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Choose EAST COUNTY SELPA to work with students in the EAST COUNTY SELPA. 

To get here, enter this address:  

hƩps://7.spedforms.org 

This is a great screen to Add to your FAVORITES.  The address to this screen is: 

hƩps://7.spedforms.org/3701 

(NOTE:  The YELLOW box contains the required Setup instrucƟons for Your browser) 



 

Page 3 

Click on YOUR SETUP  

To go to your personal setup opƟons in SpEd 

Forms 

To set your default view to ADMIN MENU when you 

log in: 

1.  click on YOUR SETUP 
2.  Click on 1. PROFILE 
3.  Change DEFAULT VIEW to Admin Menu 
4.  Save 
The next Ɵme you log in to SpEd Forms, the Admin 
Menu will appear. 

Click on 1. Profile 

To change your Profile informaƟon or 

password 

The DEFAULT VIEW 
will be set to log you 
directly to the MAIN 
MENU (aka Teacher 
Menu). 

To change this seƫng 
so that you see the 
ADMIN MENU at log 
in, choose ADMIN 
MENU in the Default 
View opƟon. 

Please include a 
phone number and at 
email address in your 
Contact informaƟon 
so that others have a 
way to reach you if a 
quesƟon arises about 
any of your students. 
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Click on 2. Goals 

To add or edit personal goals.  

This personal goal library will be 

available to you as a choice when 

you insert goals into a student’s 

Goal on Goal Page 4. 
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Click on 4. Team Member List 

To add or edit a personal team 

member list.  This personal team 

member list will be available on 

any form that requires staff 

names to be entered.  It’s a short‐

cut method for you to save a list 

of names/Ɵtles of staff with 

whom you frequently share 

students. 

You may add as many names/Ɵtles as you like.  You will be able to select from this list when it is chosen on a 

signature or meeƟng noƟce page. 
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To find or work with a student or students: 
1.  click on STUDENTS at the top of the Admin Menu screen 
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To find a student or students, idenƟfy the SERVING DISTRICT, STATUS, GRADE, or other criteria OR simply enter all of part of 
the student’s first and/or last name.  (Hint:  entering at least the first 3 characters or both names gets great results if you’re 
unsure of the spelling). 
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Click VIEW or use the short‐cuts in the MORE sub‐menu to get to the student’s FORM MENU or an opƟon on 
the FORM MENU. 

 

The FORM MENU (below) can be reached from VIEW or go directly to the IEP Menu by using the IEP selecƟon 
on the MORE sub‐menu. 
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By using the IEP short‐cut from the MORE sub‐menu, the IEP Menu can be accessed directly from the Student 
List. 
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By using the SETUP short‐cut from the MORE sub‐menu, the Student Setup form can be accessed directly from the 
Student List.  On this form, you can visually see and verify dates, schools, projected schools/teachers and general in‐
formaƟon including parent names, addresses and phone number. 
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To indicate that this IEP is now in TransiƟon, checkmark the TRANSITION checkbox and click SAVE.  The name of the 

IEP at the top of the IEP MENU will now read “TRANSITION INDIVIDUALIZED EDUCATION PROGRAM”.  To see the new 

name, click on the EP MENU buƩon at the top of the screen (in the blue/green box with the gray SpEd Forms Naviga‐

Ɵon buƩons. 
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NOTES: 

Form 1A 

Individual TransiƟon Plan 1 

(see SpEd Forms for the 

enƟre form) 

Form 1B 

Individual TransiƟon Plan 2 

(see SpEd Forms for the 

enƟre form) 
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NOTES: 

Form 3A 

Special Factors 

(see SpEd Forms for the 

enƟre form) 

Form 2  

Present Levels 

(see SpEd Forms for the enƟre 

form) 
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NOTES: 

Form 3B Statewide Assessments Form   (see SpEd Forms for the enƟre form) 
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NOTES: 

Form 4 Annual Goals   (see SpEd Forms for the enƟre form) 
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NOTES: 

Form 5A Services    (see SpEd Forms for the enƟre form) 
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NOTES: 

Form 5B EducaƟonal Seƫngs Form    (see SpEd Forms for the enƟre form) 
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NOTES: 

Form 6, 7 and 8 Signature Form, IEP Team MeeƟng Comments, IEP Amendment Page    (see SpEd Forms for the enƟre form) 

To view Comments from previously Finalized (Saved to history) IEPs, please see the student’s HISTORY menu.  MeeƟng Com‐

ments and Amendment Comments are cleared from the “working copy” aŌer the IEP is placed in History. 
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NOTES: 
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NOTES: 
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The ValidaƟon screen has 3 secƟons: 

1.  General quesƟons that act as reminders– 
these may change from Ɵme to Ɵme.  The 
informaƟon is not collected or reported 
but you must acƟvely check a box to move 
one.  SomeƟnes a Ɵckler is helpful! 

