
 
 

IDEA Training Script  

WINDWARD DISTRICT 

1) Login – (Access is requested by SSC or District User Manager) 
      a. www.ecsss.k12.hi.us 
      b. Username and Password  
      c. Login to Sandbox Server (practice, playground server containing fake data) 

d. Username and password  
 ​ e. Student Profile 

 
2)  Creating a Student List  (create groups for your login only, and then add students to   
                                                your group) 
     Student Lists TAB / Add  

      a. List Name: Type group name of your choice 
b. Set As Student Bookmark List: (optional, check this box if you want your group 
     to appear in the top, right dropdown) 

      c. Use Smart List: (skip, do not select this) 
d. Save / Close​  
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3) Search for Student(s) to Add to Your Group (Trainer will give you a fake student name for training 
purposes) 
     Highlight the group you just created   

           a.  Add Students button 

           b.  Add Single Student tab find student by slowly typing last name, first name. 

           c.  Add Multiple Students tab (optional) 
           d. Save / Close 
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You may create as many groups as you want in order to organize your student records for easy access. 
 

 
 
*Another way to search for students: 
From Student Profile 
     Click in Student Name box and Advanced button will appear 

 
a.​ Advance Search 

b.​ Ok 

c.​ This is the only way you can find an Inactive (e.g. Inflight) student 

 

            

 

You can toggle back and forth from Home screen to Student Profile  
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4) Adding a Contact  

   Contact TAB / Add 

​  

 
 
For training purposes, we will input minimal/required fields 
a. First Name: Mom   Last Name: Last name of example student 

​ b. Relationship: Mother 

           c. Save / Close 

 

 

​
​
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5) Student Team List  (Your Team will already be created by the SSC, you may edit at any time if needed) 

    Team TAB / Edit / Add From:  & Position & User (select from dropdown list):​
 

  

 

a. Contact List: Mother  Add   

b. DOE: Special Education Teacher      Add  (find your name for training but in the “real live”  

database the User Manager (SSC) in your school will add you to the Team List)                       

​ ​ 1)  Highlight Your Name / Set as Care Coordinator and  

                           Set as IEP Coordinator 

​  c. Save / Close 
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After completing #1 - 5 ….  

for Initials and REEVALUATIONS do #6 – #29 

 

 for Annuals or Revisions you will only have to do #20 – #29 
(Start at #20 to input an IEP Annual or IEP Revision. If you are doing an IEP Annual, find the Active IEP and highlight PLAN to 

create a New IEP Annual.  If you are doing an IEP Revision, find the Active IEP and highlight the line that has the word “Cycle” 

in it to create a New IEP Revision.) 

6.  Creating a Referral  CREATE A NEW REFERRAL FOR ALL REEVALUATION IEP PROCESS (3 Year 

Reevaluation IEP due or anytime a formal assessment is being requested or parents present private 

assessment) 

 

 

Referral TAB / New Referral (Actions)      
a.​ Referral tab  

1)​ Requester Name:  Type your own name 

OR you can…. 

​ ​           Requester Name: Import  

a)  Import From or type: Student’s School (for Reevals, the Care Coordinator 

is usually the Requester)    

​ ​ ​ b)  Requester: Select name  OK 

​ ​ 2)  Received Date: 060608 (Begins the 15-Day Timeline!)   Filed Date: 060608 

​ ​ 3)  Brief Description of Concern: input data 

 

 

​  
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b. 504/IDEA tab  

​ ​ 1)  Area(s) of Concerns:  Edit 

 

            c.  Referral Concerns: check Academic & Behavior   OK 

 

 ​ c. Save / Close 

 

 

​
​
​
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​
THE REEVALUATION PROCESS CONSISTS OF 3 STAGES:  1) EVALUATION, 2) ELIGIBILITY, 

 3) PLAN. 

 

YOU ARE AT STAGE 1 OF THE REEVALUATION PROCESS: EVALUATION. 

