ —
date information.)

NEW Manual Available Soon!




I-Star Landing Page

Home Approvals _aﬂd Oams P M:ln Goal Mine Facility Search

Welcome Caop User

Traini5Jess Brown
MNerris City Annax

Thank vou far using the I-Star training system.

‘Welcome %o I-Gtar. Please fed free to shade all guestions, concems and commients thak vou have with us

WPQulty  Reports  UserGuide  Recent Updates

« Your Input is very valuable to us,

= Request Access
u Ard pou not sedng 2 St of atugents? Uce thea Lok to reguacl 3 ohange 1o your I-Star secunty seshings;

2021 School year Student records with fatal errors; 13
- 2022 $ch_c_no| year Student records with fatal errors: 1

2021 School year Personnel records with fatal errars; 2
& 2022 _SchLooI year Personnel records with fatal errors: 1
Use this guick Tink to go to Personne

= Current Child Count Status
Lie this link to get updated Child Count numbers

[E] SPP 14: Post School Outcome Surveys

‘ | g Total Personnel EBF Offset within range
‘Use thiz goick |ink to viaw curreént EEF Totals

gl

Student Information System (SIS) Tips

« Students cannot be entered into I-Star without a SIS ID

+ All student demographics carry from SIS

» Students receiving ESY should remain enrolled in SIS (or be
exited and re-enrolled if home or serving school changes)

until ESY is ended

« SIS administrators should upload to SIS as often as possible

to keep the data ‘Up-to-Date’

8/23/2021
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# Student Information System (SIS) Tips

« SIS error checks in I-Star
— RCDTS for Home = Resident District in |-Star

- Thefirst 11 di?i’rs of the SIS Home RCDTS MUST MATCH the RCDT of the Resident District being
reported in T-Star

— RCDTS for Service Provider in SIS = Serving District in I-Star

— The first 11 digits of the SIS Serving Provider RCDTS MUST MATCH the RCDT of the Serving
District in I-Star AND/OR

— RCDTS for Serving in SIS = Serving School in I-Star
— The SIS Serving RCDTS MUST MATCH the RCDT of the Serving School in I-Star

— Enrollment Date for Serving must be either before or the same as Approval Begin Date
— Enrollment Exit Date is the after or the same as the Approval End Date

Approved Example:
- Approval Begin = 09/01/2021 and SIS Enrollment Date = 08/19/2021
- Approval End Date = Blank and SIS Exit Date = Blank

Disapproved Example:
- Approval Begin = 08/19/2021 and SIS Enroliment Date = 09/01/2021
- Approval End Date = Blank and SIS Exit Date = Blank

Student Approvals

Approvals and Claims P

Student » Approvals

Personnel Claims

|

+ Search for students included
in your Approval data using
one or more filter(s)

* Reported - students with an
approval record

* Un-Reported - students in
jurisdiction SIS upload with IEP
Indicator marked 'Yes' buf no
approval record




Student Approvals

 To add a new student click Add and use either Last Name, First
Name, DOB and Gender OR SIS ID to locate the desired student

L e e e e e s s s ) e an i o

tFaget ) page[ v : "“FE i A iy gy

Student Approval

Click an save to add Approval

Student Approval

* Once student is added, an approval
record can be completed for the
student

‘ Display/Update SIS Enrollment

Hide 515 Enrollment | Res RCDTS:20-083-0030-26-0000 Harrisburg CUSD 3

Serv RCDTS:20-083-0030-26-0000 Harrisburg CUSD 3
Serv Prov:
Beg Date:8/1/2018 End Date:

» To see if the record has
any errors, click Save &
Check Errors

(F-025} Sectinn 14-7.07 Elgibllity Thams is/aes
CRET ) Section 14°700 Egility st
(F-au tF, 3 GUARDLANSHIR

