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IEP Process 

Main Page 

 Reformat IEP Process in Workspace: The buttons for sections of the “IEP Process” 

page are now appearing the order in which sections appear on the IEP document to 

improve flow and consistency. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Meeting Purpose 

 Meeting Purpose: At the top of the “IEP Process” main page, a new table titled 

“Meeting Purpose” is listed. There are two radio buttons, one to select “IEP Annual” and 

one to select “IEP Addendum.” The meeting purpose will dictate whether or not the 

accommodations page will clear. All other pages in the IEP Process will not clear based 

on what meeting purpose option is selected. 
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 If users do not select a meeting purpose, the “Accommodations” page will be 

read-only and an error will fire when tried to create a final IEP. 

 Once a meeting purpose is selected, “IEP Annual” or “IEP Addendum,” a 

button to save the selection will appear. Once save is selected, a yellow 

confirmation box will appear to confirm the selection. 

 

 

 

 

 

 

 

 

 

 

  

 

 If “IEP Annual” is selected as the meeting purpose, the classroom 

accommodations and statewide assessment accommodations will clear from 

the accommodations page. 

 If “IEP Addendum” is selected as the meeting purpose, both the classroom 

accommodations and statewide assessment accommodations will remain on 

the accommodations page. 

 Regardless of whether meeting purpose is selected, once a choice is made, 

users will be able to edit and save the accommodations page. 

 

 Note: Users should be careful to ensure what the meeting purpose is before finalizing 

a selection. If “IEP Annual” is accidentally selected when “IEP Addendum” should have 

been, the accommodations will completely clear from the accommodations page, even 

when a correction is made to the meeting purpose selection. As well, if “IEP 

Addendum” selected and changes are made to the accommodations page and the 

meeting purpose is later changed to “IEP Annual,” the accommodations will all clear. 

 Conversely, if “IEP Annual” is initially selected and the accommodations page 

is updated and the user changes the meeting purpose to “IEP Addendum,” all 

the changes and accommodations information entered will remain in the 

system. 

 

 This tool will prevent users from having to reenter all accommodations data 

when addendums are being completed. It will also ensure that classroom 

accommodations are being revisited when completing annual IEPs to ensure 

they are updated and relevant for the student. 
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Guidance Documents 

 Guidance Documents: Brief guidance documents will now be available on the 

following pages in the “IEP Process”: 

 Narratives 

 Present Levels 

 Transition Services 

 Goals and Objectives 

 Accommodations/Modifications 

 Services and Supplemental Aides 

These guides will serve as brief references that users can select by clicking the 

question mark next to the page title. These documents will open in a new tab to avoid 

disrupting the system. 

 

Narratives 

 Narratives on Document: On the current IEP document, the information entered in 

the “Narratives” page in EasyIEP is split apart. Present levels separate the “Current 

Descriptive Information” section from the “Consideration of Special Factors for IEP 

Development” section. Present levels will now be moved and appear after the 

“Consideration of Special Factors for IEP Development” section. 
 

Present Levels  

 “Add Assessments” Page: This page has been reformatted to allow date information 

to be completed directly on this page. Users will not have to go to the “Details” pages 

to enter dates. 

 The date information added on the “Add Assessments” page will 

automatically populate on the “Details” pages. If the user chooses, the date 

can be changed on the “Details” page. 
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 Assessment Warning: A warning will appear at the top of the “Present Levels” page, if 

any assessment is over one year old. This is not an error and will not prevent the user 

from finalizing the IEP. 

 The warning confirms whether the user wants to include present levels 

exceeding one year to appear on the IEP. If the date is correct, the user can 

select “yes” to proceed to the next page. If the date is incorrect, the user can 

select “no” and correct the date of the assessment. 

 

 

 

 

 

 
 

 

 

 “Assessment Details” Page: If an assessment area is marked not exception, users will 

need to complete the text field describing the student’s current performance. An error 

will fire should this box not be addressed.  
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 The text field addressing the impact of exceptionality on the mastery of 

grade level standards will not need to be addressed if the student is not 

exceptional in the area.  

