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Introduction 
Individualized Education Plans (IEPs) are a necessary part for meeting specialized needs of some 
students.  IEPs describe appropriate services, accommodations, delivery, etc for students with 
exceptional needs.  The State Department of Education also uses some of the information to track 
program outcomes and student progress as well as Education Code compliance items.  The 
program used by the state to track this information is the California Special Education Management 
Information System (CASEMIS). 
 
SELPA Manager, created by Fusion Technik, not only collects the required information for 
CASEMIS, but can also keep records on transportation, bill backs, attendance, and more.  SELPA 
Manager is used throughout the state by many SELPAs, districts and schools as a stand-alone 
program, in a server-based environment, or with web-based access.  Because of this state-wide 
usage, users belong to a consortium which helps spread the cost of updates equally to all users.  
In addition, this allows features requested by one SELPA or district to be shared among all users. 
 
Fusion Technik has now added an IEP feature that contains both the state generic IEP and 
specialized local IEPs.  This manual contains illustrations and instructions for the state default 
(DFLT4) IEP.  In some of the illustrations the student name or other information has been blurred. 

Web-based IEP Program Overview 
This manual will demonstrate the use of IEPs with the California generic IEP developed by the 
SELPA Directors.  In doing this, Fusion Technik has created a link via the IEP pages to the 
required information for the state.  As the information is typed into the IEPs in SELPA Manager it 
can be saved for review and eventually update the fields of information used for CASEMIS.  This 
results in a more streamlined process for collecting and reporting IEP information. 
 

Installation 
As mentioned above, there are three ways of accessing SELPA Manager and the IEP section of 
the program—Stand-alone (aka Runtime), Server-based, and Web-based.  Each method of access 
has certain configuration steps. To begin using the SELPA Manager Web-based IEP Program the 
main SELPA Manager program has to be installed and running with Web-based Services turned 
on.  The Web-based Services can be used with a Server-based version or in a 60 minute demo 
mode in a Stand-alone version of the program.  Both versions will need to have an IP (Internet 
protocol) address that you will use to access the Web-based IEP. 
 
This manual assumes that SELPA Manager has already been installed and Web-based Services 
have been turned on.  Please contact your SELPA Manager Administrator or Tech department to 
confirm this and to get the IP address that you will use to access the Web-based IEP. 
 



Opening SELPA Manager 
To access the Web-based IEP, open your browser and enter the IP address in the Address bar 
and click on Go.  Again, contact your SELPA Manager Administrator or Tech Department for the IP 
address.  The IP address listed here is for demonstration purposes only. 
 
Internet Explorer… 

 192.168.1.54 
 
Netscape… 

 
192.168.1.54 

 
 
Logging on… 
 
Once the browser brings up the proper location, you will see a Login window.  Enter your user 
name and password (assigned by your SELPA Manager Administrator/Tech Department), then 
click on Login. 
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Moving around & entering data in the program 
 
After logging in you will see a two part screen.  The upper portion of this screen is your student list 
(2).  A list of your students will appear according to the option you select under ‘Show students’.   
 
The lower portion of this screen will be the IEP list (3).  This list may be blank in the beginning, but 
as you create IEPs with your name as a service provider, the names of those students will appear 
in the list for the option you select in item 1, ‘IEPs listed, basis:…’.   
 
The top right ‘button’ options will take you to specific sections, such as Attendance, Customize goal 
palette, Change password, Logout, etc.  Click on these ‘buttons’ to go to the specific section (1).  
These options are ancillary functions and tasks.  
 

 

2. Upper portion (#1) of the initial 
screen after logging on 

1. Click on one of these ‘buttons’ to go 
to that section.   

5.Pull down menu of options (shown on 
next page) 

Complete additional information, if 
needed, for the option you choose 

Then click on go. 

3. Lower portion (#2) of the initial 
screen after logging on 

4. Click on the date 
of the IEP to edit an 

existing IEP 

6..Pull down menu of options (shown on 
next page) 

Complete additional information, if 
needed, for the option you choose 

Then click on go 

 
This list shows existing IEPs for students.  The columns in the list display IEP meeting date, type of 
meeting, student name, grade level, date of birth, and the status of the IEP. To edit one of the 
listed IEPs, click on the meeting date for the corresponding row (4). 
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Show Students options—upper portion of the initial screen after log on. (5 on the previous page). 
 
Select option for the students that you want to see listed, then, if 
required, complete additional information, ie date, name, etc. in 
the field below the option field.  Click on Go ( ) to see the list. 
 
