EdPlan/EasyIEP How To:  Invitation
1. Log into EdPlan
2. Select Student from caseload
3. Go to Documents
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4. Locate and select Invitation (4a). Create Final Document (4b).
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5. New window opens. 
[bookmark: _GoBack]	a. Select who will receive the invitation.
	b. Select address for the student.
	c. Add date of meeting, meeting time, purpose, location and address.
	d. Select which team member will be included on the invite. Add team member role.
	e. Add other representatives attending, if any.
	f. Add who is sending the letter of invite.
	g. Print return page, check yes.  This will provide a response sheet for parents to RSVP to the meeting.  
	h. Select “Create Final Document”. 
	i. Invitation has been completed.  Invitation will be stored in “Documents folder” and under tab “Invitations and Contacts”. 
 2016                                                                                                                                                             Page 1 of 1

image1.png
EdPlan....... o ot

Main Menu  Students  Wizards  SmartScan ) Reports ) Admin/District Info ) My Account ) PCG

Studentinfo  Parents Invitations and Contacts  » Special Ed  » EarlyOn ) Admin  History  Documents

Documents

Mait




image2.png
Documents: Special Education

©1EPata Glance ‘Acknowledgement of Revocation of Parent Consent - REQUIRED.
© Interim Aternative Educational Seting © Summary of Performance

© Manffestaton Determination Review © Acknowledgement of Revozation of Parent Consent.

© Notice © Notie for Exit o Special Education

© Revocation of Parentl Consent for Special Education