 

7.  Schedule Conference (for EVALUATION) 

 Highlight Define Needs / Schedule Conference (Actions) 

 

 

​  a. Conference Info tab  

1)  Scheduled Conf Date: 061008 Time: 2:30 pm Location: Main Office   

     Announcement Date: Optional 

 

 

 

 

 

 

 

​
​
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2)  Sch Conf Partic / Edit  /  Participant Type: Team Member / Select name(s)     OK​
 

 

 

3) This is the way to invite a General Ed teacher) Edit /  Participant Type: Non-Team Type Name: Genny 

Ed  Position: General Ed Teacher  OK   

*** ALSO DON’T FORGET TO INVITE THE STUDENT TO MEETINGS.  THIS WOULD BE THE WAY 

TO ADD THE STUDENT TO THE CONFERENCE ANNOUNCEMENT AS WELL.​
 

 

​
b. Conference Purpose Tab:  Determine if a 504 or IDEA initial evaluation or reevaluation is warranted 

           c.   Save (after Saving, you now have the option to email invitees or print a hard copy) Close​
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8.  Current Performance   (Gather current information about your student and input here…) 

Highlight DEFINE NEEDS / New Current Performance (Actions)​
 

 

 

a. Current Performance Tab: 

1). Statement Date: 061008 

​ ​ 2). Add Performance button 
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Select Concern tab or Add New Performance tab: 

1)  Select Add New Performance tab 

​ 2)  Select Concern:  Select a Concern of your choice 

           3) Select Area/Skill: Select something of your choice 

​ 4)  Strength or Challenge: Challenge 

​ 5)  Description of Behavior with Evidence: input data  

​ 6)  Need Statement: input data    OK 

 

 

7. Save / Close 

 

 

 

  

​
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9.  Evaluation Status 

Highlight DEFINE NEEDS / New Evaluation Status (Actions)​
 

 

​ ​
​ a. Will an evaluation be conducted?: Yes 

​ b. Applicable Regulation: IDEA 

​ c. Evaluation Type: Reevaluation  (for SSC training, SSC will select Initial) 

​ d. Assessment(s) Needed: Yes 

​ e. Save / Close​
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10. Prior Written Notice (for EVALUATION) 

Highlight Evaluation Type - Reevaluation/ New Prior Written Notice (Actions)​
 

 

​ a. Provided to Parent Date: 061108 (Ends the 15-Day Timeline!) 

           b. Input data in each section 

​ c. Save / Close 
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11. Consent Form 102c (Consent For Assessment As Part Of A Reevaluation) 

 Highlight PWN / New Consent Form (Actions)​
 

 

​ ​
​ a. Consent Form tab 

​ ​ 1)  Provided to Parent Date: 061108 

​ ​ 2)  List of Record(s)… 

​ ​ 3)  Position of Reviewers​
 

 

​ ​       

 

b. Contact Efforts tab/ Add   (this tab is for documenting your hard to reach efforts – Optional) 

1)   Contact Date:   

​ ​ 2)  Contact Method:   

3)  Contact Name:  &  Relationship to Student:  / Import Contact button/highlight contact OK 

​ ​ 4)  Outcome:   
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​ c. Consent Results tab (If No Response (Multiple Attempts) is selected, then 11b. Contact 

​     Efforts tab becomes mandatory) 

​ ​ 1)  Consent Given: Yes 

​ ​ 2)  Consent Form Signed Date: 061108 

​ ​ 3)  Person Signing Consent Form:  / Import Contact: Mother 

​ ​ 4)  School Received Consent Form Date: 061108 (This is the date that will start your 60-Day ​
​ ​ ​ ​ ​ ​ ​ ​ ​ ​ Timeline!) 

 ​ d. Save / Close  
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​
​
12. Request for Assessment(s) 

 Highlight PWN or Consent Form 102c / Request Assessment (Actions) 

 

 

​     Assessor:           Assessment Type:       Due Date: 

​ a. Sp-Lang Path     Speech/Language           071108                 Save / Close 

 

 

Skip #13 if you are a SpEd Teacher or Non-Assessor. 

