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[-Stares

[-Star Approvals >
NEW USER TRAINING &

Presented by Harrisburg Project )

ISBE Home

IWAS Access - O

Sign Up Now
e Each I-Star user has to have an IWAS account Get Password
https://secl.isbe.net/iwas/asp/login.asp?js=true Contact Us
Help

Visit the IWAS User Guide or IWAS Training Video for IWAS Help
k + IWAS Help Desk (217) 558-3600 — ,

* Once an account is established, each user has to request access to the I-Star Application

 Itis recommended that users request read-only access to SIS during this time as well

* Once the IWAS account and the I-Star access is approved, I-Star can be accessed under
the System Listing - Reporting - Annual

Categories - click to Expand/ Collapse Tree Authorization

E- Reporting

£ Annual

t. T - Star (Special Education) - Training (7)) &) g [ Authorized |
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[-Star Security

1. From the Landing Page, click Request Access

(? Request Access

Are you not seeing a list of students? Use this link to request a change
to your I-Star security settings.

2. Click Modify beside User’s Assigned System Roles

User's Assigned System Roles (

3. Click Request Access next to the desired roles

Student Claims (C

Student Approvals (Clear)

Access

‘ Student Approvals Full Access

Access
Student Claims Full Access
Student Claims Read Only

Student Approvals Read Only

)

[-Star Security

1. The District Superintendent or Coop Administrator approves Security Requests. From the
Landing Page, click Approve/Deny a Security Request.
1) Approve/Deny a Security Request

At least one person has submitted a security request. Use this quick link to view the details of the request.

2. Click the name of the user to edit their access under the Manage Security Tab (or locate their

request under Security Requests tab) A
["Wanage Security | Security Requests (0) |

User Name filter: All A 8 C D EF G H I3 KLMNOPQRSTUVWXY 2 |Losd]

Approval Logged Is
) e e I e ] = e

Personnel Approvals Full Access.
Personnel Claims Full Access.
1EP Administrator Access
District Security Administrator
Import Personnel Claims Full
Access

3. Click Approve or Deny for the request
then click Save

pistrict admin

Wabash & Ohio Valley Sp Ed u
e True

**Security administration can be
designated by the Superintendent or
Coop Administrator to another users(s)

Personnel Approvals Full Access.
Personnel Claims Full Access.
Student Approvals Full Access
Student Claims Full Access
1EP Administrator Access
District Security Administrator
Import Personnel Claims Full
Access

-

Document
Norris Gity Annex R

District Security Administrator (Clear)

Current

Role Name
Access

|District Security Administrator

2/
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ISBE Manuals ”

Upon distribution of this training material, all information was in accordance with

the Special Education Personnel Approval procedures distributed by the Illinois
State Board of Education

k (This manual should always be consulted to ensure up to date information.) ‘

\
COMING SOON!!!

{ Y

Data Collection Timelines >\

k Personnel Approval Due

June 30

8/23/2021



Personnel Approval

* Search for personnel included in your
Approval file using one or more filter(s)

Approvals and Claims

* Reported - personnel with an approval
record

* Un-Reported - personnel in jurisdiction EIS
upload but no approval record

approvals | Uploaded Files | SEPI Lookup

Reported | Un-Reported |
Personnel Approvals Filter
e enciy: | -
School Year: |2021-2022 v Errors Only: )
e — e ——
Approval Status: Excl [ Spec Ed Type: | ~]Exci O
Work Assign: | ~]Exc

[Clear Search | [Recheck Edits | [ Export to Excel | [ Export to Excel for Import

personnel Approvals ( @ Add)

Personnel Approval

* To add a new personnel click Add and use either District, Last Name, First
Name, Gender combination OR IEIN to locate the desired person

Personnel Approvals |

(Page of ) P v} s " ooy iy

Manage Personnel Claims and Approvals

For an approval, select the personnel, enter the approval parameters and select the work assignments. For a claim, enter the salary information and days
claimed.

Search for and select the person the approval is for.

Personnel Search
[ mwmpe Ly smge |
District: [Wabash & Ohio Valley SpEd Dist__ 7| IEIN: |:|

Last Name:

First Name:
Gender: | |
Include Retired

Search | | Clear Search | | Cancel

Mote: Including a district will search EIS with the entered filters. Leaving the district cut will perform a name search on ELIS.

)’

/)\
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Personnel Approval

* Once person is added, an approval record can be
completed for the employee

* Click the Add icon to add the Work ~>
Assignment(s) and select the FTE from
the drop down.

