
The last update to this section was made on 4/1/2006 
 

IEP - Part A 
 

 
 
INTRODUCTION 
 

- All information in this section is new - 
 
 

 

There are four folders within the IEP section: 
• Initial IEP 
• Annual Review 
• 3 Year Evaluation 
• Change in Eligibility Category 

 
Different options will appear available to you based upon 
where the student is in the IEP process. 
 
In the example shown to your left, the student has never had 
an IEP before, therefore, all options are grayed out except 
for the Initial IEP folder.  
 
The forms within each folder are similar.  
 

 
Out-Of-District IEPs 

 

 
 
If a student is new to the Anchorage School District, you will be given the option to write 
a new IEP or amend their current one through the buttons displayed in the above image.  
 
Make your selection based upon the appropriateness of their existing IEP. 
 
 
THE MEETING ATTENDANCE FORM 
 
Meeting Attendance forms are used at various times during the IEP process. See the 
section on Multi-Use Forms for instructions on their use. 
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THE INVITATION FORM  
 
Invitations are used at various times during the IEP process. See the section on Multi-Use 
Forms for instructions on their use. 
 
 
THE INITIAL PLACEMENT CONSENT FORM  
 
When eligibility is determined and entered into the IEP program, it will appear on this 
page. Simply enter the date this form is printed in the top left box and print the form for 
the Parent or Guardian to sign.  
 

 
 
 
 
THE PRIOR WRITTEN NOTICE (PWN) 
 
PWNs are used at various times during the IEP process. See the section on Multi-Use 
Forms for instructions on their use. 
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IEP - Part B 
 

 
IEP PAGE ONE 
 
This page is completed by typing in the text boxes shown in yellow below. These boxes 
appear larger in the program and expand.  
 
Be certain to also mark the "Transfer of Rights Letter" box when it has been sent.  

 
 

 
- The 
information 
below is new - 
 
When this page is 
printed, a 
separate 
signature page 
will also print.  

 
 

 
 
 
IEP PAGE TWO 
 

- All information in this section is new – 
 
Complete the first tab across the top of this page by typing in the boxes highlighted below 
in yellow. These boxes expand.  
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Click on the second tab, "Post School Goals", if the student will be 16 or older during the 
life of the IEP.  
 
For students younger than this who would benefit from addressing these areas prior to 
age 16, click on the "Override Age Restriction" button for access to the tab.  
 
This page also consists of expandable text fields. 

 
 
 
 
IEP PAGE THREE 
 

- All information in this section is new - 
To see these options for students under 16, select the "Override Age Restriction" box. 

 
1. Click on the green "New Year" button. If you need to edit the year, type in the "Year" 
and "Grade" fields. 
 
2. Click on the green "Show List" button. 

 
 
3. Sort topic areas by clicking on titles in the "Subjects" column. 
 
4. Select courses by clicking on the titles in the "Listed Courses" column. 
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5. Courses selected will be entered into the text box and be highlighted green within the 
list.  
 
6. Repeat these steps until all courses have been entered. 

• You can also click and type directly into the box. 
• To omit one course already entered, click on it in the list or highlight and delete it 

from within the text box. 
• To omit a full year, use the orange "Delete Year" button on the top. 
• To omit all entries, use the orange "Delete All Courses" button. 

 
Use the "Hide List" button (example above) when you are done to view all selected 
courses, as in the screen shown below. 

 
 
When you show the list again, you will see the ones already chosen have moved to the 
top of the list and are highlighted in green. 
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IEP - Part C 
 
 
IEP PAGE FOUR - TRANSITION 
 

- All information in this section is new - 
 
The blue buttons on the left of the screen under the "Transition Services" heading, open 
seven pages that all look similar to the one shown below. Each page consists of an 
"Override Age Restriction" button and expandable text boxes.  
 

 
 
 
IEP PAGE FIVE 
 

- All information in this section is new - 
 
This page is completed by clicking on the appropriate radio button in each area. 
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IEP PAGE SIX - GOALS 
 
If no service areas have been entered for a student when you first open this page, it will 
look like the example below.  

• You must enter a service area before entering goals.  
• Click on the "Add New Service" button to do so.  

 
 
Once a service area has been entered on page 9, it will appear in the column to the left 
("Math," in the example below). 

 
 
1. Click once on the service area (“Math,” in the example below). 

 
 
2. Click on the green "New Goal" button. 

• A yellow list will drop down from the "Skill" box with possible options to select. 
• If you don't see an appropriate option for that student, simply click in the "Skill" 

text box and type. 
• To see the list again, click on the green down-arrow to the right of the text box.  
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3. A list of potential annual goals relating to the skill area will display below that text 
box. Once again, you may either click on one to select it or type one directly into the text 
box.  