Transition Services 

 Writing Goals: Dropdown menus previously used when writing students’ measurable 

post-secondary goals in various areas have been removed. A text field is now available 

for users to write goals that indicator how they will take place after high school. 

Information from the previous dropdown menus is listed under the goal text field. 

 

Goals and Objectives 

 Goal and Objective Banks: All goal banks and objective banks have been removed 

from the system to ensure users are writing individualized goals and objectives for 

students.  

 



 

 
 

 

 EasyIEP™ 

Summer Updates 

2017 

 
 

8 | P a g e  
 

 Remove Measurement Field Target: The measurement field target will no longer be 

required for objectives. 

Accommodations/Modifications 

 Classroom Accommodations: The list of classroom accommodations/modifications 

on the “Accommodations/Modifications” page has been revised by the department. 

Users will still be able to create their own custom accommodations/modifications if 

they so choose.  

 Both the list and custom sections of the “Accommodations/Modifications” 

page will require users to specify whether the item selected is an 

accommodation or a modification. This information will print out in its 

respective section on the IEP.   

 

Workspace View 

 

 

Document View 
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 Definitions of accommodations and modifications can be found on both the 

“Add List Accommodations/Modifications” page and the “Add Custom 

Accommodations/Modifications” page.  

 Assessment Accommodations: The list of assessment accommodations on the 

“Accommodations/Modifications” will remain the same (based on subject area) as in 

the 2016-17 school year. However, now users will be able to select items that are 

considered assessment accessibility features, as well as accommodations.  

 This information will print out in its respective section on the IEP.   

 

Workspace View 

 

 

 

 

 

 

 

 

 

 

 

 

 

Document View 
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Services 

 Separated Services: Under the “Related Services” dropdown menu, the former 

categories of “speech/language therapy” and “vision and orientation/mobility 

services” have been separate into four new categories: speech therapy, language 

therapy, vision services, and orientation and mobility services. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Condensing Aides: The previous services of “ancillary attendant," "ancillary 

interpreter," "ancillary other," and "special education aide - reg. ed" have been 

condensed into three new categories:  

 Aide in General Education Setting 

 Sign Language Interpreter 

 Aide in Special Education Setting 

The first two services will appear under related services. The final service (“aide in 

special education setting”) will appear under direct services. All calculations relative to 

options of funding will remain the same despite the change to aide service titles. 

 

 

 

 

NOTE: 

The classroom accommodations/modifications and assessment 

accommodations/accessibility features will clear from the IEP workspace one a 

meeting purpose of “IEP Annual” is selected on the main page of the IEP Process. 

These items will remain in the workspace if the “IEP Addendum” meeting purpose 

is selected. 
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Related Services 

        

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Direct Services   

NOTE: 

Selecting “Aide in Special Education Setting” will not count in the LRE calculation. 

This is a supplemental service being offered in conjunction with a direct service in 

a special education setting, not an independent service. It will be included in 

calculations for funding.  
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Understanding Aides 
 

Aide in the General Education Setting 

 This is a related service that is provided in the general education setting, not a direct service.  

 For an aide to be a related service, the support provided by the aide in the general education 

setting must be highly intensive; therefore, it should be limited to one to two students.  

 This service should be used for those students who require an additional intensive support 

to help them access content.  

 There are situations in which an aide is providing less intensive supports within general 

education settings to more than two students. For these situations, the aide is a classroom 

support, not a related service. There are many ways this is reflected in an IEP, most 

commonly within the IEP meeting notes or in the least restrictive environment (LRE) 

statement on the “Services and Supplemental Aids” page. 

 

Aide in the Special Education Setting 

 This is a direct service that is provided in the special education setting, not a related service.  

 For an aide to be a direct service, the support provided by the aide in the special education 

setting must be highly intensive; therefore, it should be limited to one to two students.  