2.  The middle secƟon checks all of the 
CASEMIS fields for VALID data for Student 
Table A and Services Table B.  You may 
make changes to your CASEMIS data on 
this screen without having to go back to a 
Form (except IniƟal Referral, IniƟal 
Referred By and a few others that need to 
be changed only in the original place of 
entry).  The fields are numbered using the 
same numbering system in the CASEMIS 
Technical Assistance Guide (TAG) for easier 
reference.  The column on the far right 
(happy/sad faces) will appear GREEN when 
the data is valid, ORANGE when the data is 
incorrect or not selected,   The ORANGE 
face will be shown in a BLUE background 
for a WARNING.  Warnings are not 
considered an Error and will NOT stop the 
ValidaƟon process. 

  If the CASEMIS porƟon passes 
ValidaƟon, a “buƩon” will appear at the top: 

1.  The last secƟon checks for compliance and 
will display a message for each required 
field that is emprty.  A link is provided to 
the form requiring correcƟon. 

  When ALL secƟons pass ValidaƟon, 
this buƩon will appear: 
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Assigning IEP Team Members to Students 

ADMIN MENU | Student or GoTo Admin Students 

Accessing IEP History and Other Documents 

Student Form Menu (from VIEW buƩon) 
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Uploading Documents (to History) 

Student History (from Student Form Menu or short‐cut on Student List) 

Clicking on UPLOAD FILE will provide prompts to find your file and enter a user‐friendly descripƟon (see the red descripƟon above for 

uploaded file “EvaluaƟon 20111011‐MF”).  The file is uploaded and appears as an entry in the History Menu.   

Keep in mind—if you upload a Word doc from a Mac or older version and someone else is using a new verions, they may not be able 
to use, open or view the document.  Also, if you upload a naƟve document, someone else may be able to open and change your 
document. 

Using PDF document may provide the best generic document for sharing and the least likely to be modified without your permission. 

ExiƟng Students from Special EducaƟon 

Exit form from Student Form Menu 

The EXIT STUDENT opƟon at the top of the Student Form Menu will open the Exit Form.  This form will allow you to write a 
comment, print and give to a parent without changing any of the required CASEMIS reporƟng informaƟon.  When you finish the 
EXIT process, a CASEMIS record will be updated, a record will be send to History and the Student eval_status will be changed to 
reflect the student’s new exited status of InacƟve.  InacƟve students may be accessed by Admin level staff. 

REMEMBER!  Never remove a Disability, Service or any other informaƟon from the IEP of a student leaving Special Ed.  Year‐end 
reporƟng requires that we send the LAST IEP informaƟon even for Exited Students. 
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WISER 
SCREEN 

WISER  
FIELD 

SPED FORMS  
FIELD 

SPED FORMS  
SCREEN 

Form 1: Actions 
& Dates 

IEP Revision Date IEP Date IEP 1. Student Information 

Form 1: Actions 
& Dates 

IEP Action: Discipline 
Review 

Pre-Expulsion IEP 1. Student Information 

Form 1: Actions 
& Dates 

IEP Action: Incoming 9th “Transition” IEP 1. Student Information 

Form 1: Actions 
& Dates 

NA Expanded IEP (no longer used) IEP 1. Student Information 

Form 1: Actions 
& Dates 

GUHSD SE Start Date Began SpEd Services at 
this district: 
 

Student Setup 

Form 1: Actions 
& Dates 

Prior Intervention 
(always blank) 

Has the student received IDEA 
Early Intervening Services… 
(always NO) 