 
 
 
 
 

Select option, complete additional information, if 
needed, and click on ‘Go’. 

 
 
IEPs listed, basis: options:--lower portion of the initial screen 
after log on. (6 on the previous page). 
 
Select option for the IEPs that you want to see listed, then, if 
required, complete additional information, ie date, name, etc. in 
the field below the option field.  Click on Go ( ) to see the list. 
 

 
 
 

 
 
 

Select option, complete additional 
information, if needed, and click on ‘Go’. 
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Upper Portion of window after option is selected and ‘Go’ is clicked. 

 

Option = Current as of: 
Additional information = 9/01/2006 
Click on ‘Go’. 

7. Select the radio button for the student you want to 
work with. 

Number of records showing (10)  from 
number of records found in search (1761), 
and page (1) of total pages (177). 
 
Arrows to move to next/previous list of 
students found in search.  Single arrow goes 
to next/previous group, arrows with line goes 
to very beginning or end. 

8. Selection action to take or to add a NEW student IEP. 

 
Once the list appears select the student you wish to work with by clicking in the radio button (7).  
Then select what you want to do with that student by selecting one of the buttons at the bottom of 
the list. (8) 
 
If the student already has an IEP and you want to edit the existing IEP, go to the lower portion of 
the initial screen and choose from the list of options (9).  By default, the option for IEPs listed, 
basis: is “Created by me-all.”  Any student with an IEP created by the logged in user should appear 
in the lower portion of the screen.  Simply click on the date next to the IEP type and student name 
that you want to edit (10).  If your default screen does not look like this you SELPA Manager 
administrator may have changed the settings.  Please contact your administrator if this is the case. 
 

 

10. Click on the 
date of the IEP to 

edit an existing IEP 

9. Select option, enter additional 
information, if needed, and click on ‘Go’. 
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Create New IEP 
 
To create a new IEP for new or existing students, click on the ‘Create IEP for this student’ button 

or ‘Create IEP for New Student’  in the upper 
portion of the screen. 
 
Once you click on ‘Create IEP for this student’ or ‘Create IEP for NEW student’, you will be taken to 
an IEP to begin filling in the information.  If you selected ‘Create IEP for this student’ the student’s 
demographic information will be copied onto the IEP.  ‘Create IEP for NEW student’ means the 
student does not yet exist in SELPA Manager.  This option will create a new IEP and also create a 
NEW student record.  Demographic information for the student will need to be entered on the first 
page of the IEP, because the student record did not exist previously. 
 
The IEP forms built into SELPA Manager will appear in your browser window.  At the top of most 
IEP pages are a set of navigation buttons (tabs), which, when clicked, will take you to different 
pages within the same IEP.  (See the diagram on the following page) 
 
If you accidentally click on the ‘Create new IEP’ button when you are trying to edit an existing IEP 
for a student or if you clicked on the ‘Create IEP for NEW Student’ when you intended to click on 
‘Create IEP for this student’, click on the ‘Cancel’  button at the bottom of the page prior to 
moving to another page or saving the first page.  Then look at the lower portion of the screen to 
select the existing IEP that you want to edit or click on the correct button to create a new IEP for 
the currently identified student. 
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The diagram shown is a sample of the upper portion of the first IEP form (page), IEP (1).  Also 
visible are the buttons representing the other forms that were built into SELPA Manager. 

 
 

 

12. Buttons showing 
individual IEP pages 

available 

13. Title of page in 
current view 

14. Click here to 
indicate that this IEP is 

not yet complete 

 
To access each form, click on the appropriate button (12). The form you are currently on is 
indicated by the title. (13). The title of the browser window also indicates the form. 
 
To complete the information for the student, begin by typing in the student name.  If the student is 
already in the system, the demographic data that is currently in the system will automatically 
appear in some of the fields and you will not be able to make changes to the student’s name.  If the 
student is new to the system, simply tab or click in the fields and enter the information.   
 
