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*Web-based Special Education Tracking and Reporting
*Fully integrated with Student Information System 

(SIS)
*Fully integrated with Educator Information System 

(EIS)
*Fully integrated with Educator Licensure 

Information System (ELIS)
*Security system specific to district and user needs
* IEP Activity Log for auditing purposes
*Archived IEPs
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*Wizard integration on forms for improved IEP creation
*Web-based (accessible from any computer with 

Internet connection)
*FREE!
*Should save time
*Electronic transfer of records between placements
*Each user account is catered to their own case load 

only
*Uses State IEP forms
*Parent Data Import
*Allows for PDF, Word Document, etc. attachments
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*Saves within the wizards
*List of students from SIS so users don’t have to 

search for case loads
*Date, time and user name stamped in IEP Timeline
*Data elements unknown during IEP preparation can 

be left blank (these will generate errors that will 
have to be addressed before the IEP can be made 
official, but will not prevent progression through 
wizards) 

*Birth to 3 issues will be resolved soon
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*Access to I-Star

*Security Management User Roles 
(District Superintendent or 
Designee)

* IEP Administrator Roles

* IEP Case Management

*Parent/Guardian(s) Information

*Student Profile Information

*Create an IEP

*Present Levels of Academic 
Achievement and Functional 
Performance Goals and 
Objectives/Benchmarks

*Mark IEP Official

*Progress Reports

*Print Draft IEP

*Print an Official IEP

*IEP Revisions and 
Amendment Process

*Annual 
Review/Reevaluation

*Archived IEPs

*Activity Logs
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ACCESS TO I-STAR
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*First Step - IWAS
* IWAS = ISBE Web Application System 

www.isbe.state.il.us
*All staff must first sign-up through IWAS
*This access will be approved by a District 

Superintendent or Cooperative Administrator
*For guidance on setting up an IWAS account, 

access the IWAS User Guide:  
https://sec1.isbe.net/iwas/documents/pdf/IWAS
UserGuide.pdf
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*Second Step - I-Star
*Once an IWAS account is established, staff will 

request access to I-Star (see screen shot below)

*This access will be approved through IWAS by a 
District Superintendent or Cooperative 
Administrator

*For guidance on requesting I-Star access, view 
the IWAS User Guide (Page 5):  
https://sec1.isbe.net/iwas/documents/pdf/IWAS
UserGuide.pdf
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*After logging in, go to System Listing then click 
I-Star – (Special Education)
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* Third Step – Request I-Star 
Security Role

* The mid-section of the 
Landing Page will differ for 
users based on the types of 
Security Roles that have 
been assigned to them

* If Request Access is the only 
option, click the button to 
request the type of IEP 
Management access needed
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My IEP Students reflects the 
user’s case load

The Landing Page acts as 
the system homepage
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SECURITY MANAGEMENT
USER ROLES

(District Superintendent 
or Designee)
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*A district superintendent or cooperative 
administrator IWAS account assigns case 
management security roles to I-Star users

*A district superintendent or cooperative 
administrator may designate this role to another 
user by selecting the current access button under 
District “Security Administrator”
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*There are three types of user 
roles:

*IEP Administrator

*IEP Basic Access

*IEP Read-Only
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* Access IEPs when listed on 
the IEP Access List

* Modify IEPs when listed on 
the IEP Access List

* Search for Students
* Create IEPs
* Modify an IEP Access List
* Manage Form Contacts, 

Letterheads, Coversheets 
and Common Users

* Access and Modify IEPs 
when listed on the IEP 
Access List

* Access to IEPs when listed 
on the IEP Access List
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* A District 
Superintendent, 
Cooperative 
Administrator or 
designated Security 
Administrator 
assigns or 
approves/denies 
security requests

* To manage security, 
click Home, Manage 
Security and/or 
Approve/Deny a 
Security Request
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* To choose from a list of users in the coop or district to manage 
security, click Manage Security tab

* If a Security Request has been made by a user, it will be reflected on 
the Security Requests tab
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* To review a security request, click the glasses icon under Review 
Request column

* Review the request under 
Requested Access, click 
Approve or Deny and Save
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IEP ADMINISTRATOR 
ROLES
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*The “Access List” is a very important component of the 
security system

