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CREATING DRAFT COMPONENTS ï SERVICE PROVIDERS 

Evaluators or service providers are now able to create draft information to be 
included in the IEP/IIIP/IFSPs. The Case Manager can merge this draft 
information into documents from all contributors, allowing them to work 
collaboratively.  With version 4.7, draft document components will be tied to a 
student rather than a particular IEP/IIIP/IFSP.   Likewise, with 4.7 there is the 
ability to copy items from previous plans as a starting point for draft items which 
can then be edited if appropriate. 

Draft Items 

Certain draft items will be available to you based on the Role you have been 
assigned in the Student Plans system. 
 
An evaluator or service provider can make suggestions as to what services a 
student should be getting ï these are now called ñdraft components.ò  One 
person can add to or edit a draft created by another person.  The collaborator 
column will show all those that were involved with the draft component.  The 
case manager can then review the list of suggested draft components and add 
those he/she thinks are appropriate. 
 
As a service provider, the first screen that displays is My Services. 
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Links to these sections: 

Draft Services 

Descriptions of Child 
Draft Goals 
Draft Adaptation Texts 
Draft Adaptation Details 
Draft IEP PLEP 
Draft 504 Accommodations 
 

DRAFT COMPONENTS 

Draft Services         ĕ 

Note that the behavior for Service Providers and Evaluators is slightly different 
(as noted below) because Service Providers are most typically involved after a 
plan has already been finalized. 
 
 

1.  Click Draft Components on menu bar.   The Document Collaboration page is 
displayed with Services as default page 

 

 
 

2. Click the Create New Draft Item   The Draft Service Definition page is 
displayed. 
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3. Click in the drop-down menus, checkboxes, 
and text boxes and fill in or change all of the 
required information. 
 
When complete, change status box to 
complete. 
 
 

The items labeled with red text and an 
asterisk (*) are required information that 
must be filled in if theyôre not already. 
 

 If you donôt know all of the 
information at this time, you may 
leave some of it blank, but youôll 
need to come back later and fill it in 
before you can finalize the plan. 
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4. Click the Submit button. The Document Collaboration page is re-
displayed with the service just created. 

  

 
 

5. Click the Edit link in the table for service 
items you wish to edit.   
 
Ack/App/Lock columns will show whether a 
case manager has acknowledged, 
approved or locked the goal. 

Note:  That the collaborator name for that 
goal is displayed.  Also, the case manager 
will see additional columns. óProgô in stat 
column indicates that it is in progress.  
óCompô in stat column indicates the goal is 
complete.  

6. Click print to display services  
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Choose Service from Existing Plan as Draft 

1. Select Choose Service from Existing Plan as 
Draft link 

 

  

 
 

2. Click + to expand, - to contract services.  
Select services to copy to new draft 

All services provided for student will be 
displayed. 

 

 

3. Click submit and new service page will be 
displayed with updated information 
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4. Click print to print all services selected Note:  The services that are copied into the 
plan from another plan will need to be edited 
so that the service start and stop times can 
be input 
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OTHER DRAFT COMPONENTS      ĕ 

Draft Goals         ĕ 

There are a number of ways to put goals and objectives together: 

 You can use the Goal Library and choose both the goal and objectives. 

 You can choose to write your own goal and then search the library just for 
an objective. 

 You can select a goal from the library and write your own objectives. 

The following procedure walks through all of the elements, but they can be 
combined in different ways. 
 

1. Click Draft Components on menu bar. The Document Collaboration page is 
displayed. 

 

 
 

2.  Click the Goals tab  
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Create New Draft Item 

3.  Click on Create New Draft Item link Draft Goal Definition page is displayed 

 

 

4.  Click on the Goal Area drop-down menu and 
select the desired Goal Area. 

 

5.  Click in the search patterns boxes and add 
additional search criteria as you wish. 

These are optional and can be used to 
narrow your search.  Enter one key word in 
each box. 

6.  Click the Submit button. The Goal Library Search Results page is 
displayed. 
 
Note that only a portion of the Goal text is 
included in the table. 
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7.  Click the ñmoreò link for one of the Goals. The full text will be displayed in an 
Instructional Goal Display pop-up window. 

  

 

8.  Click the close button. The pop-up window closes. 

9.  Click in a radio button to select the Goal you 
wish to use in this plan. 

 

10.  Click the Submit button. The Goal Library Objective Search Results 
page is displayed.  
 
Note that only a portion of the Goal 
Objective text is included in the table. 
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11.  Click the ñmoreò link for one of the Goal 
Objectives. 

The full text will be displayed in an 
Instructional Goal Objective Display pop-up 
window. 

 

 

12.  Click the close button. The pop-up window closes. 

13.  Click in the checkboxes to select the Goal 
Objectives you wish to include in this plan. 

You may select as many as you wish. 

14.  Click the Submit button. The Draft Goals page is displayed with the 
Goal you just added in the table.  
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15.  Repeat the process to add additional goals as 
necessary. 

 

 

Copy Goals from Existing Plans as Draft 

1. Select Copy Goals from Existing Plans link. All available goals from previous plans will 
display.  Click on ï to compress, +  to 
expand 

 

 
 

2. Select goals to copy into new draft  
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3. Any goals copied in will need to have new 
objectives created.  Click edit next to goal to 
add objectives. 
Ack/App/Lock columns will show whether a 
case manager has acknowledged, approved or 
locked the goal. 

Note:  The collaborator name for that goal 
is displayed.  Also, the case manager will 
see additional columns. óProgô in stat 
column indicates that it is in progress.  
óCompô in stat column indicates the goal is 
complete.  
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Print Draft Goals 

1.  

 

2. Click print to display current goals and 
objectives 
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Adaptations ï Using Text boxes      ĕ 

1.  Click draft components on menu bar, select 
Adaptation Texts tab 

The Document Collaboration screen is 
displayed. 

 

 
 

2. Click Create New Draft Item Draft Adaptation screen is displayed 

 

 

3. Click the radio button for the type of 
adaptation that needs to be input.  Only one 
radio button can be selected.  Click submit. 

Note:  Input each adaptation type one at a 
time, clicking submit when done.  Create a 
new draft item for each adaptation type. 
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4. Click Copy Adaptation Text from Existing 
Plans as drafts if desired 

Click + to expand sections or ï to contract 

 

 

5. Select adaptations to copy.  Click submit Draft Collaborations screen will now display 
the following adaptations 

  

 

6. Click edit to modify adaptation text content 
 
Ack/App/Lock columns will show whether a 
case manager has acknowledged, approved 
or locked the goal. 

Note:  The collaborator name for that goal is 
displayed.  Also, the case manager will see 
additional columns. óProgô in stat column 
indicates that it is in progress.  óCompô in stat 
column indicates the goal is complete.  

 



© 2001 ï 2008  17 of 24 
cmERDC (Central Minnesota Educational Research and Development Council 
All Rights Reserved. 
Creating_Draftcomp47_SP.doc) 

Print Adaptations Text 

1. Click print link on adaptations text tab  

  

 
 

  

 
 