• If you select a goal from those provided, the standard(s) will automatically be 
entered into the box for you.  

• If you type in your own goal, you will also need to type in the standard(s). 

 
 
4. Select the appropriate objective from the final list, or type in your own. 

• If one is selected from the list, be certain to personalize it to the student's needs by 
entering appropriate criteria or making other necessary changes once it has been 
pasted into the text box. 

• This section is new - Previously selected objectives will display with a green 
highlight. 
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-This section is new - 
5. Select the appropriate evaluation information by clicking on the boxes at the bottom of 
the page.  

 
 
6. You have two options available for creating additional goals:  

• This section is new - Select the green "Duplicate Goal " button at the top of the 
page. This will copy all information on the page and open the list of possible 
objectives to select from. Be certain to make any changes if there are differences 
in the evaluation procedures, etc. from the goal copied. 

• Select the green "New Goal" button at the top of the page and repeat the steps 
already taken. 

 
 
7. If you need to remove a goal: 

• Click on it in the left hand column. 
• Select the orange "Delete Goal" button. 

 
 

- This section is new - 
8. When you select the "Done" button, your view will change to that shown below.  

• To see the goals and objectives in full, simply click on them and you will be 
returned to the working screen described in steps 1-8 above.  
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IEP - Part D 
 
 
IEP PAGE SEVEN 
 
Page seven consists of three tabbed pages. The first two tabs work similarly.  

• To enter information in the top text boxes on these pages you must use the green 
"Enter From List" button.  

• The comments box at the bottom can be typed into and does expand.  

 
 
Once you have clicked on the "Enter From List" button, accepted accommodations will 
appear in the yellow right-hand column.  

1. Click on the primary area of accommodation in the top section of the list. 
• "Timing & Scheduling" is selected in the example below. 

2. Click on the specific areas of accommodation in the list at the bottom of the page.  
• These will appear with green highlight once they have been selected.  
• They will also autofill into the text boxes on the left.  

3. To delete a selection, click on the X in the orange box. 
4. To view all accommodations chosen, click on the green "Hide List" button.  
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The third tab on this page is for students on the Non-Diploma Track.  
1. Click on the radio button next to the 5. 
2. Enter your reasons by typing in the text box at the bottom of the page.  
3. Print this page to obtain signatures.  

 
 
 
IEP PAGE EIGHT 
 

- All information in this section is new - 
 
All three tabs on this page function similarly.  

1. Type in the expandable text boxes (shown in yellow below) 
2. Click on the job title for staff responsible for each section. This feature is used for 

tracking and does not print.  
3. Select the appropriate radio button for Extended School Year information 
4. Be certain to fill out information on all three of the tabbed pages  
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IEP PAGE NINE - SERVICES 
 
When you first open the page, it will appear without data entry fields.  
 
There are three tabs across the top to access pages for Special Education, Related 
Services, and General Education. All pages function similarly.  
 
1. Select a tab from the top of the screen. 

• The example below shows "Special Education". 
 
2. Click on the green "New Service" button.  
 

 
 
 3. Click on a service area from the pop-up window.  

• If you want to close the window without selecting an area, use the "Cancel" 
button as the red, yellow, and green buttons are disabled.  
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4. Fill in all fields. 

• The program tallies hours for all three pages on the bottom of the screen. These 
must equal a full school week. 

• Projected start and end dates autofill with the dates of the IEP. Highlight them and 
type in new dates if they are not appropriate. 

• If hours, location, or provider will change during the duration of the IEP, enter the 
service area twice with the date fields stipulating when the change of service will 
occur (see "Reading" in example below). 

o  "Current Hours" and "Future Hours" will be automatically entered at the 
bottom of the column based upon the start and end dates you enter. 

 

 
• Note that the "Supervision" line is below the service line for each area and should 

have appropriate information entered as well. 
 

• Clicking the red box with an X next to the word "Supervision" will delete the 
service area and all goals entered for it from the IEP.  

 
5. Click on the green "Enter Goals" button if you are ready to access page 6.  
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IEP PAGE TEN 
 
1. Click on the appropriate radio button in each section for the student. 
 
2. Type the justification for the selection into the expandable text box or select the green 
"List" button to display sample justifications. 
 

• If you want to use the sample statements:  
o Click on a selection in the yellow drop-down window. 
o Edit the sample in the text box, to be appropriate for that student. 
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