*An IEP administrator manages student IEP access lists by 
either:
* Adding students to user case loads; or
* Adding users to a student’s IEP

* If you have a user account with limited access, such as a 
basic user account, you will need to have an IEP 
Administrator add students to your case load

*A user has to be added to the Access List for a student to be 
added to My IEP Students, which is the case load for a user  

23



* An IEP Administrator can add users to students’ Access Lists by 
clicking Search for an IEP Student on the Landing Page

* Click My SIS Students tab 
* My SIS Students represents students reported by your district(s) as 

having the IEP indicator checked ‘Yes’ in the SIS system
* Select your district or coop in the Entity drop down
* Click on the letter that the student’s Last Name begins with 
* Click Refresh

* Click on the students name to select
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* If a student cannot be located in My SIS Students, then do a 
student search

* To search for students, SIS ID or a combination of Last Name, First 
Name, DOB and Gender is required

* Once search criteria is entered, click Search

25



* Select the desired student by clicking the Select button or the 
select check mark in the results grid
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* Click Current/Create IEP button to add users to a student Access 
List

* Select the Resident District for the IEP package and click Continue
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* Although the student has Parent/Guardian(s) data entered, they still have not been assigned to 
the case list for I-Star users.  Adding I-Star users to the Access List for a Student will achieve this.
* Click Add Me to add your account to the Access List or
* Click Add to add additional users to the Access List or

Search by First Name and Last Name then click Search

Address the settings and click Add (A new option will be to add a person to the Access List without making them a 
meeting attendee.)
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* I-Star users that frequent 
the system can be added to 
the Common Users pool

* Allows for quicker IEP 
Access List creation

* Click IEP Common Users to 
modify the users for your 
district

* Click Add to manage the list

* Search for the user by First 
and Last Name, then click 
Search

* Click the check mark in the 
Select column for the 
correct user
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* The IWAS name can be located if a user clicks on the IWAS profile



* Address the 4 User options then click Add (A 
new option will be added to allow a user to 
have access to the IEP without being a 
conference attendee.)

* Continue to add users by clicking Add
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* Click the check mark in the select column under the Common Users to select 

* Repeat these steps until all staff that need to see this student’s IEP have been 
added then click Return
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* The IEP Overview tab now displays all staff that have access to this students 
IEP

* When those staff members login to I-Star, this student will be in My IEP 
Students on their Landing Page
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*Access Levels
*Adds students to staff case loads

*Adds staff to student IEPs

*Common Users
*Creates a Common User List

* Common Users access IEPs frequently (teachers, 
psychologists and/or other related service 
providers)
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IEP CASE MANAGEMENT –
PARENT/GUARDIAN AND 

STUDENT PROFILE 
INFORMATION

(IEP Administrator or 
Basic User)
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*Two ways to add Parent/Guardian 
information:
*Parent import, if the school district 
tracks the data in another system; or

*Manually entering the parent/guardian 
information into the system

*Parent/Guardian information can be 
entered when creating the IEP Access 
List, during the IEP creation or from the 
Student Profile
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* The Add IEP Package Wizard offers the addition of 
Parent/Guardian data.  This is one of the two ways this data can 
be entered.

* Click Add to Start Entering data

* Evaluate the three Parent/Guardian options and select the one 
that applies
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* Enter demographic data and click Continue
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* To add Phone Numbers click Add

* Enter Phone Type, Number and Extension if applicable and click 
Save

* Enter Home, Alternate, Fax and/or Mobile Phone numbers

* Once all desired Phone data has been added, click Continue
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* To add Address data click Add

* Enter Address Type, Street, City, State and Zip Code and click Save

* Once all desired Address data has been added, click Continue
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* To add Language data click Add

* Select Language from the drop down and check if Primary then 
click Save

* Once all desired Language data has been added, click Save
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* Enter the date that the previously added Parent/Guardian began being 
this student’s guardian (defaults to student’s DOB), select the 
Relationship to the student and click Save

* After the Parent/Guardian data is added for one person, the next 
addition can be quicker to add