(-85, il
(W-315) Tmlicator 11 Erro

8/23/2021



Warnings/Errors vs. Approved/Disapproved
Warnings = Approved

+ Warning messages start with (W-

Edil Results

o matching Student Enrallment found in SIS for serving RCOT
't”w-‘iiﬁ} dicator 173 is incomplete

Errors = Dlsqpproved [ &Eﬁg Errors/Disapproved must be ]

. S i 1
« Error messages start with (F- Yo comected by Pickup Datelll

Private Facility is NOT an approved facility.
(F-U16) Disability and/or Gender Code does NOT match Private Facility Approval.
(F-051) No matching Student Enrollment found in SIS for serving RCDT
(F-114) Indicator 11 Data Missing For This Student

When do students age oute (HB 40)

+ To facilitate successful tfransition and integration into adult life,
students are eligible for services through age 21 inclusive (the
day before the student’s 22n9 birthday)

« If a student’s 2279 birthday occurs during the regular term school

year, the student remains eligible for services through the end of
the year

8/23/2021



Fund Codes

» |IDEA Fund Codes

Fund A - IDEA Child Count - students enrolled, with an IEP and receive
services in public programs

Fund K - Nonpublic Dually Enrolled - students homeschooled or attend
nonpublic school for general education and have an [EP and receive
special education services from the public district

Fund L - Nonpublic, Not Enrolled - students attend nonpublic (parochial)
school for general education and have an ISP and receive special
education services from the public district

Fund P - Home-Schooled, Not Enrolled - students are homeschooled for
general education and are not enrolled and have an ISP and receive
special education services from the public district

Fund Codes (cont.)

« State Reimbursement Fund Codes

Fund B - Private Day - Residential Facilities — Out-of-State Public Schools —
students attend nonpublic facilities and out-of-state public schools,
includes tuition and room and board

Fund D - Orphanage Act - students attend public education programs
and are placed in aresidence for the purpose of care/custody, welfare,
medical/mental health freatment rehab or protection by an lllinois public
agency with authority and responsibility for the students

Fund E - Orphanage Act - Individual Programs — students attend public
school educational programs and are placed in a residence by an lllinois
public agency

Fund F - Private Facilities/Orphanage Act - students are placed by an IL
public agency or court in this State who atftend special education private
facilities approved by ISBE

Fund H - Phillip J. Rock Center and School

8/23/2021



Fund Codes (cont.)

« State Reimbursement Fund Codes

Fund J - Private Residential Facility/Public School District Education
Program/Fund for Children Requiring Special Education Services — students
placed by a school district into a private residential program who attend a
public school educational program

Fund X - Funding for Children with Excess Costs — students in public programs
whose education costs exceed four times district per capita tuition

Fund Codes (cont.)

« Fund Codes for Students NOT Receiving Services:

Fund N - Non-Public School Students NOT Receiving Services — non-public
students, including home-schooled, who have been evaluated and had
their eligibility determined and are NOT receiving special education
services. (Indicator 11 and PPNP compliance)

Fund U - Public School Students NOT Receiving Services — public school
students who have been initially evaluated, had their eligibility determined
and are NOT receiving special education services (Indicator 11
compliance)

8/23/2021



Fund Codes (cont.)

Post Secondary Transition Recovery Eligible

+ Fund R - Section 14-7.02 (Postsecondary Transition Recovery Eligible) (a) If a student with an IEP reaches
the age of 22 during the time in which the student's in-person instruction, services, or activities are
suspended for a period of three months or more during the school year as a result of the COVID-19
pandemic, the student is eligible for such services up to the end of the regular 2021-22 school year.

« (b) This Section does not apply to any student who is no longer a resident of the school district that was
responsible for the student's IEP at the time the student reached the student's 22nd birthday.

* (c) The IEP goals in effect when the student reached the student's 22nd birthday shall be resumed
unless there is an agreement that the goals should be revised to appropriately meet the student's
current transition needs.

