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Materials Required

¥

¥
¥
¥

Technical Information Sheet

Confidentiality and Non-disclosure Agreement form
Copy of User ID and Password to IEP Direct.com
Checklist for Hands-on Practice

General Information and Overview

¥

What is IEP Direct, its advantages, and how is it accessed?

Technical Information

¥ Review the Technical Information Sheet

¥ Web address: www.iepdirect.com, Microsoft Internet Explorer 6.0 is preferred
Security

¥ Data Encryption through Veri Sign

¥ Confidentiality and Non-disclosure Agreement

¥ Randomly assigned ID numbers and Passwords that are case sensitive

¥ Various Levels of Access

Understanding the OMy StudentsOScreen

¥
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What students appear on the screen
Select function-Using it and resetting it
School Year selection

Screen organization (colors, underlines, asterisks, buttons, draft and finalized
documents)

Accessing student data (draft and finalized documents)

The ability to create, view, and edit “Draft” IEPs for Committee review and approval
The ability to view “Finalized” IEPs

The ability to create a draft document and when to create a draft (to conduct a meeting)
How to create a draft document

Understanding the OSudent DetailsOScreen and Entering Data

¥
¥

Navigating by scrolling and using the “Index” icon on the section title bars
Editing a section by using the “Edit” icon on the section title bar
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¥ A review of the Student Details screen including a demonstration and description of the
four (4) types of data fields (free text, menu choices, extended text, and goals and
objectives)

¥ Importing text statements using the “Paragraph” button and cut and paste options in
extended text fields

¥ Spell checking extended text fields. For each field spellchecker is selected the user must
select finish to complete the corrections selected during spell checking.

¥ Sending letters and reports to Guardians (including guardians not living with student) or
non-custodial guardians

¥ Extended School Year Programs and Related Services (ESY); and when there should
be a separate IEP for ESY

How to enter and edit goals and objectives, and the criteria for each objective
¥ Review the Data Entry of Goals and Objectives using the Wizard

¥ Required Criteria — Evaluation Criteria, Criteria Period, Method, Schedule and
Responsibility

Contact Log
¥  Entering Contact

Progress Reports
¥ Entering Progress Codes and Comments
¥ Generating Progress Reports to mail to parent

Letters / Reports
¥ Generating, previewing, editing, and printing letters
¥ Generating, previewing, and printing reports — IEP, Progress Report

Listings
¥ Generating, previewing listings

RS Log (Future Implementation)
¥ Enter RS Attendance in Calendar

Annual Review Process (see Guidance Document re: Annual Reviews)
¥ Complete Letter, mail to parent
¥  Print out Draft Data Form for Meeting
¥ Print out Attendance Form for Meeting
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