)
>N

* Full Time Equivalency (FTE) now part of
approval form; required for ALL
employees

(Show current credentials)

Personnel Approval Information

Employed as of: 12/1/2021:

Year: [2021-2022 v

Entity: [Wabash & Ohio Valley Sp Ed Dist (6) ~]

Term: Regular

 (Calculating percentage to assist in
reporting FTE - “Total hours worked, per,

year in the work assignment”, (divi

Work Assignment(::) ( @ Add)
=

Eaic "Delete | Move Up | Move Down | Code | ~Assignment | — Work Assignment Status | ~Regular FIE

No Records Found | | | | I ‘

Enter the new work assignment and click the Save button.

Work Assignment: [ECT - Early Chilahood Teacher. ~]

Show Salary Info ——

Notes (0)
Update Date
No Records Found

by) “normal school day classroom
hours”, equals “total days worked per (
year”. Dividing the “total days worked”
by 180 days, will equal the “total FTE
percentage.”

» Select FTE drop down in [-Star to select
the numerical value that best estima
the amount of time spent.in

ignment and cli

Personnel Approval

FTE for Paraprofessional staff must be reported for each age group served:
- Grades PreK and KG-12

- Estimate the FTE as accurately as possible when time is spent serving both

2/

/)\

age ranges.

{Show current credent]

ME - Mepal
NHA3 - Non-Certified Health Aide {Prek)
NHAS - Non-Certified Health Aide (KG-12)

Paraprofessional Work Assignment Codes:
- PA3=Program Aide serving grade PreK
- PA6=Program Aide serving grades KG-12
- TA3=Teacher’s Aide serving grade PreK
- TA6=Teacher’s Aide serving grades KG-12

- NHA3=Non-certified Health Aide grade PreK
- NHA6=Non-certified Health Aide grades KG-12

”
rd

Enter the new work assig|

Work Assignment:

Special Ed Type: A-!

| Edit | Delete

x
*x

NHV - Hearing/Vision Screener
Year: E MOT - Occupational Therapy Assistant

NPT - Physical Therapy Assistant
Entity: E NSL - Speech,r‘Lalnguage Assistant

PA3 - Program Aide {PreK)

PAS - Program Aide {KG-12)
PAD - Assistant Director
TA3 - Individual Instruction Aide {(Prek)
TAG6 - Individual Instruction Aide (KG-12)
PDG - Diagnostic Teacher
PDL - Daily Living Skills Specialist
PFS - Infant/Toddler/Family Specialist
PH - Physically Handicapped
“ | PIC - In-service Coordinator
PMD - Medical Services Personnel
PMT - Music Therapist

Move ||
ry

=

ployed as

NHA3Z - Non-Certified Health Aide (Prek)

\
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Personnel Approval

* Special Ed Type will no longer be selected. The I-Star system will
automatically match the appropriate Special Education ID code:
- A - Special Education Teacher
- B - Related Services

- C - Paraprofessional
- D - Administrative

» This code will be determined once a Work Assignment is selected

Personnel Approval Information

Year: (2021-2022 ~ Employed as of: 12/1/2021:
Entity: [wabash & Ohio valley Sp Ed Dist (6) v] Total FTE: 1.0

Term: Regular

Work Assignmenti(s) ( @ Add)

| Edit| Delete | _Moveup | _MoveDown | Code | Assignment | Work Assignment Status Regular FTE
| v

| ECT |Early Childhood Teacher ‘Not Qualified ‘1.0

s | x a |

Personnel Approval

This box will default to be checked unless the record is created after December 1 in a school year.

All special education staff who work during the current regular school term should be entered
kinto I-Star even if they were hired after December 1.

Personnel Approval Information
pr e

Year: [2021-2022 v CEmployed as of: 12/1/2021: [
e

Entity: [Wabash & Ohio Valley Sp Ed Dist (6)

Selecting a term code is no
longer necessary. Only

“regular school term” staff
are to be reported.

Special Ed Type: A-Special Education Teachers

Work Assignmenti(s) ( @ Add)

Work Assignment Status Regular FTE

| ECT |Early Childhood Teacher |Not Qualified 1.0

[Cai | Delete | Move Up | Move Down |

/\X & v

)’

/)\
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Status Codes >

/\
* Status codes are used by ISBE to indicate the approval status of a work assignment(s). The

status is verified with ELIS.

e Available Status Codes:

k - Qualified - replaced Approved

- Not Qualified - replaces Disapproved

[-Star generates a warning message indicating the record status is “Not Qualified”.

This does NOT cause an error and the record will be submitted as “Not Qualified”.

