How to File Your IEP
· IEP team (including parents) agree the IEP is complete

· Click submit on Web IEP (see steps below)
 AND  
· Send printed paper copy to 



District Administrator or Secretary 





or



IMS (Central File)
note:  Click Submit AT THE SAME TIME YOU MAIL THE PAPER IEP
· Wait for request for corrections or for missing paper work 



(e.g. Matrix, 3 year eval. )
· After IEP is implemented by IMS it appears as “IMP” in right column of 
student list.
· Print and distribute copies of the 
implemented IEP for parents and 
school.

Web IEP Submit Procedures
Click on Submit
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Click “Skip” on IMS Data Change
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When IMP appears on your student list you may print copies for parents and the school folder.
Type in a comment under notes


























Enter your e-mail address





Click Save








