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User Notes 

 
*I mportant District Information for iPlan IEP WRITER Users*   

 
!  If you are a Case Manager and a student who has been assigned to you is not on your list when you log in, 

please contact the Office of Student Services. Do not reassign/transfer a student. The Office of Student 
Services will assign Case Managers. 

 
!  If you are a Case Manager - The following MUST be completed to populate Page 1 of the IEP correctly: 

Remember to ÒUpdate/SaveÓ as you go! 
o Go to “Manage”, “Plan Status” 

"  Plan Type: scroll down to Rhode Island IEP 
"  ASAP - Give others access to the IEP: Read only for Teachers and Principals; Full access 

for ALL related service providers who will need to write goals to the IEP. REVOKE 
access of previous teachers if they no longer work with the student. If a person is not 
listed in the drop down menu, first check that you have the correct last name/spelling, 
then contact Doreen or Maureen in the Technology Department. 

o Go to “Manage” “Case manager” 
"  Fill in the first two sections with your contact information. (This will appear as contact 

information on page 1 of the IEP). 
"  Save first, then go back and Save as default for all plans. This will automatically add the 

case manager information to all future plans. 
o Go to “Manage”, “Student” 

"  Click Refresh Demographic Data from SchoolMax to get the most resent student 
information. 

o DATES: to have the correct dates display on the IEP follow these 2 steps: 
"  Under “Manage”, “Plan Status” enter the annual renewal date (One year from the 

meeting date. 
"  Under “Manage”, “Student” enter the date of the IEP meeting 
 

!  Transferred Plans: 
o When you receive a plan that has been transferred to you, go to ÒManageÓ ÒPlan StatusÓ and 

revoke access to staff that no longer has contact with the student. Update! 
o Go to ÒManageÓ-ÒStudentÓ click: Refresh Demographic Data from SchoolMax 

 
!  If you are not the Case Manager and a student who is assigned to you does not appear on your list when 

you log in, please contact the Case Manager. 
 
!  Keep the IEP in Draft form until after the IEP is signed.  When you 

make it Active, you will no longer be able to edit the information.  
 

!  On Page 3, you MUST enter ALL four months (and ESY, if 
applicable) of the quarterly progress monitoring when writing the 
draft. It will be impossible to add them after the IEP becomes 
active. Example: 
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¥ **  Print using the print icon located on each page. Change the page orientation under File... Page Setup 
(Mac -Use Safari to print). PC users Do Not print page Headers and Footers. 

 
¥ Do not double click. Click once and wait until the process is complete. 

 
¥ Navigation Ð use the iPlan sidebar to the left (in purple) not the navigation buttons on the browser 

 
¥ If you are using a Macintosh computer access iPlan through Safari . Internet Explorer does not display the 

program properly at this time. You MUST print using Safari; Firefox cuts off the right side of the IEP. 
 

¥ If you are not a regular SchoolMax/iCue user, you have been given a default password. You must change 
this password ASAP. Do not use the password ÒrulesÓ posted on the ÒChange PasswordÓ page in iPlan it 
will not work. Use the following to configure your password:  at least 6 numbers or letters (upper or 
lower), NO special characters (*^#) 

 
 
 
      
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

!  If you make a mistake: 
o Created a plan for the wrong student: please make a note directly on the document and make it 

Historic. Notify the Office of Student Services immediately. (Once a plan is created, it can not be 
deleted)  

o Made the wrong type of plan: as long as the plan is in draft form, you can change the plan type 
by going to Manage, Plan Status and selecting the correct plan type in the dropdown menu. 

Click ÒHide HistoricÓ to filter out 
all Historic documents. This 
allows you to see only active and 
draft documents. Once clicked the 
menu will read ÒShow HistoricÓ.  

ÒCreate New PlanÓ: Please do 
not use this button. The Office 
of Student Services will 
assign all IEPs. 

ÒChange PasswordÓ If you are 
NOT a regular iCue user, use 
this button to change your 
password. Do Not use the 
password ÒrulesÓ posted on 
this page. SEE ABOVE. 
Passwords are good for 365 
days. 

ÒEdit GoalbankÓ click to 
add frequently used 
goals and view district 
goals for use in your 
IEPs. 

ÒReports and ÒRecent 
ChangesÓ Not in use at 
this time  

ÒLog OutÓ 
Will be in this position on 
each page. Use it to Log Out 
of iPlan 