/h
2/

Personnel Approvals Recheck Edits )

¢ Click Recheck Edits

= You will receive two emails on the “Roprovals | Uploaded Files || SEPL Lookup |
status of the error check. The first will [reported | un-Reported

tell you that the processing has

started and the second will tell you ‘
. School Year: [2021-2022 v Errors Only: (]
that it’s complete.
tasthame: [ FirstNome: [
Approval Status: ExclO Spec Ed Type: Exd O

Work Assign:

e The errors can be viewed on each
Approval record or on the error report

Clear search ||| [ Recheck edits | |[ Export to Excel | [ Export to Excel for Import
Perconnel Anprova a

8/23/2021



Personnel Approval Error Report -

To run a report with all errors click:
Reports-Application Reports

Facility Search

User Guide

1EP Quality Reports

Select Report Type:
Personnel

T Persormel Approval

Select Report Categories:
Personnel Approval

|_Select Report _[Description | :
Al Personnel

Personnel Blank Data Entry

Personnel Blank Data Entry With Salary
Personnel Errors Listing

Personne| Not Reported Employed as of 12/01
Personnel Reported Employed as of 12/01

Report D
Alphabetic list of personnel approval records with errors and
wamings.

Select:
Personnel Error Listing

COo®@O00

Click:
Run and/or Export Report

[-Star Resource Website
; www.hbug.k12.il.us

Sljhtzfrslzburg Project ®

rt for Special Education \/:z
pec M G cstions? support@hbug kiz.iLus - (B00) 6355274 I-Star \w!

121105 < suppon Shbug K1
Events

Home 1SBE WAS Resources Recent Updates to |-Star

/ Manuals & Guides T

& Want Customized Training?
Register Now!

HBUG on YouTube

@ I-Star User Guide (updsted 6/22/2021) & August 16, 2021 Lo somneiad

« Fund B Approvals & Claims Due
@ Harrisburg Project Newsbriefing Archive
 EBF Offset Determination Help & August 31, 2021
# Students with Disabilities Data Collection and Approval « Indicator 14 Due

INStructions (sestember 2020)

B NEW! Rollover/Mass Change in
-

I-Star & @ September 15, 2021

(Qea) ® Changes in Students with Disabilities Data Collection and Approval « Fund B Approval Corrections.
4 INStruCtions (Oetaber 2013 vs September 2020)

B NEW! Preparing for Personnel B September 30, 2021

SR @ Special Education Personnel Data Collection and Approval « Fund B Claim Corrections

Instructions puy 2021)
B NEW! Fund B Claims % & November 1, 2021
 Fund DEF Summer Term

Approvals & Claims Due

® Changes in Special Education Personnel Data Collection and

EEPEICRE RSO Approval Instructions (rebruary 2021 vs 3uly 2021)

@ Students with Disabilities Claim and Reimbursement
Instructions puse 2021)

@ November 15, 2021
« Fund DEF Summer Term Claim
Corrections Due

1

158€ Due Dates Calendar

B NEW! Fund E Claims %

I5tar Student Approvals
9/28/2020

O NEW! Fund F Claims %
undEclims ® Changes in Students with Disabilities Claim and Reimbursement
Instructions (april 2020 vs June 2021)

B NEW! Al Funds Claims % (qsa)

‘@ Commonly Questioned I-Star 2lter Mauals 162 Tomls

Error Codes and Descriptions

o

8/23/2021



[-Star User Guide €

http://www.hbug.k12.il.us/istarhelp.aspx

Harrisburg Project
Software Support for Special Education
(800) 635-5274 » www.hbug.K12.il.us * support@hbug.k12.il.us

Home

I-Star IEP User Guide

Microsoft Word - I-Star User Guide Introduction.docx 171
I-Star Personnel User Guide ¥

I-Star Student User Guide

* Print Combined Student Guides
I-Star User Guide Introduction
I-Star Student Admin

o [-Star
o I-Star User Roles / Requests
o Approve/Deny a Security Request

|-Star User Guide Introduction

The lllinois State Board of Education has developed a web-based special education reporting
system called |-Star. This database system is a management tool for districts in lllinois. A web-
based IEP is integrated with the new personnel and pupil reporting systems, which are currently
in pilot testing. The student demographic data is pulled directly from the Student Information
ustom Events System (SIS). Instant error checking in I-Star will help your district achieve federal and State
Custom Notes Performance Plan Indicators compliance. The web-based |EP, Student Approval and Personnel
%Agpmvﬁ[ Approval reporting tools will be available to school districts, free of charge

ﬁx}m$ >
[-Staris

Contact Contact
Harrisburg Project IWAS Helpdesk
(800) 635-5274 with IWAS Account Questions
(217) 558-3600
IWAS User Guide:

with I-Star Questions ftp://help.isbe.net/webapps/iwas/pdf/IWASUse
and Feedback rGuide.pdf

support@hbug.k12.il.us
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