« (d) If astudent was in a private therapeutic day or residential program when the student reached the
student’s 22nd birthday, the school district is not required to resume that program if the student has
aged out of the program or the funding for supporting the student’s placement in the facility is no
longer available.

- (e) Within 30 days after the effective date of this amendatory Act of the 102nd General Assembly, each
school district shall provide notification of the availability of services under this Section to each student
covered by this Section by regular mail sent to the last known address of the student or the student’s
parent or guardian.

% Special Ed vs. % Time Inside Reg. Classroom

% Special Ed % Time Inside Reg. Classroom
« Reflects the amount of fime for which a . ;
student receives special ed services Ref_leds fhe amount (,)f fime for
p?d?rrnhls/her'lElp %T the time of entry which a student receives special
INTO The specidal e rogram as i i inei
Compgre% o the ,rop,rcl%moum of fime ed services under their IEP inside
in the student’s regular instruction day the General Education Classroom
* (Instructional minutes received/Total + (Bell to Bell minutes received/Total

Instructional minutes possible) * 100 . X
et inutes possible] Bell to Bell minutes possible) * 100

Instructional day is NOT “bell to bell”

(should omit passing periods, lunch and . i

recess unless |IEP requires support during Bell T.O Bell |r_1cludes all classes,
those times) passing periods, lunch and recess
% Special Ed is not equal to % Time . i i

Insige Reg. Clossr.oor% and will have no % Time l.nSIde Reg. Classroom
effect on Educational Environment determines Educational

(formerly LRE) Environment Code (formerly LRE)

20
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Resident & Serving Districts/Schools

Resident District: [Harrisburg CUSD 3 - 20-083-0030-26 v

Resiclent School: [Hamisburg Middle School - 20-083-0030-26-1 ¥ |
Serving District: |Harrisburg CUSD 3 - 20-083-0030-26 (2) v |
Serving School: [Harrisburg Middle School - 20-083-0030-26 (< v |

Resident District = District where student resides
Resident School = School student would attend if
they were not receiving special education services
Serving District = Local Education Agency that
operates the program the student attends

Serving School = Location where the child is
physically seated receiving services

21

Student Approval

* To perform an end/add on a student approval record, click the
chainicon in the Actions column for the student:

" P PRRE | |
Actions Tl | Student Name & Grade SIS Td  (Reskdent RCDTDOB a srmiBegin Date/End Date - an | &
°' <3 |1.113 Cooper, Damokip Maximilian (N/) [900900008|20-083-0030-26/8/14/2001 | A [ GZ;E o1 | 100 | 78 | B | B/13/2021 | D <]

* Edit the end date for the current record if what has auto filled is
not correct. Choose the Exit Code and click End/Add

End/Add Student Approval

This process will make a copy of the current record. The new record will have a
begin date one day after the end date of the original record.

End Date for original Approval: |gg/26/2021 MM/DDAYYY

Exit Code: ‘ 20-Changed Name, DOB, Fund, etc. e

Save Cancel

22

8/23/2021
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State Performance Plan (SPP)
Indicators

Student Name & Grade SIS 1d

5 : |
» Yy 2 < 1 vans, DemoElena Cali (N/) | 99999902?|
®x b L <3 vlore;, DemoCash Grant (N/) | 9999990{]1‘

+ Indicatfor 11 (60 school day
evaluation) response is required for
ALL students

+ Indicator 13 (Post-Secondary
Transition) response is required for
students age 14 'z or older (except
Fund Code L, P, N, U)

23
» To add anew SPP 11 record, click
1
Student Indicator 11 {
[Start Year [Parental Consent Date Fligi. =
| No Fecords Found |
« Enter data from the IEP and click
Save
Initlal Evaluation Start Year: 2022
Initial luation Parental| _.VJMH;DI:NWY
Consent Data:
Initial Efigibility Determination| vJ MM/DDAT
Data:
ing District: i
Number of School Days: | Recalculate |
Reason Timeling ot Met: ¥ | E
Reason Mot Appllcable: | v E
| Save & Chack Errors
24

