8/23/2021

FSATY >
I?Staﬁ%}

[-Star Approvals >
NEW USER TRAINING &

Presented by Harrisburg Project )

\ Y

ISBE Home
IWAS Access = >
Sign Up Now
e Each I-Star user has to have an IWAS account Get Password
https://secl.isbe.net/iwas/asp/login.asp?js=true Contact Us

Help

Visit the IWAS User Guide or IWAS Training Video for IWAS Help "
k * IWAS Help Desk (217) 558-3600 — !

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

 Itis recommended that users request read-only access to SIS during this time as well

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

Categories - click to Expand/ Collapse Tree Authorization

E- Reporting

£ Annual

t. T - Star (Special Education) - Training (7)) &) g [ Authorized |
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[-Star Security >

1. From the Landing Page, click Request Access

Request Access
Are yau not seeing 2 bise of students? Use this hink to request a changs
to your T-Stal security settings

2. Click Modify beside User’s Assigned System Roles

Student Approvals [ Smdent Claims (C
Current
Access
I |Student Claims Full Access

Foques™ Current [ T —
Access ACCess )

|Role. Name

Student Approvals Full Access

(Student Approvals Read Dnly A student Clalms Read Only

[-Star Security >}

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

:, Approve/Deny a Security Request

At teast one parson has submitted 3 Gecurity request. Use this guick fink to view the detaiis of the request.

2. Click the name of the user to edit their access under the Manage Security Tab (or locate their

request under Security Requests tab) A

At ABCDEFGH]INLMMNOEDRSTUY WYY Z Lot [ 4

(fser hiams filtar:

3. Click Approve or Deny for the request

then click Save T —
Farmrnsl Oama Full Accos
I .

bt chls ke S0 [ o 127 wiinstrta Arvis
Cintrict Cecurity Administrator

It Persinna Clsims Pl

T e ‘

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

= Aninktati Access
bict Securky Admivistrater
art Sersorns Chims Fall
coss

District Security Administrato

Current

Role Name
Access

District Security Administrator
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ISBE Manuals ”

Upon distribution of this training material, all information was in accordance with

the Special Education Personnel Approval procedures distributed by the Illinois
State Board of Education

k (This manual should always be consulted to ensure up to date information.) ‘

\
COMING SOON!!!

{ Y

Data Collection Timelines >\

k Personnel Approval Due

June 30
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Personnel Approval >

it TS Search for personnel included in your
Gk - Approval file using one or more filter(s)

* Reported - personnel with an approval
record

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

ppravels | Uplosded Files | SEPI Logkup |

Reported || Un-Reparted

Personnel Approvals Filter

- | Entity: [ -
Schoal Year: Errors Only; [
Last Hame: | il First Mame: |
Appraval Status: | e Spec Ed Typa: | vl Excl ]
Work Assign: [ ] el

[Search | | Clear Search| [ Recheck Bdits | [ Exwortto Excel | [ Export te Excel for Import |

Petrsonnel Approval: | 8 adl

Personnel Approval >

* To add a new personnel click Add and use either District, Last Name, First
Name, Gender combination OR IEIN to locate the desired person

Personnel Approvals

{Page of | #age[ v] e b oy

Manage Personnel Claims and Approvals

For an apgroval, select the personnel, enter the approval parameters apd select the work assignments, For @ cl@im, enter the salary information and days
claimad.

Search for and select the person the approval Is for.

e —

District: [ wavash & Ohio valley SpEa DBt 7| IEIN: | |

Last Name:
First Name: |
Gender: | 3
Inchide Retired

Ssarch | Claar
Nate: Inclucding » dictricr wii! smarch EIS with the sntweed fitwrr Lewnmg
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Click the Add icon to add the Work ;>

Personnel Approval

* Once person is added, an approval record can be

completed for the employee

Assignment(s) and select the FTE from >)\)

the drop down.

* Full Time Equivalency (FTE) now part of

approval form; required for ALL
employees

T {Show cvart credartials]

Enthy: [Wabash & oy watey 50 £ Dist (6] ~]

Emeftipsd s of: 12/1/2021;

Termi Regular

 (Calculating percentage to assist in

reporting FTE - “Total hours worked, per,

year in the work assignment”, (divi

Work Accignment( - | &7

Move Up | Mowe Down | Code | Assignment

| Delete
|

Hio Records Found
Ener the new work assignment and click the Save bumen,
Ik Assigemen "

[ Shew Satary [nfo |

Work Assignment Status

Regular FIE

by) “normal school day classroom

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 estima
the amount of time spent.in
ignment and cli

hours”, equals “total days worked per (

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 age ranges.