In another scenario, if the student is already in the program, and you have specified last name, first 
name, date of birth, and gender; then when you attempts to save the first page ("SAVE" button or 
clicking on one of the navigation tabs), the program will display an error message "You are adding 
a new IEP for a new student. However, there is an existing student listing that has the same last 
name, first name, date of birth, and gender. You should press the CANCEL button at the bottom of 
this form, to leave this IEP form without saving. Then, from the 'Welcome' (home) page, locate the 
student's name in the upper (blue) list entitled '1. Student list'. If the student list is empty, then 
choose 'Find student:' as the 'Student search type:', and enter the student's name in the 'Search 
criterion:' box. Press the 'Go' button that is located above 'Student search type:', to refresh the list. 
In the refreshed student list, locate the student record. In the row corresponding to the student, 
click on the radio button in the 'Select' column. Then press Create IEP for this student', located 
below the student list. If you cannot find the student's name in the list, then you may not have 
access to the student's information; contact your administrator and request access to read the 
student record for the web- based IEP." 
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As you complete the fields, you can use the vertical scroll bar in your browser to move further down 
the page or keep tabbing from field to field.  You can also use the mouse scroll wheel, the space 
bar (one pane down), or the [Shift]- [Space] keystroke (one pane up). 
 

 

15. Click the 
arrow to see 

the list of 
options for this 

field 

 

16. Click here to Save or 
Cancel this IEP.  Click on 
Print… to print out the IEP 

pages

 
Some of the fields (normal fields and fields in tables) will have pull down menus to choose from a 
list of options for the field.  If the field has a ,  or  arrow (15), click on the arrow and the list 
of options/choices will appear. Drag your cursor to your choice and then release the mouse button.  
Your choice will appear in the field.   
 
Date fields should be entered using a month (i.e. 01 or 1) and day (i.e. 5 or 05), and year (ie 07 or 
2007) format.  It is necessary to use punctuation such as slashes, dashes or periods ("5/13/05", "5-
13-05", "5.13.05", and "05/13/2005"). 
 
If you are not finished with your IEP, click on the Incomplete box to identify this IEP is not yet final 
(located at the top of the page) (14 on previous page).  The Save, Cancel, and Print (16) buttons 
should appear at both the top and the bottom of most pages.  The Save button is only available 
when the IEP is not marked as either reviewed or locked. The Print button on the first page/tab is 
labeled "Print IEP page(s)", while on subsequent pages it is labeled "Print page". The difference is 
that on the first page, the program will offer to print more than one page, while on subsequent 
pages, the button will generate just that page.  To save your IEP, click on the save button, or any 
of the navigation tabs at the top of the page (to move to another page). SELPA Manager will save 
any changes made on the page that you are leaving.  To exit the program you must first exit the 
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IEP (save or cancel) then click on Logout in the Students/IEP List (initial screen after logon) 
window.  If the browser window is closed without first pressing SAVE or a page tab, any changes 
made to the last page that you edited before closing the window, will not be saved. 
 
Occasionally, you will find a table on a form.  This is usually where a list of information will be 
collected.  In this example, the table will contain a list of services the student will be receiving.  
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To add an item to the list (table) click on the ‘Add service’ button (18).  If you have accidentally 
added an extra line in the list (table) click on the click the radio button (17) for the service you want 
to remove then click on the ‘Remove service’ button (18).  To edit a service, click on the radio 
button of the service to be edited, then click on the ‘Edit service’ button (18). 
 
When you click on ‘Add service’ or ‘Edit service’, your browser will bring up a window containing 
fields listed in the table.  Enter the appropriate data and click on ‘Save’ (19).  If you have made a 
mistake in any of the fields, click in that field to highlight it and then retype or choose the correct 
information. If you click on ‘Cancel’ (20) in this window, no changes will be saved and you will be 
returned to the IEP page containing the table.  The ‘Save’ button is not available when the IEP has 
been marked as reviewed or locked. 
 

 

17. Click on the radio 
button to tell the 

program which service 
you want to edit or 

remove 
18. Click here to add, 

edit or remove 
services 

19. Click here to save 
the information after 
you have filled in the 

fields

20. Click here to 
cancel any changes 

and return to the IEP 
page 



Goals and objectives 
An important part of the IEP are goals and objectives/benchmarks.  The student can have one or 
more goals per IEP.  Multiple goals will appear on separate pages.  Goals should be definitive and 
measurable.   
 
To make this task easier SELPA Manager has included a palette where you can scroll to find a 
goal and/or objective that can be added to the IEP with a couple of clicks.   
 
SELPA Manager provides three entry page options for goals.  You can use any of the three forms, 
depending upon which button is pressed from the list . There is an 
illustration of each entry option later in this manual.  A goal created in one form can be viewed, 
edited, or printed in any of the three forms; the form used to create the goal does not limit 
subsequent access. 