8/23/2021
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SPP 13

Complete for all students
age 14 and older

(except Fund Codes L, P, N,

u)

Complete form based on
fransition plan in the
student’s IEP

Yes = Approved in Student
Approval

No = Approved in Student
Approval, but out of
compliance with ISBE

Incomplete = Disapproved
in the Student Approval
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Student Approvals Recheck Edits

Click Recheck Edits

You will receive two emails on the
status of the error check. The first
will fell you that the processing

error report

Reported

Student S5 1d:

Student Approvels Filker

Shaw onfy Gut of
District

e s | Rasiders District: | ]
has started and the second will e, Ruscant Sencol. [Seg dlie ) el sk <]
tell that it let Schaal Year: [20z21-2022 v] saning Districe. | =]

ell you that it's complete. st [ ] ] 5
cmda [~ Disabifity: | |

i I— Fands | Gl

The errors can be viewed on Restad sarvces: | <] el : ':
EE Coda: | v aic b

each Approval record or on the Ry - Class Tescter | vl
o I. Clais Nama. | vl

= Event: [ ~|

Search || Clear see«kpaﬂ o Eveel | Export using Import Fammat

26

8/23/2021
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Student Approval Error Report @

Admin Goal Mine Facility Search 1EP Quatity Reports User Guide

To run a report with all errors click:
Reports-Application Reports

Select Report Type:
Student

Select Report Categories:
Errors

Select:
Student Approval Error Listing

Click:
Run and/or Export Report

27

* Transportation
* Events
* Notes

» Other Information x % 2 &3 !1113

28

8/23/2021
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Transportation P e e

. Use this to modify transportation for this student.

Transportation Schedule
* Click ‘Add’ for each trip . chodin (2]

/| ® | sizNMains Fick-uo | | 6im2521988
| 1 Schock Driva Drop-off | om0aan Homer |  siE2320207
|| 1 Schock Drive Fick-up | o3:onem Homet | sigzIROTOS
| ® |  si2NMance Drozcf | baonpm Hamet | 6182521928

“

Special Needs

Add)

e Click '‘Add’ and select from list e aiace [~pcial necdc

s | W Wheel Chair Lift

I

‘Canmi-dfhita County CUSD 5 98/13/2021 $107.00

x

Billing History

* Click ‘Add’ to enter billing
data

29
Transportation Data Entry
, 2. Special Needs
1. Busing Schedule
Selact the new spadal need and dick the Save button,
Entes the new trangportation schoduls Infarmation and cick the Save button.
Spaclal Nead: | wheel Chair Lift ¥

District Entity: |r—.,u|ish!-|g CUS0 3 - 20-083-0030-20 ¥
Transpertation Save Cancel

Type: Drop-off - Mek-up

Location: | orpe .

= 3. Billing Information

i - Enter the new transportation bilfing information and dick the Save button.
Phone Number:

e Billing Eurmr Harrishury CUSD 3 - 20-063-0030-26 |

Start Date: [=]wmmseer
End Date: [=]wmmporer
e | e Charge Rate:
: Save | [ Cancel |
30

8/23/2021
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Special Needs Definition

*Click Admin->District Maintenance->Special Needs->Add

| Uglosd Permissions | LEA List Malntenance !'Soe’éal Weeds' I&s(om Exents | 1EP Casgload | Custom Mobes | Mass Change

Special Transportation Needs ( 8 Add)

HEKNEANR

. Entity
Bus Aide Wabash & Ohio Valley Sp Ed Dist
Seat Belt Harness ‘Wabash & Ohio Valley Sp Ed Dist
Child Safety Restraint System Wabash & Ohio Valley Sp Ed Dist
Neads Assistance On/Off Bus ‘Wiabash & Ohio Valley Sp Ed Dist
Closest, Safest Stop Vabash & Ohio Valley Sp Ed Dist
‘Wheel Chair Lift ‘Wabach & Ohio Valley Sp Ed Dist

*Type in desired special need and click Save

\plosd Permsicns | LEA Lt Maintenmce | Saecial tieeds | Clsiom Events | IEF Casdiond | Cuso Notes, | Mass Change

Specisl Transportation Needs (@8 add

Edit the special nead and click the Save button.

