How to Update a Completed Task
You have a completed IEP for a student.
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You now need to update/replace/add a page to it.

Go to the OPEN TASKS tab.
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Click on NEW.
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1.  Update the Name field.  
2. To create from the initial IEP that was completed, choose that one from the “Create from Previous Task” dropdown list.  
3.  Click on Start Task.

You will be returned to the Open Task screen.
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Now you can:

1.  Open an existing form and modify it.

2. Add a new form that allows multiples, i.e. another Goals page.

Lets add another Goals page to this IEP.

Click on the [image: image5.png]


 icon.

You will then see
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A new line (Goal [#]) appears.  Click on that goal to open it up and type on it.
After entering information on the new goals page, click SAVE and you will be returned back to the open tasks.
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When all finished with the corrections/additions, you can then mark everything as completed!  [image: image8.png]Completed?





You will then get the lighted Complete Task button.  [image: image9.png]Complete Task




Click on this and the task will complete.  You will then be returned to that student’s CLOSED TASK screen.  Here you will now see both tasks.
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