13.  Assessment Report  (for SLPs and Assessors only, READ only for SpEd Teachers and Non-Assessors) 

 Highlight Assessor / Open Assessment Report (Actions) 

​ a. Assessment Sessions / Add Session / Session Date: 071508 Session Length: 2 hours 

b. Summary tab – Assessment Summary Report 

​ c. Submitted Date: 071608 

​ d. Save / Close 

       (note: in the real live database, only the Assessor and the SSC can edit assessments)  
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14. Actual Conference (for EVALUATION) 

 Highlight Scheduled Conference Date / Open Actual Conference (Actions) 

 

 

      Actual Conference Info tab: 

​ a. Actual Conf Participants: / Add / Participant Type: Scheduled Participants  click Name (box)  OK​​
b. Actual Conference Purpose: Student Needs (Evaluation) 

​ c. Actual Conference Date: 061008 

​ d. Save / Close 

 

------------------------------------------------------------------------------------------------------------------------------ 

AFTER ALL ASSESSMENTS HAVE BEEN COMPLETED (AND UPLOADED) AND ALL CURRENT DATA GATHERED, THE 

NEXT STEP IS THE ELIGIBILITY STAGE. 

 

YOU ARE AT STAGE 2 OF THE REEVALUATION PROCESS: ELIGIBILITY.​
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15. Schedule Conference (for ELIGIBILITY) 

 Highlight DEFINE NEEDS / Schedule Conference (Actions) 

 

​ a. Conference Info tab  

1)  Scheduled Conf Date: 072608  Time: 2:30 pm Location: Main Office   

     Announcement Date:  Optional 

     Click Edit button to add Conference Participants 
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2)​ Scheduled Conference Partic / Edit /Participant Type: Team Member / Select    name(s)      

OK 

 

​
b. Conference Purpose Tab: Discuss the results of a 504 or IDEA initial evaluation or reevaluation and/or 

Determine eligibility or continued eligibility for 504 or IDEA Services. 

           c.   Save / Close​
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​
16.  Eligibility Determination 

Highlight DEFINE NEEDS / New Eligibility Determination (Actions)​
 

 

​ ​
​ a. Current Performance & Assessment Summary tabs – populated by previous entries made 

​ b. Evaluation Summary tab​   Must include the following: reason for referral, educationally relevant 

information, evidence of appropriate instruction, interventions tried, summary of student performance

​ c. Eligibility Decision tab 

​ ​ 1)  Apply Criteria Worksheet: select Intellectual Disability 

a)  Add - Worksheet for Intellectual Disability **Please note, the hard copy Data Analysis and 

Summary Reports do not match the worksheets in eCSSS. You will be notified when system is enhanced. 

​ ​ 2)  Save / Close 

​ ​ 3)  Student Meets Eligibility Requirements: Yes 

​ ​ 4)  Eligibility Category: Intellectual Disability 

​ ​ 5)  Autism Spectrum Disorder: No, Yes, or leave blank, blank defaults to No 

​ ​ 6)  Eligibility Determination: include:  evidence of disability, adverse effect, exclusionary factors

need for special education and related services. 

           d. Key Dates tab      

​ ​ 1)  Decision Date: 072608 

​ ​ 2)  Filed Date: 072608 

​ ​ 3)  Save / Close 
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​
​
​
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​
17. Prior Written Notice (for Eligibility) 

 Highlight Eligibility Decision Date / New Prior Written Notice (Actions)​
 

 

​  a. Provided to Parent Date: 072708 (End of 60-Day Timeline! If eligible, 15-Day Timeline begins!) 

 b. Input data in each section 

            c. Save / Close​
 

 

Skip #18 if you are doing a Reevaluation. #18 only for Initials.​  
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18. Consent 102b (for SSCs only, Consent for Initial Provision of SPED and Related Services) 

Highlight PWN / New Consent Form (Actions)  

a. Consent Form tab 

​ 1)  Provided to Parent Date: 072708 

Save and Print Form 

b. Contact Efforts tab  / Add  (this tab is for documenting your hard to reach efforts – Optional) 

​ ​ 1)  Contact Date:    

​ ​ 2)  Contact Method:  

3)  Contact Name:  &  Relationship to Student:  / Import Contact button / highlight contact OK 

​ ​ 4)  Outcome:   

c. Consent Results tab (If No Response Multiple Attempts is selected, then 15b. Contact Efforts tab  

​      becomes mandatory) 