Special Need: | Whesl Char Lift

Cancal |

31

ronspor’rq’rion Reports

Home Approvals _m({ Claims

Report Type: [ Student v| Report Categories: [Transportaticn ]

Admin Goal Mine Facility Search 1EP Quality Reports User Guide

Salect Raport | Description

Student Transportation By Private Facility

‘Student Transportation Repait

|Student Transpertatian Spedial Keeds Schoal. Does not incude Prvate Facility placements, Mo

Transpartation Billing Histary

Report Description:
Alphabetic list of studerts detailing transportation schedule for
gickup and dropoff. Includes special nesds, parent/contact
Informatlon and biliing information. Grouped by Serving

class list fifters,

Transportation Billing History
—— Student Transportation Report

Sturdent Tranapariation Repor

p— o 3 P v Pt
i ey Sotonl S R
e Bl i Studear: Panurs informaian Schecia o
Z oy S Y ay s - Age Disssany Falsind Barvicen =
—— ep—— tem Lonstion i e
b (0 ¢ ot wnwmn =T
e = = | e TR oS — T
bt 1150 1 ] maum L] Lt =
— e P e o Tokan PTTE o At
Pty it e v
L L ¥ St D Mo L
o 08 ¥ 3ek D M Bz
Dopet —na e 14 Mt Home w2z
Byl ot ‘A Chair Lt
Charga Bl Start Duts Eret D

8/23/2021
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—

H
Events ==

Type Most Recent Date |Next Event Date
| |

Ne Records Found

Provide required Event Information

Event Type: | psychologist Assigned ¥

Description 1: [Mr. Smith

Description 2: |Review 520

e —
Events ( @ Add)
escription

Click Add to
create an event
for a student

88)

= Single Occurrence vs. Recurring Event

I Single Cccurrence Event | | Recurring Event

Event Date: [pa/12/2021 =|muwoorvere B all Day Evert

O single Dccurrence Eventhi®

'i'[]aily ;

S ek ®Evary |1 | dayis)
7 Weel e

Z : ) Evary weekday

' Monthhy

'-'Yearlv

Start: og/12/2021 | =lmwooarey BN Day Event
End: 8 o end date

\JEnd after: oCCUrrences

IEnd by- El MDD

* After occurrence is set, click Save

Recurring
Events can be
sef occur:

* Daily

* Weekly
* Monthly
*Yearly

34

8/23/2021
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Custom Events =2

—_—

Admin = District Maintenance - Custom Events - Add

upload Permissions || LEA List Maintenance | Speaal Needs | Custom Events || 1EF Caseload || Custom hotes

Custom Evens ( @ Add)
———

Event
Mo Records Found | |

Enter the Event Type and click Save

35

Events Reports

Home Approvals and Claims IEP Admin Goal Mina Facility Search IEP Quality Reports User Guide

I-STAR Reports

Report Type: | Student A Report Categories: | Events v |

Report Description:
@® All Students by Event List of students grouped by event type. Includes all events
Annual Review In Date Order past and future. No class list filters.
‘Current IEP In Date Qrder
Initial Eval In Date Order
Reevaluation In Date Order
Students Notes =

36

8/23/2021
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~Notes

Upsoi= ate [Nt TypelNote)

No Records Found | |

Notes

Note Type
Mo Records Found | '

* Click Add oy, L
* Select Note Type from Drop
Down
* Enter Note content
* Private will prevent any other S
user from seeing this note set Reminder: [
@ show audit Trail
* Set Reminder will add to Brwne-meseemensame.
Reminder screen on Landing ? Cance - lese sk the wizard
Poge ) Gancel E