* To add another Parent/Guardian, click Add
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* The steps will be the same to add 
additional Parent/Guardian data
* Step 1:

* Step 2:

* To enter Phone Numbers, click Add
to add new or click the check mark 
to add Existing Numbers to save 
time
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* To Add Address data, click Add or click the Select check mark to add an existing address 
then click Continue 
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* To add Language data click Add

* Select Language from the drop down and check if Primary then 
click Save

* Once all desired Language data has been added, click Save
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* Enter the date that the previously added Parent/Guardian began being 
this student’s guardian (defaults to student’s DOB), select the 
Relationship to the student and click Save

* Additional Parent/Guardian(s) data can be entered if desired

* Once all additions are complete, click Continue
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* Setting up Parent/Guardian(s) data can be done as previously demonstrated 
during the IEP creation OR it can be done from the Student Profile page

* The process for adding Parent/Guardian(s) data will be the same process 
regardless of which avenue chosen
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* Student data will need to be added from the Student Profile page

* To add student data, click Modify

* The data is entered as previous for Parent/Guardian(s) with the option to 
choose from existing data entered to save time
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IEP CASE 
MANAGEMENT –
CREATE AN IEP
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* From the Landing page, click on the student that you would like to create an 
IEP for in My IEP Students

* Click Current/Create IEP button

* Enter the Purpose for visiting the IEP then click Save
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IEP Toolbar
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* To begin the IEP process, click Add Form to manually add all forms or click 
Setup a Conference for a wizard that creates the Notification of Conference 
and Conference Summary
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* Step 1: Enter the form date and the purpose of the conference then click 
Continue
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* Step 2: Enter the meeting date and edit any of the pre-populated fields
* Click Add beside Address to add commonly used Rooms and Addresses for future use to 

save time

* Click Continue when meeting information complete
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* Step 3: Verify and/or edit Parent/Guardian(s) data then click Continue
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* Step 4: Verify, Remove, Excuse, Add and/or Edit Conference Attendees data 
then click Continue
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* Click the pencil icon in the Contact Attempts column to log contact attempts
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* Enter the attempts to contact the guardian, click check mark in Selected
column to apply attempts to the other guardian(s) then click Save
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* Click the red X in the Remove/Excuse column to remove or excuse an attendee
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* Decide if an official excusal needs to be sent to the parent/guardian and 
answer appropriately

* If Yes, enter the Method of Communication, select an excusal reason and enter 
the member’s content area then click Continue
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* Verify and/or edit Contact List and click Save

* Once the Conference Attendees wizard is complete, click Return
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* Step 5: Enter applicable Conference Summary data and click Continue
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* Step 6: Verify, Modify and/or Add the Form Contact List
* Note:  To add personnel to this list, search District or IEIN

* Once the Form Contact List is complete, click Save
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* To view the results of the Setup a Conference wizard, click IEP Timeline

* Click the double vertical arrow to expand the forms associated with the 
conference
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IEP Timeline Conference Tools
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* Add desired forms to IEP using Add Form to Meeting
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* Click on the desired form name to add it to the meeting
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IEP CASE MANAGEMENT 
– PRESENT LEVELS OF 

ACADEMIC 
ACHIEVEMENT AND 

FUNCTIONAL 
PERFORMANCE
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* Click Add for each deficient area under Academic Achievement and Functional 
Performance
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* Enter the Academic Performance Area and Remarks then click Save
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* After strengths and areas of improvement have been added for Academic 
Achievement and Functional Performance, utilize the Spell Check button if 
needed then click Continue
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* Enter remarks for the Student’s Strengths, Parental Educational 
Concerns/Input, and the effect of the disability on involvement and progress
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IEP CASE 
MANAGEMENT –

GOALS AND 
OBJECTIVES / 
BENCHMARKS
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* Click Add to enter Goals and Objectives/Benchmarks

* Type in the Goal Statement, select the Learning Standard Type and enter the 
Standard #.
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* The goal area language can be imported from the Present Levels of Academic 
Achievement and Functional Performance form
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* Click Add to select the Goal Implementer(s)

* Select the Title from the drop down and click Save.  Repeat until all 
implementers have been added.
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* Select the type of reporting for goals and click Save

