
Main Menu

The Main Menu contains a number of Widgets that provide quick 
links and a snapshot of your information.

Some Widget examples are shown below:
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Caseload Setup Wizard 
To View or Adjust your caseload

• From the Main Menu, click on Wizards, then Caseload Setup Wizard

• Remove individual students from caseload (by unchecking the appropriate relationship 
checkbox and saving the change by clicking on UPDATE THE DATABASE

• Add students by clicking on the ADD MORE STUDENTS TO CASELOAD button and 

follow the next steps (described on the next page)



To Add a student to a Users caseload

• Add students by clicking on the ADD MORE STUDENTS TO CASELOAD button
• Search for student(s) by desired criteria (Grade, School, Last Name, etc.) then click 

View Students

• Locate the students to be added from the search results, check the appropriate 
box to the left of the students name to establish the relationship (you may be 
permission restricted to one selection), then click UPDATE THE DATABASE

Caseload Setup Wizard 



Caseloads 

Click on the Students tab.

This will open your caseload



ILP Process

Click on the Student’s name to enter the students record.



Student History - Events

Specific events are saved into the students history.  Events are significant actions that need 
to be recorded.

• Eligibility and continuing eligibility dates

• Final ILPs, IEPs, ISPs, 504 Plans

• Progress or Report Cards

All documents can be viewed by clicking on the document name in the Document column

To access a student’s history, from the Main Menu click on the Students button and then 
search for the student. Once a list of students names appear that match the search, click on the 
compliance symbol (green checkmark, yellow triangle or red stop sign) to the left of the students name



You can view Parent and Guardian Info under the Parent Info Tab

• Name, address, relationship, and phone can be updated here.

Parent Info



ILP Process



ILP – Menus and Navigation

At the top and bottom of each page, there are menus and buttons that can be used to navigate 
through the ILP Process.   

After each page has been visited, a green  check mark        or a red x         will be displayed to 
indicate if all of the error checks on the page have been fulfilled.

Clicking Just Save will save any 
information entered on the page

Each Page lists each section of the ILP.  
To Navigate to a different page, simply 

click on the link of the page

Current Page shows which page is 
currently open

Clicking Save and Continue will invoke error checks 
and if all of the errors are passed, will take the user 

to the next page in the process.  A document can 
only be finalized if there are no errors.



ILP – Home Language Survey

You can enter the Home Language Survey on this page.  You can upload a copy of the survey 
at the bottom of the page:

• You must enter the Date Parent/Guardian Completed HLS

• Click “Choose File” to attach the survey file

• You can rename the file on this page as well



ILP – Student/Parent/Meeting Information

Most Current Assessments 
Scores will be available here

Provides demographic info, most recent test scores.  You can note Immigrant Status and 
Length of US Enrollment here.



ILP –Team

The Team page allows you to create the student’s team.  You can change/assign the EL 
Specialist/Teacher, as well as add others to the team.



ILP – Parent Notification Letter 

The Parent Notification Page allows you to assign the Program Models, which will copy to the 
services page, and generate the necessary documents for the student.



ILP – Parent Notification Letter 

On the Parent Notification Page, you can create a Draft or Final Document and view other 
documents that have been created

• Create Draft – see a draft of the letter

• Create Final – final version of the letter will be saved in the system



ILP – General Information

The General Information Page allows you to enter any information unique to the student and 
also shows the student’s score history.  

You can also manually enter assessment scores from the screener test here.



ILP – English Proficiency Levels

The student’s scores and the appropriate Can Do Descriptors will populate to this page.  
You also have the opportunity to add additional observations if you would like.

Click the down 
arrow to open 
the levels. 



ILP – Accommodations

Add appropriate accommodations on this page.  If the student has an IEP, those 
accommodations will appear at the top of this page for reference.



ILP – Services 

Add appropriate services on this page.  Program Models chosen on the Parent Notification 
page will populate here.  You can provide further details for those services below the list.

You can change the 
position of the 
services by using 
the “Position” 
column.  Just type 
the number you 
want each service to 
be.



ILP – Create Plan

Here you can create the final document, both in Draft and Final form.
• If you don’t see a Create Final ILP button, you haven’t completed all of the required fields.
• Click on “Display Updated Errors” to see what is missing



All documents created for the student can be viewed on this page

Documents