37

Medicaid Number & Reports

* Medicaid Number is located on the Student Profile |esmmarmr s —-——-—-—

Other Information { % Modify)

Grad Date
123456759 |
Medicaid Students
¥
ssin Studert DOB Gande Rosidont District  Ralated Servies Cods Diasbsility Maclicaid Numbar
Harrisburg CUED 3
el Adams, DemoSatine 58 W 30083000026 c 123455789
010 Adams, DemoSabine s HUZIOA /lm.ln 20-083-0030-26 C 121450780
BEI0H0N Adems, DemaMamusd Vane D002 / e -08-0000-20 o A
ICAOAT Canee, Bamo benathan Rico - / ™ 20- 08000003 o £ SRARETEAY
TG Colins. DomoCalkes. Cato W/ lam 20-083-0030-26 © F
U Colina. DemoGamed Wsg Hae H-ORHG0-26 L] o 1ZIANEETS
Adameg ance| M 2008 3-0030- 26,07 A

Carter, DemoJonathan Rico, Male; 20-083-0030-26,0T E 264087552

Medico id STU de nTS [Colling, Hendrb, 1001 51969 Male, 20-006-0060-04, 161,134 558TE

[ 17 Diaz DemoZebulon; iy, 05132001 Male 20.083-0030.26.01,1;
Run Report
e Edtwards Oy Joan; 1212001  Ferrale 20.053-0030.26 02,012 3486780
GEGEEO0ST Fisher Demolianne, Fula 0TI 696 Female, 70:083.0030.26 0%,
Medicoid S.I.U d en.l-s De"m”-ed RGNS Powel DernaShakin, Zencaya, 08N S2008 Female, 2008 3-0030-26 02 |

S99909013 Smim, Wiace: Ml POLOE30030- B A

Export Report
38
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Actions Ind

Caose Load

®x % 2 4 1148

* Click ‘Add’ to associate

a new class with a student or
click the pencil to edit |
existing class information -

School Year: EFFETFIIEY

Enter the new case load data and dlick the Save button.

e —

School Year: EEEEEFRNE]

Case Load [ § Add)

-
, Demoasia August 13,2020 | | o [ Fake
DemaPaioma Mugust 18, 2021 | | o [ Falee

» Class name drop down is
generated from Case Load
Definition tab

* Enter desired data and
click Save when finished

39

Case Load Definition

* Approvals & Claims = Student - Case Load Definition > Add

Schioal Year: [2021-2022 v | Case Load Definition

District [ ~]
Sehoal: | v|
Class bamet [ ] School Year:
ot | . ‘
[S2arch | [ Ciear Search Schoal: |
Case Load Definition Search Resuli= | @ Add) Teacher Name: \:I personnel
Search
Location: ‘ |
*Enter the information for the - |
class definition and click Save

40

8/23/2021

20



Class List Reports

Facility Search 1EP Quality Reports

I-STAR Reporis

Report Type: | Student v Report Categoeries: | Class Lists

Select Report Report Description:
Case Load Student Listing Select a report to see description here...

Class List

Class List by Case Manager

Class List with Approvals and Events

Class List without Address

Enroliment With Total Minutes Per Week

Enroliment With Total Minutes Per Week by Serving School
otal Number Enrolled by Location

in accordance with the Special Education Personnel
Approval procedures distributed by the lllinois State Board
of Education

(This manual should always be consulted to ensure up to '
date information.)
NEW Manual Available Soon! .