IEP 1. Student Information 

Reassessment 
Plan Form 

Reassessment Plan 
Form 

Triennial (3-Year) Re-
evaluation 

IEP 1. Student Information 

Reassessment 
Plan Form	
  

• Option 2 
(Reassessment 
using existing 
records) 

• Summary of Progress 
and Current 
Educational 
Performance 

IEP 1. Student Information 

Reassessment 
Plan Form	
  

• Option 3 
(Reassessment 
which includes 
collection of 
additional data) 

• Full Re-evaluation IEP 1. Student Information 

Reassessment 
Plan Form	
  

• 3-Year Review 
Option 1 (Parent 
& District agree 
to waive 3-year 
reassessment) 

• Other (enter “ Parent & 
District agree to waive 
3-year reassessment”) 

IEP 1. Student Information 

Form 2A: 
Transition/Grad 

Concerns of Parent Concerns of parent/adult 
student relevant to educational 
progress 

IEP 2. Present Levels 

Form 2A: 
Transition/Grad 

Current Strengths, 
Preferences & Interests 
of Student 

Strengths/Preferences/Interests IEP 2. Present Levels 

Form 2A: 
Transition/Grad 

On or before the 
student's 17th birthday… 

• On or before the 
student's 17th 
birthday… 

• Transfer of Rights 
Form 

 

• IEP 1B:  Individual 
Transition Plan 2 

• Transfer of Rights Form 

Form 2A: 
Transition/Grad 

How did student 
participate in post-
secondary transition 
planning? 

Describe how the student 
participated in the process: 

IEP 1A:  Individual Transition 
Plan 1 

Form 2A: 
Transition/Grad 

Age-appropriate 
transition assessments 

Describe the results of the 
assessments:  

IEP 1A:  Individual Transition 
Plan 1 

Form 2A: 
Transition/Grad 

Results of transition 
assessments 

Describe the results of the 
assessments:  

IEP 1A:  Individual Transition 
Plan 1 

Form 2A: 
Transition/Grad 

Projected date for 
completion of high 
school 

Projected Graduation Date 
and/or Secondary Completion 
Date  

IEP 5B:  Educational Setting 
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WISER SCREEN WISER  

FIELD 
SPED FORMS  

FIELD 
SPED FORMS  

SCREEN 
Form 2A: 
Transition/Grad 

• Graduation 
Plan 

• ----- IEP 1B:  Individual Transition 
Plan 2 

Form 2A: 
Transition/Grad 

Diploma Diplomas IEP 1B:  Individual Transition 
Plan 2 

Form 2A: 
Transition/Grad 

Certificate of 
Educational 
Achievement 

NA IEP 1B:  Individual Transition 
Plan 2 

Form 2A: 
Transition/Grad 

CAHSEE Info CAHSEE Info IEP 1B:  Individual Transition 
Plan 2 

Transcript NA Passed Algebra 1 IEP 1B:  Individual Transition 
Plan 2 

Form 2A: 
Transition/Grad 

See attached transcript See attached transcript 
documentation 

IEP 1B:  Individual Transition 
Plan 2 

Form 2B: ITP 
Courses 

Course of Study Course of Study IEP 1B:  Individual Transition 
Plan 2 

Form 2B:  
• ITP 

Training/Ed 
• ITP 

Employment 
• ITP Ind Living 

Post Secondary Goal 
Fields 

Post Secondary Goal Fields IEP 1A:  Individual Transition 
Plan 1 

Form 2B:  Date and Results (of 
Transition Activities) 

NA NA 

Form 2B: ITP 
Evaluation 

8 ITP compliance 
questions 

8 ITP compliance questions 
embedded within IEP 1A and 
1B 

• IEP 1A:  Individual 
Transition Plan 1 

• IEP 1B:  Individual 
Transition Plan 2 

Form 2C Present 
Levels 

GUHSD Assessment 
Profile 

Results of Statewide 
Assessments 

IEP 2. Present Levels 

Form 2C Present 
Levels 

Reading, Writing, 
Mathematics 

Preacademic/Academic/ 
Functional Skills(including 
classroom performance in all 
academic areas) 

IEP 2. Present Levels 

Form 2C Present 
Levels 

Area of Need – Annual 
Goal(s) Needed 

For student to receive 
educational benefit, goals will 
be written to address the 
following areas of need: 