                      1)  Consent Given: Yes 

​ ​ 2)  Consent Form Signed Date:  072708 

​ ​ 3)  Person Signing Consent Form:  / Import Contact: Mother OK 

​ ​ 4)  School Received Consent Form Date: 072708 

​ d. Save / Close 

 

19.  Actual Conference (for ELIGIBILITY) 

Highlight Scheduled Conference Date / Open Actual Conference (Actions) 
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Actual Conference Info: 

a. Actual Conf Participants: / Add / Participant Type: Scheduled Participants  click Name (box)  OK 

​ b. Actual Conference Purpose: 504 or IDEA eligibility 

​ c. Actual Conference Date: 072608 

​ d. Save / Close​
 

 

 

 

-------------------------------------------------------------------------------------------------------------------- 

AFTER ELIGIBILITY/CONTINUED ELIGIBILITY HAS BEEN DETERMINED, THE NEXT STEP IS THE  

PLAN STAGE. 

 

YOU ARE AT STAGE 3 OF THE REEVALUATION PROCESS: PLAN  

(Individualized Education Program)     
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20. Schedule Conference (for IEP)   

 Highlight PLAN / Schedule Conference (Actions) 

 

a. Conference Info tab  

1)  Scheduled Conf Date: 073008 Time: 2:30 pm Location: Main Office   

     Announcement Date: Optional   

2)  Sch Conf Partic / Edit  /  Participant Type: Team Member / Select name(s)  OK
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b. Conference Purpose Tab:  If IDEA Eligible, develop an IEP​
 

 

​  

In order to add notification for a member, go to Conference Info tab and find that individual. 

(This is how to document contact and contact results for the Mother.) 

c. Add Notification (for Mother)​ ​   

 

​ ​ 1)  Notification Date: 072808 

​ ​ 2)  Notification Method: Personal Contact 

​ ​ 3)  Notified by: SPED Teacher 

​ ​ 4)  Notification Outcome: Mother confirmed and will attend.   OK 
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In order to excuse a member from a conference, go to Conference Info tab and find that individual. 

(This is how to document excusing a key member from attending a conference.) 

d. Counselor – click on ADD Participant info   

​ ​ 1)  click Excuse Participant box  /  OK 

           e. Save / Close 
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​
​
21.  Excuse form Conference  

  Expand IEP Scheduled Conference Date / highlight Excused Participant  

 

​ a. Open Excuse Form (Actions) 

​ ​ 1)  Provided to Parent Date: 072808 

​ ​ 2)  Participant’s Subject/Service Area: Behavior 

​ ​ 3)  Subject/Service Area will be discussed at conference:Yes 

​ ​ 4)  Received from Parent Date: 072808 

​ ​ 5)  Parent Consents to Absence: Yes 

​ ​ 6)  Save / Close 
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                b. New IEP Input (Actions) 

​ ​ 1)  Date:  072808 

​ ​ 2)  Applicable fields: input data 

​ ​ 3)  Save / Close 
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An IEP is a program for students who are eligible for IDEA services. The program describes the student's 
academic achievement and functional performance, defines the learning goals, and lists all services and 
supports the student will receive. The IEP reflects the shared decision-making of the student's parents, the 
Student Team and other individuals responsible for providing services to the student.​
 

 

 

 

 

 

 

 

​
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22.  Types of IEPs 

a)​ New IEP (for Initials – Developed when a student is found eligible via an Initial IDEA evaluation)  

a.​ Highlight Plan, New IEP (Actions) 

b)​ New IEP Annual (Created to document this required annual review by copying some of the data from the

active IEP.  New Service Dates and new Reading Assessment scores required.) 

a.​ Highlight Plan, New IEP Annual (Actions) 

c)​ New IEP Revision (Created as a copy of the active IEP for minor changes/updates. The Reading 

Assessment info is carried over and the Annual Service Dates don’t change.)  

a.​ Highlight the Annual Cycle, New IEP Revision (Actions) 

d)​ New Reevaluation/Revision (If you are creating the IEP as a result of the 3 year reevaluation due date, ​
or when an assessment has been requested, but all this happened shortly after the last Annual IEP and 

there are few, if any changes to the IEP.  The Reading Assessment info is carried over and the Annual 