8/23/2021

21



Personnel Approval

Approvals and (aims IEP

Student

Personnel  »

Approvats

Search for personnel included . e s
in your Approval data using
one or more filter(s)

Lust Harra:

Approad Sratus: [

Reported — personnel with an e e e—
approval record

Un-Reported - personnel in
jurisdiction EIS upload but no
approval record

43
Personnel Topics \
N\ /
General reporting guidance \ ,
» Code Descriptions and Definitions
Status Codes
Paraprofessional Work Assignments ‘
+ Personnel Data Collection and Approval Instructions Personnel Approval Due
June 30, 2022
44
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Personnel Approval

« To add a new personnel click Add and use either District, Last

(Page of | Po] o]

Parsonnal Approvals

Name, First Name, Gender combination OR IEIN to locate the
desired person

i iy |

claimed.

Saarch for and celact the parsen the approval i for,

Include Retired

fice: nciuging @ S wil Searh B3 WON 1 eTETEd AT, LeSVTZ the CRETIE B Wil JerTTr 4 e Searcy o1 ELTS.

Search | | Clear Search | | Canced

Manage Personnel Claims and Approvals

Far an appreval, sslect the personnel, entes the aporoval perameters and seleck the work assignments, For a clsm, enter the salary information and days

45

Personnel Aglp

* Once personis add
recor

employee

roval

an approval
can be completed for the

T {Show cvert credartials]

Prrsonnel Approval Infarmation

Employed as of: 12/3/2021:

Term; Fegular

Hu Records Found

Enter the new work assignment and Click the Save butlon,

Show Satary [nfo

Pates (0}

oo
fio Racords Feund | |

L ———
| 5V A check Eors | )

Work Actignment(.) | @ Add)

Delete | MoveUp | Move Down | Code | Assignment Work Assignment Status Regular FFE

Click the Add icon to add the
Work Asagnmen’gs) and select
the FTE from the drop down.

Full Time Equivalency (FTE) now
art of approval form; required
or ALL employees

Calculating percentage to
assist in reporting FTE - "Total
hours worked per year in the
work assignment”, (divided by)
“normal school day classroom
hours”, equals “total days
worked per year”. Dividing the
“total days worked” by 180
days, will equal the “total FTE
percentage.”

Select FTE drop down in |-Star
to select the numerical value
that best estimates the amount
of tfime spent in the work
assignment and click Save.

46
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Personnel Approval

FTE for Paraprofessional staff must be reported for each age group served:

- Grades PreK and KG-12
- Estimate the FTE as accurately as possible when time is spent serving both grade ranges.

B [Show current credant

TWE - TTenan ]
NHAZ - Non-Cerfified Health Aide (Prei)

T il
NHAS - Non—ce'rqf!ed Health Alde (K5-12) [ —
- Hearing/\ision Screener

- Occupationz] Therzpy Assistant loyed as
- Physical Therapy Assistant

Paraprofessional Work Assignment Codes:
— PA3=Program Aide serving grade PreK
- PAé=Program Aide serving grades KG-12 - Spesch/Language Assistant
. . - Program Alde (Prek)
—-TA3=Teacher’s Aide serving grade PreK Spedal £d Type: At PAS - Program Aide (KG-12)
. . PAD - Assistant Director
—-TA6=Teacher’s Aide serving grades KG-12 it
— NHA3=Non-certified Health Aide grade PreK
- NHAé=Non-certified Health Aide grades KG-12

= .
Instruction Aide (Prek)

TA6 - Individual Instruction Aide (KG-12)
PDG - Diagnostic Teacher
PDL - Daily Living Skills Speciafist
Y

Dalete a
Eﬂl x | PFS - Infant/Toddler/Family 5pedalist
’ | = | PH - Physically Handicapped
s | XK “ | PIC - In-service Coordinator
;| PMD - Madical Services Personnel
Enter the new work assig PMT - Music Theraplst -
Work Assignment: [ WHAZ - Non-Certifled Health Alde [Prek) ~|
47

Personnel Approval

» Special Ed Type will no longer be selected. The I-Star system will
automatically match the appropriate Special Education ID code:
— A —Special Education Teacher
— B — Related Services
— C - Paraprofessional
— D - Administrative