IEP 3A. Special Factors 

Form 2C Present 
Levels 

Other (area of need to 
be addressed with 
accomm/mod) 

NA NA 
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WISER SCREEN WISER  

FIELD 
SPED FORMS  

FIELD 
SPED FORMS  

SCREEN 
IEP Form 3A: 
Special Factors 

Special Factor Fields Special Factor Fields IEP 3A. Special Factors 

IEP Form 3A: 
Special Factors 

Parents will be 
Informed of Progress 
On IEP Goals 

Parents will be Informed of 
Progress 
 

IEP 5B. Educational Setting 

IEP Form 3B: 
STAR  

CMA is appropriate 
because (specified for 
each subject area) 

• The student will not 
participate in CST because 
(specified once) 

Participation in the CAPA/CMA 
is appropriate because 
(specified once) 

IEP 3B. Statewide Assessments 

IEP Form 3C: 
Other 
Assessments 

CAHSEE CAHSEE IEP 3B. Statewide Assessments 

IEP Form 3C: 
Other 
Assessments 

Physical Fitness Test Physical Fitness Test IEP 3B. Statewide Assessments 

IEP Form 3C: 
Other 
Assessments 

CELDT CELDT IEP 3B. Statewide Assessments 

IEP Form 3C: 
Other 
Assessments 

Alternate to CELDT Other IEP 3B. Statewide Assessments 

IEP Form 4A/4B Supports Post-
Secondary Goals of 
(can select multiple 
Post-Secondary Goals) 

Transition Goal  (can only 
select one corresponding Post-
Secondary Goal) 

IEP 4. Annual Goals 

IEP Form 5A:  
Aids & Supports 

Supplementary Aids 
(for Student) 

Supplementary Aids, Services 
& Other Supports For School 
Personnel, Or For Student, Or 
On Behalf Of The Student 

IEP 5A. Services 

IEP Form 5A:  
Aids & Supports 

Supports for School 
Personnel 

Supplementary Aids, Services 
& Other Supports For School 
Personnel, Or For Student, Or 
On Behalf Of The Student 

IEP 5A. Services 

IEP Form 5A:  
Aids & Supports 

Modified Courses Insert into Supplementary Aids, 
Services & Other Supports For 
School Personnel, Or For 
Student, Or On Behalf Of The 
Student 

IEP 5A. Services 
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WISER SCREEN WISER  
FIELD 

SPED FORMS  
FIELD 

SPED FORMS  
SCREEN 

IEP Form 5B: 
Services 

End Date (may be left 
blank if service to 
continue to next AR) 

End Date (must be entered) IEP 5A. Services 

Form 2B:  
• ITP 

Training/Ed 
• ITP 

Employment 
ITP Ind Living 

Transition Service 
Codes as  
Appropriate (enter 
service(s) as 
appropriate) 

Transition Area (for transition 
related services, specify the 
Post-Secondary Goal it 
supports – only one Post-
Secondary Goal can be 
specified per service) 

IEP 5A. Services 

IEP Form 5C: 
Educational 
Setting 

Recommended 
Educational Setting 
Fields 

Next School Fields Student Setup 

IEP Form 5C: 
Transportation 

Special Education 
Transportation: Check 
type of transportation 

Transportation: Enter type of 
transportation (Use WISER 
types and descriptions) 

IEP 5B. Educational Setting 

IEP Form 5C: 
Transportation 

Instructions/Special 
Arrangements 

Use Transportation field IEP 5B. Educational Setting 

IEP Form 5C: 
Transportation 

Start Date/End 
Date/Start Time/End 
Time 

Use Transportation field IEP 5B. Educational Setting 

IEP Form 6:  
Signatures & 
Parent Response 

Parent Response 
Received Date 

Service plan filed Date 
(Finalized) 
 

Student Setup 

IEP Form 6:  
Signatures & 
Parent Response 

LEA Approved 
(Proposed Status) 

Validate CASEMIS (Validated 
Status) 

CASEMIS Audit 



Getting	
  Help	
  will	
  using	
  SpEd	
  Forms	
  

	
  

1. 	
  At	
  the	
  login	
  page,	
  just	
  before	
  entering	
  your	
  ID	
  and	
  password,	
  there	
  is	
  a	
  Link	
  in	
  the	
  Yellow	
  box	
  
with	
  Browser	
  setup	
  instructions.	
  	