* Click Modify to add Short-Term Objectives/Benchmarks

* Click Add
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* Enter the Short-Term Objective/Benchmark text, Evaluation Criteria, 
Evaluation procedures and Schedule for Determining for the Goal Statement 
and click Save.  Repeat this process as necessary.
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* Once all the Short-Term Objectives/Benchmarks have been entered, click 
Return to Goals to add more Goal Statements.
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* Enter more Goals by clicking Add.  Once all Goals have been added, click Save.
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IEP CASE 
MANAGEMENT –

MARK IEP OFFICIAL
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* To Make an IEP Official, click Make Meeting Official from the IEP Timeline
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* View column allows PDF review

* Check the box next to the form(s) to make official or click Select All

* A checkmark indicates that all error checking was passed

* After desired forms have been selected, click Change Status
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* Enter the IEP Start Date and click Save
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IEP CASE 
MANAGEMENT –

PROGRESS 
REPORTS
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86

* Once an IEP is marked official, Progress Reports become available



* Select the Report Date and the Reporting Staff Member then click Continue
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* The timeline now includes a Progress Report and the form can be made official
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IEP CASE 
MANAGEMENT –
PRINT DRAFT 

AND/OR OFFICIAL 
IEP
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* To print a Draft IEP, click Print Meeting Forms for the Conference under IEP 
Timeline

* All pages will have a Draft watermark until the IEP is marked Official
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* Form Status
* Click Official and check the box to 

include a Cover Page and/or the 
Procedural Safeguards

* Form Type
* Select the type of forms to print

* To configure a Cover Page or Letter 
Head, see the I-Star User Guide
http://www.hbug.k12.il.us/IStar/Us
erguide/index.htm

* Once all areas have been addressed, 
click OK
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IEP CASE 
MANAGEMENT -
REVISIONS AND 
AMENDMENT 

PROCESS
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* Once an IEP is marked Official, all future changes require another IEP meeting 
or an Amendment if both parties agree

* The official Amendment Process should only be used for minimal changes

* To setup a new meeting, use Setup a Conference 6 step wizard

* Click Add Form to Meeting to revise the IEP

94



* Select from the IEP Forms list to add new forms or select from existing IEP 
forms that need to be revised
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* Once the revisions have been made, remember to make the new meeting 
official.  The current IEP will now contain 2 conferences in the IEP timeline.
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* If all parties agree to create an official amendment without meeting, click 
Create an Amendment

* Select personnel from the Access List that spoke with the Parent/Guardian by 
clicking the checkmark in the Select column, then click Continue
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* Enter the form date, date of contact and the method of communication then 
click Continue
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* Enter the Effective Date for the changes and the explanation of the changes 
then click Continue
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* Verify and/or edit the contact information and click Save
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* Click on the check mark for the forms, if any, that you would like to amend 
and click Return
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* Click on IEP Timeline tab and locate the IEP Amendment

* The Amendment process created the Notification of IEP Amendment, as well 
as the form that was selected to amend

* Select the form to amend and make necessary changes
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* Click Make Amendment Official to remove the Draft watermark to print
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* The changes will be amended into the IEP to print all forms or click Print 
Amendment Forms to print the amendment only
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* Once a student has an IEP in I-Star, use Annual Review and/or Reevaluation for 
all future IEPs

* Evaluate the Access List and click Save

* Select Setup a Conference to create a new IEP

* The current IEP will be archived once a start date is entered for the new IEP
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* To view Archived IEPs for a student click Archived IEPs

* Click the PDF icon to view/print the Archived IEPs
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* The activity log contains a very detailed audit trail in the system and is 
available to all users with access 

* The log book tab shows all user activity:
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* The details tab allows for filtering by date range and user account

* Also under details, Data Transactions, Printed IEPs and Screen Navigation can 
be filtered by date range by user

108



www.hbug.k12.il.us/IStar
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www.hbug.k12.il.us/IStar

View or print the I-Star User Guide
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ISBE Department of Special Education
(217) 782-5589
istar@isbe.net

IWAS Call Center
(217) 558-3600

Harrisburg Project
(800) 635-5274

support@hbug.k12.il.us
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