
SCRIPT: IEP Amendments 
 

This tutorial addresses Online IEP Amendments. 
 
To amend an IEP using the online IEP Program, the user must have first created and finalized an IEP 
using the Online IEP Program.   
 
Also, the program has been designed to allow only the most recent IEP that was finalized to be 
amended.   
 
Reminder:  A finalized IEP will appear under a student listing as black text with an “F” status code.   
 
To begin the amendment process, choose a student from the student listing and then click the green 
text that says Amend last finalized IEP.  By clicking this command, the program retrieves a verbatim copy 
of the last finalized IEP and places it in the IEP editor.   
 
It is important to note that only one IEP can occupy the editor at any one time.  This means that if the 
user had begun drafting the next annual review or other type of IEP, the information will be lost and 
replaced with a verbatim copy of the last IEP.   
 
After clicking the amendment command, the user is moved forward into the student information 
screen.  On this screen the user is not required to enter any information, but the user must click the 
Amend IEP button at the bottom of the page.  The amendment is not officially begun until this button 
has been selected.   
 
If the amendment command has been selected in error, do not click the amend IEP button.  Instead, 
click the student listing menu item from the IEP menu at the left of the screen to exit without beginning 
the amendment.   
 
Once the amendment button is selected, the amendment process must be completed before a new 
draft IEP can be initiated.  The user then has access to all parts of the IEP to complete amendments.   
 
When the IEP has been amended, click the IEP amendments menu item at the left side of the screen.  
Enter the form on the form that is displayed, then click the save and continue button.   
 
To complete the process, finalize and print the IEP.   
 
Reminder:  Finalizing the IEP is found under the menu item IEP printing at the left side of the screen.   
 
This completes the on line IEP Amendments tutorial. 


