Enrolling students in Student Services

Enrolling Process

In Student Services View

e StudentTT

e Options> Enrol

e SearchforStudent

e Searchfor Case Managerif known

e Fillin genericPlan Name foryear ie 63-1EP-2019-2020

e C(Click Run

Enroll
Studentis) QX
Case Manager QX
Start Date |09701/2020 E
End Date z2:2)
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Watchingthe results screenis very important.

If “1 Student Services Plan were created” is shown the studentis enrolled and hasa new CB-1EP

If “0 Student Services Plan were created” is shown the student s enrolled but does not have a new CB-IEP
ANDTHEN you must Renew the plan (see below) to create the CB-IEP
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@ myeducation.gov.bc.ca/aspen/temp/x2_19013851895

@ Student Services Plan were created.

Renewing a Plan for a new Enrollmentin Student Services to create the CB-IEP
Note: This occurs when a studentarrives from a district that usesthe old MyEd IEP format

In Student Services View

1. StudentTT
2. Options> Renew
3. Searchfor Student



4. Leave Plan SelectionBlank
5. Fillin genericPlan Name foryear
6. Click Run

& MyEducation BC: Renew Plan - Google Chrome

# myeducation.gov.bc.ca/aspen/runTool.do

Renew Plan =

Student Q
Plan Selection Q}(

Start Date 2011212018 =
End Date E
Review Date E
Flan Name f63-EP-2019-20200 [

X Cancel

Renewing a Plan for a Current Student in Student Services who has a past CB-IEP
Past IEPs will not be deletedin this process. Naming new IEPs with District Standard naming scheme will be very
important.

IEPs can be Renewed as a copy of a previous or active |EP or as a blank IEP.
Steps to copy a previous or active IEP

1. End Datethe currentIEP for a Future Date.
a. Example: Ifitis March 1then End Date the IEP for Mar 2 or later
StudentTT
Options > Renew
Search for Student
Plan Selection > Choose IEP you want to copy
Set Start Date as the day after the last IEP was End Dated
Fill in genericPlan Name foryear
Click Run
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Stepsto create a blank IEP on renewal

9. End Date the current|EP for a Future Date.
a. Example: Ifitis March 1then End Date the IEP for Mar 2 or later
10. StudentTT
11. Options> Renew
12, Search for Student
13. Leave Plan Selection Blank
14. Set Start Date as the day after the last IEP was End Dated
15. Fill in genericPlan Name foryear
16. Click Run



Adding the Case Manager if known on a Renewal

In Student Services View

e StudentTT > Search for Student > Select>Plans ST
e Click on Active or Draft IEP

e Click on Plan Details STT

e Searchfor Case Manager

e Save
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Myplieoraoenal 34, F',';?—ﬁgmg SUP;?::M Cnrg:;tlzncv Corrépoea:tlznc.v Student Support Team Plan Details
Name
Case Manager = Name l ] Q |
Status Active
Start date * @ 12001122019 =]
End date @ I
‘Yearly Review Date

o _ I::::
Plan Name @ 53-IEP-2019-2020
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