 This service should be used for those students who require an additional intensive support 

to help them access content.  

 There are situations in which an aide is providing less intensive supports within special 

education settings to more than two students. For these situations, the aide is a classroom 

support, not a direct service. There are many ways this is reflected in an IEP, most commonly 

within the IEP meeting notes or in the least restrictive environment (LRE) statement on the 

“Services and Supplemental Aids” page.  

o The guidance document on the “Services and Supplemental Aids” page provides 

example LRE statements. 

 This service should be used for those students who require an additional intensive 

support to help them access content.  

 

Sign Language Interpreter 

 The sign language interpreter is a related service that is provided in the general education 

setting. 
 

Interpreter Services 

 Interpreter services is a direct service that is provided in the special education setting. 
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 Extended School Year (ESY) Services: Users will select whether the services to be 

entered are for ESY purposes. There will be two separate buttons to select from on the 

services page instead of an ESY checkbox in the service itself.  

 

 

 

 

 

 

 The services provided during the ESY period are entered separately both for 

direct services and related services.  

 

 Extended School Year (ESY) Error Check: There is an error check, if the IEP team 

determines that ESY services are not required and ESY services are entered in the 

services section. The same error check rule applies if no ESY services are entered and 

the IEP team determines that ESY services are required. This same error check with 

apply if goals are listed for ESY but it is determined that ESY services are not required. 

 

 



 

 
 

 

 EasyIEP™ 

Summer Updates 

2017 

 
 

14 | P a g e  
 

 LRE and General Education: This section on the “Services and Supplemental Aids” has 

been updated to include the categories specifying the percent of the school day in 

which the student is receiving services in the general education setting. This 

information will be based on the must current finalized IEP. It is not based on the 

workspace. The following categories will be included, should they apply: 

 In the general education setting 80% or more of the day 

 In the general education setting 40%-79% of the day 

 In the general education setting less than 40% of the day 

This information will not appear on the IEP, it only displays in the workspace for 

user reference. 

 

 Service Length Warnings: If the amount of service time goes beyond the length of 

school day, a warning will appear at the top of the services page. This error will not 

prevent users from saving the page or finalizing the IEP. It is just an alert that there 

may be a problem. 

 Example: A user enters a service in the special education setting for eight 

hours a day which is over the usual seven hour school day. 

 

Accordingly, a warning will appear at the top of the “Services and 

Supplemental Aids” page. This warning will not require any action on behalf 

of the user. 
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 Services Graph: This is a dynamic graph that appears at the bottom of the “Services 

and Supplemental Aids” page. It is based on the hours of services, types of services, 

and location of services entered in the workspace. It is not based on the finalized IEP. 

The graph shows the average hours per day the student is receiving a set of services. 

This may vary based on the services entered or the dates of the services entered. This 

information will only appear in the workspace and will not appear on any 

finalized documents. 

 

IEP Document 

 The deficit areas for students with a Specific Learning Disability (SLD) will now print on 

the first page of the IEP document, under the primary disability. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

 EasyIEP™ 

Summer Updates 

2017 

 
 

16 | P a g e  
 

Eligibility Process 

Referral Page 

 Out of State Transfer Checkbox: Once an out of state eligibility document is created, 

the checkbox on the “Referral” page in the Eligibility Process will clear. 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

Reevaluation Summary Report Process 

 Observation Forms: Users can print off all observation documents at once by 

selecting an option to combine and print the forms.  