  It	
  will	
  help	
  you	
  make	
  changes	
  to	
  your	
  browser,	
  if	
  needed,	
  to	
  

make	
  SpEd	
  Forms	
  work	
  and	
  print	
  best	
  on	
  you	
  computer.	
  	
  This	
  should	
  be	
  checked	
  and	
  set	
  for	
  
each	
  computer	
  you	
  use	
  to	
  access	
  SpEd	
  Forms.	
  	
  Sometimes	
  your	
  browser	
  will	
  automatically	
  
update	
  and	
  change	
  these	
  settings,	
  so	
  if	
  you	
  are	
  experiencing	
  printing	
  or	
  other	
  problems,	
  check	
  

these	
  settings	
  and	
  reset	
  if	
  needed.	
  	
  	
  

Tip,	
  Set	
  the	
  margins	
  top	
  and	
  bottom	
  margins	
  as	
  small	
  as	
  your	
  browser	
  will	
  allow	
  to	
  eliminate	
  page	
  
breaks	
  that	
  leave	
  1	
  or	
  2	
  lines	
  from	
  the	
  bottom	
  of	
  one	
  page	
  on	
  completely	
  separate	
  page.	
  	
  A	
  page	
  break	
  

can	
  be	
  inserted	
  using	
  the	
  top	
  menu	
  bar	
  to	
  keep	
  signatures	
  and	
  sections	
  on	
  the	
  same	
  page	
  if	
  the	
  
automatic	
  break	
  seems	
  to	
  cut	
  up	
  the	
  flow	
  of	
  the	
  IEP.)	
  

2. Additional	
  Help	
  is	
  available	
  from	
  the	
  drop	
  down	
  arrow	
  in	
  the	
  “Go	
  To”	
  box.	
  	
  You	
  can	
  go	
  to	
  specific	
  
instructions	
  for	
  Teachers	
  and	
  other	
  providers	
  but	
  choosing	
  the	
  Educator	
  Guide	
  you	
  can	
  access	
  

the	
  instructions	
  for	
  Administrators	
  using	
  Admin	
  Guide.	
  
3. To	
  	
  access	
  the	
  State	
  SELPA	
  forms	
  manual,	
  click	
  on	
  the	
  	
  “?”	
  on	
  the	
  Student	
  Forms	
  menu	
  beside	
  

the	
  link	
  to	
  IEP.	
  	
  This	
  provides	
  legal	
  and	
  practical	
  information	
  about	
  requirements	
  for	
  each	
  page	
  

of	
  the	
  IEP.	
  
4. Webinar	
  Tutorials	
  with	
  audio	
  and	
  visual	
  instructions	
  are	
  available	
  on	
  You	
  Tube.	
  	
  Search	
  	
  “SpEd	
  

Forms”	
  to	
  get	
  a	
  list	
  of	
  topics.	
  	
  If	
  YouTube	
  is	
  blocked	
  at	
  your	
  school	
  site,	
  Teacher	
  Tube	
  also	
  has	
  

the	
  tutorials.	
  	
  	
  	
  	
  	
  
	
  

	
  

	
  

	
  

	
  

	
  



REQUIRED STEPS PRIOR TO IEP IMPLEMENTATION 

 

All of the following steps in SPED Forms must be completed before the IEP 
can be implemented: 

1. Parent participation entered on IEP Form 6 (if parent participated in the 
IEP meeting by attending, phone conference, or other means; or agreed 
meeting was not necessary to amend the IEP). 

2. Date parent signed IEP entered on IEP Form 6. 
3. IEP Validated for CASEMIS (button at top of Individualized Education 

Program Menu).  This step ensures that all of the data comports with state 
reporting requirements. 

4. Service Plan Filed Date is entered at top of Student Setup screen.  This 
is the date the district received parent written consent to the IEP. 

5. Finalize IEP – and – Send CASEMIS Data button is clicked.  This button 
only appears after successful validation and is on the Validate IEP Screen.  
This action results in the “finalized” IEP being sent to History, which is 
accessible from the top of the Forms Menu by selecting History/Files.  For 
incoming 9th graders, this step is only completed after July 1. 




