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In the Student Services View, 
1. Click the Student Top Tab, Filter: All Records. 
2. Click next to the student’s name, Plans Side Tab, use the field set: Default 

 
3. Find the last Inclusive Education Plan (IEP) from the previous school year. Take note of the EndDate 

 
Only DO STEP 4 IF THE END DATE IS NOT 30/09/2XXX 

4.  Select the PLAN 

 
Change the end date to 30/09/2XXX and save 

 
Click the Plans Side Tab 
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5. Click Options, Renew Plan (All Students)   
a. Click the magnifying glass and select student name from the list 
b. Select the PLAN to copy forward (you can copy ANY previous Inclusive Education Plan)  

i. If no plan is selected, a blank plan will be created. 

 
When run, this message will appear: 

  
6. Click the Plans side tab, and the new version of the Inclusive Education Plan will appear. 

 
7. Select the new plan.  Click on the Plan Details sub-Top Tab 

 
 
 