 

 

 

 
 

 

 

 

 

 

 Gifted Observation Form: A new form specific for gifted students’ reevaluations will 

be listed under the observation form section.  
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 Formatting Previous Assessments: Users will be able to categorize the previous 

assessments importing and/or entered into the Reevaluation Summary Report 

process. Categories will be listed much like they are in on the Evaluation page in the 

Eligibility Process. A dropdown menu of categories will be available, and the 

assessments will print in the assigned categories on the actual Reevaluation Summary 

Report document.  
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 Formative Assessments: The goals written for formative assessment areas in the 

student’s most recent IEP will only pull once in the “Current IEP Services and Student 

Performance” page, even if there are multiple goals written for the same assessment 

area. 
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Restraint and Isolation 
 

 Edit School: Users will now be able to edit the school on the “Restraint/Isolation 

Tracker” page. The school will default to the school in which the student is currently 

enrolled. 

 

 Warnings: Warnings will now fire if parent notification of an incident extends beyond 

24 hours. If this information is correct, users can proceed with finalizing the document. 

This warning will not prevent users from generating a final document. 

 

 Errors: Errors will now fire if the following required fields are not addressed in the 

incident tracker: 

 Date of parent notification  

 Time of parent notification (including a.m. or p.m. designations) 

 Restraint start and end times (including a.m. or p.m. designations) 

Errors will also appear if: 

 Date of parent notification is prior to the date of the incident 

 Time of parent notification is prior to the incident 

 

 Deleting Documents: This update is not currently active, but the department is 

working to create functionality that will allow EdPlan/EasyIEP Administrator 2014 users 

to delete restraint/isolation reports in both the “Restraint/Isolation Tracker” page and 

in the student’s documents. 
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Other 

Letters and Documents 

 Invitation to Meeting: Users can select whether the invitation to meeting document is 

an “initial” or a “reminder.” 

 In the response section of the document, parents can select an option to 

waive the 10 day notice (language is: "I understand that I have the right under 

state law to a 10-day notice of an IEP meeting. However, I would like to waive the 

10 day notice of this meeting”).  

 
Workspace View 

 

 

 

 

 

 

 

 

 

 

 

 
Document View 
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 Prior Written Notice: Users can now add the name and number of contact person on 

the prior written notice. 

 

Workspace View 

 

 

 

 

 

 

 

 

 

 

 

 

Document View 

Exiting 

 Exit Reasons: The list of exit reasons has been revised to include the Occupational 

Diploma (will be included as a special education diploma in the Students Exited Report) 

and exclude all defunct exit reasons. 

 

 

 

 

 

 

 

 



 

 
 

 

 EasyIEP™ 

Summer Updates 

2017 

 
 

22 | P a g e  
 

 Reactivation Requirements: Previously, if a district inactivated a student who never 

transferred to another school district and then reenrolled after a grace period of 30 

calendar days, districts were required within 30 calendar days to refinalize an IEP. This 

grace period has been extended to 120 calendar days to account for students exiting 

in the spring and reenrolling in the fall.  

Users 

 Removing Case Manager: When a noneligibility document is finalized, the case 

manager will no longer be removed from the student’s record. 

 

 School Staff 2014 User Type: This user can now create all reports on the “School 

System Reports” page and all letters for an student within a specific school on the 

“Documents” page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 EdPlan/EasyIEP Administrator 2014 User Type: This user will be able to delete 

progress report events from the student history page for progress reports created 

within the past 60 days. 
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Reports 

 Draft vs Final Eligibility Report: This report will mirror the “Draft vs Final” report 

currently in the system to track IEPs. 

 

 Due Dates Report: This report will track all the upcoming due dates for eligibilities, 

IEPs, and early childhood outcomes. Users will be able to search a specific date range 

to pull requested information. 
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 Goal Report: This report will pull all goal information entered on the student in the 

currently finalized IEP. This information can be pulled by school and exported in Excel. 

 

 

 

 

 

 

 

 

 

 

 

 

 Eligibility Information Report: This report will pull information for active students in 

the system and list their primary disability, secondary disability, and SLD deficit area by 

school. 
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 Service Minutes Report: This report will provide the list of active students and their 

current service minutes being provided as of the day the report is run. This will exclude 

services that are not active at the time, ESY services if the report is run outside of the 

ESY period, etc. 

 
 

 

 

 

 

 

 