Service Dates don’t change)  

a.​ Highlight Plan, New Reevaluation/Revision (Actions) 

e)​  New Reevaluation/Annual (If the IEP is to be reviewed comprehensively as a result of the 3 year 

reevaluation due date, or when additional assessments are requested, and the IEP Annual due date is 

approaching.  New Service Dates and new Reading Assessment scores required.) 

a.​ Highlight Plan, New Reevaluation/Annual (Actions)​
 

 

 

 

 

 

 

​
​
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23. IEP 

​ a. PLEP TAB  

​ ​  1)  Reading Assessment Used: select your choice from dropdown 

​ ​ ​ a)  Scaled Score: 100 

​ ​ ​ b)  Grade Equivalent: 2 

​ ​ ​ c)  Assessment Date: 072808 

​ ​   2)  PLEP - seeded by Eval Summary Report and you may input new data 

a)  Import PLEP button 

Note: Importing the PLEP will delete any text currently in the PLEP 

b) If Import PLEP button is selected, Import PLEP from Eligibility  

    dropdown will appear select appropriate date  OK 

c) Importing from an Eligibility Determination will clear your PLEP.   

    Are you sure you wish to continue?  OK 

     ​ ​ ​ d) Save / Close 

​ b. Transition Services TAB (input data, for Secondary only) 

           c. Standards & Goals TAB 

​ ​ 1)  Add Goal / Selected Standards   Edit button    Standard Type dropdown 

a)  Select Common Core State Standard or HCPS III Non-Core Select one of your choice /   (If 

CCSS selected) Dropdown shows Language Arts or Math: Select one of your choice/ Select 

Standards of your choice by clicking in box(es) 

(If HCPSIII Non-Core selected) Dropdown shows Career and Technical Education, Health, or 

Physical Education  Select one of your choice Select Standards of your choice by clicking in 

box(es) OK 

​ ​  2)  Goal Section 

​ ​ ​ a)  Goal: input data 

​ ​ ​ b)  Add Measurement: select Type from drop down / Add Measurement  OK 

​ ​ ​ c)  Add Objective/ Objective 1:  input data OK & Next 

​ ​ ​ d)  Add Objective / Objective 2:  input data OK 

​ d. Services TAB 

​ ​ 1)   Add Service  

a). IEP Service: Special Education 

​ b) Projected Start Date: 073108 

​ c) Projected End Date: 073009 

​ d) Frequency: 1100 min/ per week 

​ e) Location: Special Education 

​ f) Extended School Year: No  OK​  

2)   Add Service   

           a). IEP Service: Speech/Language Therapy 

​ b) Projected Start Date: 073108 

​ c) Projected End Date: 073009 

​ d) Frequency: 360 min/per Quarter 

​ e) Location: General Ed/Special Education 

​ f) Extended School Year: No OK 

4)  Supplementary Aides and Services (SAS) / Add 

​ ​ ​ a) Service: Select Other-SAS 

b) Description:  type any SAS of your choice (e.g. extended time)      

​ b) Projected Start Date: 073108 

​ c) Projected End Date: 073009 

           d) Frequency: Daily​  

​ e) Location: General Ed/Special Education OK 

                      4)  Clarification of Supports and Services: Optional 
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e. ESY TAB 

​ ​ 1) The student DOES meet the standard for an extended school year: No 

​ ​ 2)  Extent to Which ESY Is Necessary: (This field will show up only if you  

                           select ESY YES) 

​ f. Statewide Assessment TAB:  

1) Statewide Assessment: Will participate in statewide assessments with accommodations 

2) Accommodations: Check any of your choice 

​ g. LRE  TAB  

​ ​ 1)  Age: 6-20 

​ ​ 2)  LRE Continuum: General Ed and Special Ed Classes 

​ ​ 3)  LRE Statement: input data 

h. Actions TAB 

​ ​ 1) Prerequisites for Activating IEP 

- Missing: PWN-Program – Provided to Parent & Actual IEP Conference 

i. Save / Close 
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24.  Prior Written Notice (for IEP) 

Highlight Draft IEP / New Prior Written Notice (Actions) 

 

​ a. Provided to Parent Date: 073108 (Ends the 15-Day Timeline!) 

