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*| mportant District | nformation for iPlan |EP WRITER Users*

I If youare a Case Manager and a student who has been assigned to youis notonyourlist when youlogin,
please contact the Office of Student Services. Do not reassigntrander a student. The Office of Student
Services will assign Case Managers.

I If youare aCase Manager - Thefollowing MUST be completed to populbte Page 1 of the |[EP correctly:
Remember to Update/SaveOas you go!
0 Goto“Manage”, “Plan Status”
" Plan Type: scroll down to Rhode Island IEP
" ASAP - Give others access to the IEP: Read only for Teachers and Prindpds; Full access
for ALL related service providers who will need to write godsto the|EP. REVOKE
access of previousteachesif they nolonge work with the student. If apersonisnot
listed in the drop down menu, first check tha you have the correct last name/spdling,
then contact Doreen or Maureen in the Technology Department.
0 Goto “Manage” “Case manager”
" Fill inthefirst two sectionswith your contact information. (This will appear as contact
information onpage 1 of the IEP).
" Save firg, then goback and Save as default for all plans Thiswill automatically add the
case manager informationto all future plans
0 Goto “Manage”, “Student”
" Click Refresh Demographic Data from SchoolMax to get the mos resent student
information.
0 DATES: to have thecorrect dates display onthelEP follow these 2 steps
" Unde “Manage”, “Plan Status” enter theannud renewal dae (Oneyear fromthe
meeting dae.
" Unde “Manage”, “Student” enter the dae of thel EP meeting

I Tranderred Plans
0 When youreceive a plan tha has been transferred to you, go to ManageO(Plan StatusOand
revoke access to staff that nolonge has contact with the student. Updae!
0 Goto MManageQGtudentOclick: Refresh Demographic Data from SchoolMax

I If youare notthe Case Manager and a student whois assigned to you does not appear onyour list when
youlogin, please contact the Case Manager.

I Keep thelEPin Draft form untl after thelEPissigned. When you
make it Active, youwill nolonge beable to edit theinformation.

20) Progress Review Rating

Nov Jan April June|

I On Page 3, you MUST enter ALL fourmonths(and ESY, if
applicable) of thequaterly progress monitoring when writing the
draft. It will beimpossible to add them after the |EP becomes
active. Example:
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¥** Printudngtheprinticonlocated on each page Changethe page orientation unde File... Page Setup
(Mac -Use Safari to print). PC users Do Not print page Headers and Footers.

¥ Do notdoubk click. Click once and wait until theprocess is complete.
¥ Navigaion buse theiPlan sidebar to theleft (in purple) notthe navigation butonson the browser

¥ If youare usng aMacintosh computer access iPlan throughSafari . Internet Explorer does notdisplay the
program propely at thistime. You MUST print usng Safari; Firefox cuts off therightside of the IEP.

¥ If youare notaregular SchoolMax/iCueuser, you have been given adefault password. You mug change
this password ASAP. Do not use the password QulesOpoded on the GChange PasswordOpagein iPlan it
will notwork. Use thefollowingto configure your password: at least 6 numbers or letters (uppe or
lower), NO specia characters (**#)

GChangePasswordOIf you are

NOT aregular iCueuser, use

Click QHide HistoricOto filter out : - this button to changeyour

al Historic doauments. This (Create New PlanO Please do password. Do Not use the

alows you to see only active and not use this bult'on. The Office password OulesOpoged on

draft doauments. Once clicked the of Student Services will this page SEE ABOVE.

menu will read (Bhow HistoricO assignal IEPs. Passwords are goodfor 365
days.

SchoolMAXY: |

S ¢ |
Hide Historic Create NewPlan Change Password Edit Goalbank Reports RecentChanges LogOut

Name: Plan manager: Plan typc/v )/Ae: Student ID: A
y ( Hiter )

Click on the column headings to sort the table.

(Edit GodbankOclick to Q.og OutO

add frequently used CReports and (Recent Will beinthis postionon
godsand view district ChangesONot in use at each page Useit to Log Out
godsforusinyour thistime of iPlan

|EPs.

I If youmake a mistake:

0 Created aplan for thewrongstudent: please make a note directly on thedoaument and make it
Historic. Notify the Office of Student Services immediately. (Once aplan is created, it can notbe
deeted)

o0 Madethewrongtypeof plan: aslongastheplanisin draft form, you can changethe plan type
by going to Manage Plan Status and selecting the correct plan typein thedropdown menu.