» This code will be determined once a Work Assignment is selected

Personnel Approval Information

Year: (2021-2022 v Employed as of: 12/1/2021:
Entity: [Wabash & Ohio Valley Sp Ed Dist (6) - TEHIE A0

Term: Regular
Special Ed Type: A-Special Education Teachers

Work Assignment(s) ( @ Add)

| Edit | Delete |_Move Up | _MoveDown | Code | Assignment | __ Work Assignment Status Regular FTE
® | a v

| ECT |Early Childhood Teacher ‘Not Qualified ‘1.0

s |

48
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Personnel Approval

This box will default to be checked unless the record is
created after December 1 in a school year.

All special education staff who work during the current regular
school tferm should be entered into |-Star even if they were
hired after December 1.

Year: | 2071-2032 w

Entity: | Wabash & Ohio Vafley Sp Ed Dist (6) vl

Selecting a term code is
no longer necessary.
Only “regular school
tferm” staff are to be
reported.

Special Ed Type: A-Specdial Education Teachers

Work Assignment{s) [ @ Add)

Dedetn | Move Up | Move Down | Coda = Work Assignmant Status Regular FTE
# | x & - ECT |Early Childhood Teacher HNot Qualified 1.0

49

Status Codes

» Status codes are used by ISBE to indicate the approval status of a
work assignment(s). The status is verified with ELIS.

* Available Status Codes:
— Qualified - replaced Approved
— Not Qualified - replaces Disapproved

|-Star generates a warning message indicating the record status is “Not Qualified”.

This does NOT cause an error and the record will be submitted as “Not Qualified"”.

50
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Personnel Approvals Recheck Edits

* Click Recheck Edits

*  You will receive two emails on P T R T
the status of the error check. The e s
first will tell you that the
processing has starfed and the

IEIN: B [ ]
second wil fell you that if's o v, (] e . ©
com plefe . Last Name; | First Name: :
Aparoval statist [——v] el e —
e — . :
If [Rocheck edtts | B Export to xcel | | Export to Excel for 1mport |

* The errors can be viewed on

each Approval record or on the
error report

51

Personnel Approval Error Report @

To run a report with all errors
click:

e e Application Repors

Report Type/ | Personael *| FReport Categories. | Personne! Approval
Select Report Type: —
Sobact Report  Descriplion Regort

all Per=onnel Alpkabetic list of personnel approval records with emrors and
Personnel : e PR,

Per=onnel Blank Oata Entry With Salary

i Persoansl Erroes Lsting
. . Per=onnel Not Reported Employed as of 12/01

Select Report Categories: Fermind et Erplayed o o 12103

Personnel Approval

Select:
Personnel Error Listing

Click:
Run and/or Export Report

52
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I-Star Resource Website
www.hbug.k12.il.us

G
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I-Star v
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Teglstar How!
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I-Star User Guide

http://www.hbug.k12.il.us/istarhelp.aspx

Harnsburg Project

SaﬂwamSu ort r ecial Education

srosaft Word tor User Guide Introduction doox

|-Star User Guide Introduction

The lllincis State Board of Education has developed a web-based special education reporting
systern called |-5tar. This database system is a management tool for districts in lllinois. & web-
based |EP is integrated with the new persannel and pupil reporting systems, which are currently
in pilet testing. The student demographic data s pulled dirsctly from the Student Infarmaticn
System (515). Instant error checking in |-5tar will help your district achieve federal and State
Performance Plan Indicators compliance. The web-based |EF, Student Approval and Personmnel
Approval reporting tools will be available to school districts, free of charge.

54
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Contact
Harrisburg Project

300) 635-5274

ort@hbug.k12.il.us

Questions

Contact
IWAS Helpdesk
with IWAS Account Questions
(217) 558-3600
IWAS User Guide:

ftp://help.isbe.net/webapps/iwas/pdf/IW
ASUserGuide.pdf g
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