Goals and Objectives Palette 
There are ACSA/CARS goals available to install/import, you can also have your own goals 
installed/imported.  Contact your SELPA Manager Administrator about importing goals. 
 
To add a goal or goal and benchmark to your IEP, you must be on the Goals page (select the 
Goals button at the top of the IEP- )  .If there are no existing goals or to add an additional 
goal click on the ‘Add new goal’ button for the appropriate style you want.  This will bring up a new 
blank goal/benchmark page.  You must click on the ‘Add new goal’ button for each goal you want 
to add to the IEP. 
 

 

Click here to select the 
existing goal to edit. 

Then…. 

Choose appropriate style to 
edit. 

Click here to bring up 
a new blank goal page 

 
If the ACSA/CARS goals have been installed, you can click on the ‘Palette’ link  to see a list 
that includes goals and benchmarks/objectives.  You can also type your goal and benchmark 
directly in each field. Use your browser scroll bar to move down to the goal list.   
 
You can also use the goals only palette to add only the goal to your page and then manually add 
your own benchmark/objective.  When you click on the ‘Goals-only palette’ link  you’ll 
see a list of goals instead of an expanded list of goals and objectives.  To place a goal into the IEP 
from the goals-only palette, click on one of the burgundy-colored goals in the palette.  To move up 
or down in either of the palettes, use the mouse scroll wheel or the palette window scroll bar. You 
can also search for a particular section in the palette by using the standard Find keystroke, 
[CMD/CNTRL]-F, then enter a portion of the area of need, category, objective, or goal description. 
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Goals and Objectives 
Palette 

 
The Goals and Objectives Palette is organized into five levels: 1. Area of need; 2. Category; 3. 
Measurable objective; 4. Goal; and 5. Benchmark. Clicking on the benchmark text at the final (fifth 
indent) level causes all five items to be added onto the goal page of the student's IEP. However, 
clicking on any of the other levels (1-4) will not add the item onto the goal page. You can only add 
more than one benchmark to the same goal page, if the two benchmarks share a common goal in 
the palette. 

Expanded goals and 
Objectives 

Goal level Title of Goal 

Goal Description 

Objective/Benchmark 
Description 

 
The palette list will contain the complete goal (title and description) followed by the 
Benchmarks/Objectives appearing in green.  Click on the benchmark/objective you want to use, a 
window will appear asking if you want to paste the objective into the IEP.  Click on OK to add to the 
current goal page.  If you are using goals only palette, your available goals will appear in burgundy 
text.  Click on the burgundy text to paste into your goal page. 
 

 
 
Once the goal or goal and benchmark/objective have been placed on the IEP form you can edit the 
text to personalize the goal and objective to meet the student’s needs. 
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The State IEP Web Forms (DFL4) 
In this section you will find specific instructions on program operation for each form.  General 
information about moving around and entering data is discussed in the previous section of this 
manual.  The content of the forms would be the same as the paper forms.  If you have questions 
about what to enter in a field, please refer to your local Special Education Director/Manager or 
SELPA Director. 
 

IEP (1) 
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Enter the 
appropriate dates in 

a mm/dd/yyyy 
format 

Click on the 
appropriate ‘radio’ 

button(s). 

Use drop-downs 
where possible for 

specific field 
requirements 



IEP (1), continued… 

 

Choose the primary 
and secondary 

disability -- use the 
drop-down to add.  

If additional 
disabilities are to be 

listed, use the 
‘Other disabilities’ 

list 

A student can have 
up to 4 ethnicities 

listed. 

Display area for 
additional 

disabilities other 
than primary 

disability 

You can [SHIFT]-
click or [CNTRL]- 
click to select more 
than one secondary 

disability 
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Transition Services (1A) 
 

 

Use drop-downs 
where possible for 

specific field 
requirements

Click in the box 
and type. 
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ITP (1B) 
 

 

Click to put a check 
in the appropriate 

boxes. 
Enter the 

appropriate dates in 
a mm/dd/yyyy 

format 

Click on the 
appropriate ‘radio’ 
button(s) to answer 

the question(s) 

Click and type to 
complete the 

appropriate boxes. 
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PLAA (2) 
 

 

Enter the 
appropriate dates in 

a mm/dd/yyyy 
format 

This page, when 
printed, expands 

based on the 
amount of text 

entered. 