​ b. PWN Type: Program/Placement 

 Look at text fields​   

b.​ Save / Close 
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25.  Actual Conference (for IEP) 

Highlight Scheduled Conference Date / Open Actual Conference (Actions) 

​ a. Actual Conf Participants: / Add / Participant Type: Scheduled Participants: click Name (box)  OK 

​ b. Actual Conference Purpose: Individualized Education Program (IEP)  

​ c. Actual Conference Date: 073008 

​ d. Highlight Principal: Remove 

​ e. Highlight SSC: Set as Admin/Designee 

​ f. Save / Close 

 

 

 

Now you are ready to Activate your Draft IEP. 
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​
​
26.  Activating IEP 

Highlight Draft IEP / Open IEP (Actions) 

 

 

 

 

a.​  
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a. Actions tab / *Activate IEP: check box 

   ​ ​ b. Service Availability Date (For Initials and Reevaluations ONLY):072608 

c. Save / Close 
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27.  Request Service Provider 

Highlight the Service / Request Service Provider (Actions) 

 
a. Add   /  Service Provider: select Participant’s Name  OK​  

 
 
           b.Save / Close 
 

 
 
 
 
Skip #28 if you are NOT a Related Service Provider. 
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28. Individual SERVICE LOGS (for Related Service Providers ONLY)  

Highlight Provider Name / Open Service Log (Actions) 

​ a. Add 

​ ​ 1)  Service Date: 073008 

​ ​ 2)  Projected Next Service Date: 080508 

​ ​ 3)  Service Length: 30 

​ ​ 4)  Primary Method of Contact/Intervention:  In-class Support 

​ ​ 5)  Comment: input data OK​        6) Save / Close 
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29.  Progress Reports: IEP Progress Reports contain evaluations about whether a student is meeting goals and 
objectives that were documented by team members in Standards and Goals in the IEP. 
Highlight Initial / Annual Cycle - Active / New IEP Progress Report (Actions) 

​ a. Input Progress for all objectives: R1 

​ ​ 1)  Progress Evaluation: / Add Progress Evaluation / select Progress Evaluation 

​ ​ 2)  Comments: input data OK​  

​ ​ 3)  Provided to Parent date: 100108 

​ b. Save / Close 

 

 

------------------------------------------------------ 

 

Upon login, there is another way to find the Progress Reports. 
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30.  ESY Report: At the end of an Extended School Year (ESY) service period, providers are required to create a    
report for services marked for ESY (these services are marked on the IEP-Services tab). 
 Highlight appropriate Service / New ESY Report (Actions) 

​ a. ESY Start Date:  

​ b. ESY End Date:   

​ c. Provided to Parent Date:    

​ d.   Add Comments 

​ ​ 1)  Provider Name:   

​ ​ 2)  Comments: ​ e. Save / Close 
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31. Summary of Performance  (for high school students graduating/aging out/Certificate of Completion – 

Secondary only) 

Highlight the Active IEP Cycle/ New Summary of Performance (Actions) 

​ a. To:  

​ b. Summary of Performance Date:  

​ c. Provided To Parent Date:  

​ d. Click: Received Diploma, Reached 20 

​ e. Post Secondary Outcomes: Input Data  

​ f. Save / Close 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
​ Page 42​ 10/11/2018​ ​  



32. **To see an overview of your student - Referral tab - Display Student Summary: 

This is a report summarizing information about an individual student. Much of the information is confidential, 
and users can only see those portions of the report that are allowed by their functional rights. In other words, if 
the information is visible to a user within eCSSS, then the information will be available on the Student 
Summary report. 
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Legend for IEP Training Script 

 

LEGEND Example Where found 

TAB (all capitals) Contact TAB Tab on main screen 

tab (lowercase) Conference Info tab Tab on pop-up screen 

ALL CAPITALS GATHER DATA Stage 

Underlined (Actions) Open IEP (Actions) Actions box 

Underscored letter Edit Button on screen 

Colon :  First Name: Field Name 
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