Paraprofessional Work Assignment Codes:
- PA3=Program Aide serving grade PreK
- PA6=Program Aide serving grades KG-12
- TA3=Teacher’s Aide serving grade PreK
- TA6=Teacher’s Aide serving grades KG-12
- NHA3=Non-certified Health Aide grade PreK
- NHA6=Non-certified Health Aide grades KG-12

& [Show current credent

Year: |

Entity: E

Spedal Ed Type: A-:

Edit | Delete | Move |
7’ x &
” = F 3

Enter the new work assig

TIE - Tvepan
A3 - Non-Certified Heal [l

PHAS - Mon-Certifled Health Alde (K

MMV - Hearing/Vision Screener

MOT - Occupational Therapy Assistant

NPT - Physical Therapy Assistant

MSL - Speech/Languzge Assistant

PA3 - Program Aide (Frek)

PAG - Pragram Aide [KG-12)

PAD - Assistant Director

idual Instruction Aide (PreK)

n Aide (KG-12)

POG - Diagnostic Teacher

POL - Daily Living Skills Specialist

PFS - Infant/Toddler/Family Specialist

PH - Physically Handicapped

PIC - In-service Coordinator

PMD - Medical Services Personnzl

PMT - Muslc Therapist -

Work Assignment:

MHA3Z - Non-Certifiad Health Alde (Prek)

2/

/)\
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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 ~ Employed as of: 12/1/2021:
Entity: [wabash & Ohio valley Sp Ed Dist (6) v] Total FTE: 1.0

Term: Regular

Work Assignmenti(s) ( @ Add)

| Edit| Delete | _Moveup | _MoveDown | Code | Assignment | Work Assignment Status Regular FTE
| v

| ECT |Early Childhood Teacher ‘Not Qualified ‘1.0

S - |

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 term should be entered
kinto I-Star even if they were hired after December 1.

Farsonnal Approval Information

Vear: |3071-3022 as of: 12/1/20217

Selecting a term code is no
longer necessary. Only

“regular school term” staff
are to be reported.

Entity: | Wabash & Ohlo afley Sp Ed Dist {6} b |

Special Ed Type: A-Spedal Education Teachers

Work Assignment{s} [ # Add)

Dedota | Move lip Mova Down | Coda Waork Assignmant Regular FIE
ECT |Early Childhood Teachar HNot Qualified

2/

/)\
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k - Qualified - replaced Approved
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Status Codes

> )

/\
* Status codes are used by ISBE to indicate the approval status of a work assignment(s). The

status is verified with ELIS.

e Available Status Codes:

- 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”.

RS

¢ Click Recheck Edits

*_ You will receive two emails on the e pleadan i | SEF1 ook |
status of the error check. The first will [ s

Personnel Approvals Recheck Edits >

tell you that the processing has

started and the second will tell you - =i — v
that it's complete Setost v Errors Oaly: )

Last Name: | |

Apgroval Statis! [ w]EwlC]
Waork Assign: | Exd O

First Name: | Hi

e ——

heIenrorsIcanb e e dlo e eh [Soseh] [Coar Smarch | [mochoskedtt | | Sxpert o Eeel| [ Expert i Erce Tor gt ]
Approval record or on the error report
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Personnel Approval Error Report -

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

User Guide

Fagility Search 1B (uality

Reports

Recent Updates
Select Report Type:

Personnel
szpart Type: Repat Caregaras:

Select Report Categories:

D n:

Select Report | Description

Personnel Approval #) &I| Perronnel Eiphahetic fist of personnel approval records with srmoes and
‘s |Perzarine| Blank Data Entry wamings.
0 Persanne| Blank Dinta Entry With Salary
® ‘Persorme] Errors Listng
Select: 3} Persarnel Hat Repartsd Employed =5 of 12/00
* o Persanne! Reparted Employed 25 of 12/01

Personnel Error Listing

Click:
Run and/or Export Report

[-Star Resource Website
www.hbug.k12.il.us
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[-Star User Guide €

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

Harrisburg Project
Software for Special ation

TRO0) GR5-5274 » wewrie g K111k = vupport @by K12 iLus

I5BE IWRS Resources

Microsafi W Uner Guide Introdesciion docx

= IWAS Azcount
o Ltar Agplication. |-Star User Guide Introduction

0 Approve/Dany 3 Sacurity Bequast
o Asston Security Roles The llfinais State Board of Education has developed a web-based special education reporting

» Landing Fags syster called |-5tar. This database system is @ management tool for districts in llinois. & web-
e L”m‘ifﬁ:fﬂm bused [EP is integrated with the new persannel and pupil reparting systems, which are currently
Dahnit in pilot testing. The student demographic data is pulled dirsctly from the Student Infarmation
System (SI5). Instant error checking in |-Star will help your district achieve federal and State
& Plan Indicatoss ¢ i The web-based |EP, Student Approval and Personmel
Approval reperting tools will be available to school districts, free of charge.

<t
I-Star Student Approval

= Searching far Students

» Adding Studant Aporoy

» Editing Student Approval Record

Cage Load Deflndtion

RN cﬁﬁi?&}{:( ‘y

) )
/)\
[-Star i}
Contact Contact
k Harrisburg Project IWAS Helpdesk
(800) 635-5274 with IWAS Account Questions
_ (217) 558-3600
support@hbug.k12.il.us IWAS User Guide:
with I-Star Questions ftp://help.isbe.net/webapps/iwas/pdf/IWASUse
and Feedback rGuide.pdf
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