 

Click and type to 
complete the 

appropriate boxes. 
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Special Factors and Testing (3) 
 

 

Click on the 
appropriate ‘radio’ 
button(s) to answer 

the question(s) 

SELPA Manager   page 19 
IEP Program Manual 

 

Use drop-downs 
where possible for 

specific field 
requirements 



Goals (4 A-B-C) 
If this is a new Goal you will see a window appear saying there are no existing goals for this 
student (similar to the Transition view).  To add a goal click on the New goal button for the style of 
your choice.   
 
If there are existing goals, you will see them listed.  To edit an existing goal click the radio button to 
select the goal you want to edit.  Now click on the edit goal button for they style  (A, B or C) you 
want.  Or, you can add a new goal (New goal), go back to the Eligibility page (back to IEP pg. 1), or 
back to the Assessments page (Back to IEP list). 
 

 

Click here to select 
the goal Existing Goal and 

Area of Need 

Select goal then 
click here to edit an 
existing goal in this 

IEP 
Click here to add a 

new goal to this 
IEP 

 
Following are samples of the three goal styles (A, B or C).  All three goal page styles, when 
printed, expand based on the amount of text entered. 
 

Goal Style A 
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Goal Style B 

 
 

Goal Style C 

 
 

Once you have selected the new goal or existing goal option, enter  the appropriate information.  
For ease with your goals, a goals palette is available.  You can type your own goals or begin by 
using the Goals Palette and editing to make the goal specific for the student. 
 
To use the Palette, click on the Palette link  or Goals-only Palette link .  
To use the goals follow the instructions in the Goals and Objectives Palette section discussed 
earlier in this manual. 
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Services (5a) 
 

 

This page, when printed, expands based on 
the number of entries in the supplementary 
aids and services list, and/or the special 
education and related services list. 

Click (select) the radio button for 
the service to be edited, then click 
here to edit a service in the table 

To delete a row in the table, click (select) the 
radio button for the service to be deleted, 

then click here 
Click here to add a 

service in the table (list) 
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Placement (5b) 
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Signature/Consent (6) 
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Meeting comments (7) 
 

 

Click in the field and begin typing, then 
click on Save 

 
This page, when printed, expands based 

on the amount of text entered. 
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Team amendments (8) 
 

 

Click in the field and begin typing, then 
click on Save 

 
This page, when printed, expands based 

on the amount of text entered. 

 

SELPA Manager   page 26 
IEP Program Manual 



SLD eligibility (9A) 
 

 

Use the drop-downs, click on the appropriate 
radio buttons, and click in the text boxes to 

complete the information on this page. 

Use the scroll bar in your browser window to 
move up or down the page in order to complete 

all the information needed. 
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SLD eligibility (9A), Cotinued… 
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SLD discrepancy (9B) 
 

 

Click in the fields and enter the information. 
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Notice of IEP Meeting (10) 
 

 

Use the scroll bar in your browser window to 
move up or down the page in order to complete 

all the information needed. 
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IEP Team Member Excusal (15) 
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Summary of Academic Achievement and Functional Performance (17a) 
 

 

Click in the boxes 
and begin typing. 
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Summary of Academic Achievement and Functional Performance (17b) 
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Check the appropriate box(s) and 
complete additional information 

where needed. 



Appendix D 
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Click in the field and begin typing, then 
click on Save 

 
This page, when printed, expands based 

on the amount of text entered. 



Printing your forms 
 
You can print one or more pages of the IEP form, whether or not you have entered any information 
onto a particular page. If you are currently on any IEP page but the first, you can print that page but 
to print multiple pages you must go to the first page by clicking on the IEP (1) tab. 
 
When you click on the print IEP page(s)  link a window will appear with a list of the forms.  Click the 
checkbox for the form(s) you want to print.  If you would like to print blank forms click in the 
checkbox titled Print blank form(s).  Click Print to send your selections to the printer. 
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Put a check in the box 
next to the forms you 

want to print. 

To print blank forms 
click on the 

checkbox for Blanks 

Click Print to send 
your selections to the 

printer. 

After you have selected which 
pages to print the Print button 
sends the request to the web 

server. The web server should 
generate the requested pages as a 
pdf (Portable Document Format), 
which will be returned to the web 
browser when you click on a link 

to the processed job. 



After you click on the Print button an information window will appear explaining how to print and 
then return to your previous location 
 

 
 
Click on the link in step 1 to view and print the forms selected in the previous window. 
 
After printing your form(s) click on your browser’s back arrow button one time to return to the 
directions page then click on the link in step 5 where it says ‘click here’.  This will take you back to 
the IEP form page. 
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Glossary 
 
Currently under construction…. 
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