
STISETS – Assigning Processes 
and Forms  

State-Defined Processes 
All state-defined forms and processes are contained in the STISETS software. There is a listing of these processes in the 
Process Desktop, which is located under Utilities Desktop. Only users with administrative or manager rights may view 
the Process Desktop. The box on the left of the screen lists the processes, and the box on the right lists the forms 
contained in each process. As each process in the left box is highlighted, the right box displays the forms in that process.  

Assigning Processes 
A Process is defined as a group of forms that must be completed within a specified period of time. In order to work on 
specific forms for a student, the user must first assign an appropriate Process (containing all required forms) to the 
student. Perform the following steps to assign state-defined processes and to track Special Education forms:  

• Upon login, the teacher’s Caseload will be displayed on the opening screen. Select a student by double-clicking 
on the student’s name. Users logging in with administrative rights will select a student through the Select a 
Student menu option.  

• At the next screen, click Insert to assign a process to the selected student.  
 

 
 

• At the next screen, click the down arrow to select a process, such as IEP Process, and click OK. 

• The next screen displays the selected process. The buttons on the left are defined as follows: 

o Insert: Insert allows the user to attach a new process to a student. If a process is not listed when you click 
Insert, verify that the process is not already open for the current student. 

o Delete: Allows the user to delete a process from a student’s file. Delete may only be selected if no forms 
have been completed in that process. 
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o Deactivate: Allows the user to remove a process. You may deactivate a process with open forms.  Users 
are strongly advised to be cautious when using this option.  Once a record is deactivated, the program 
writes that a process has been deactivated to the Record of Access. Note: Only Managers have rights to 
deactivate a process.  

o Complete/Re-open: This button may display differently, depending on the process with which you are 
working. Complete is used to complete forms and close a process. This allows the user to create a second 
instance of a process if necessary. Re-Open allows the user to return to forms or processes that have 
previously been completed.  

o Forms: The Forms button will bring up all forms that are associated with the highlighted process. When 
this button is selected, the forms will appear on the work area of the screen. With the reauthorization of 
Forms, Forms no longer have a minimum count.  

Generating an IEP Process 
• Click the Forms button to display the forms in the selected process. 

• At the next screen, click on the desired form on the left side of the screen; for example, Notice of Proposed 
Meeting. Rules have been added to the program requiring completion of designated fields before a form may be 
saved. All forms list errors that will be displayed when requirements are not met. Clicking directly on the error 
will highlight the error field in red. Scroll down the screen to complete appropriate information. After 
completing the form, select the File menu and click Save Changes.  
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• To work on another form in a process, click on the form on the left of the screen. For example (as shown 
below): the IEP Profile Page. Navigation from form to form is accomplished in this manner. 

 

 
 

• Even though the IEP is one document, it is divided into four sections: Profile Page, Transition Page, Annual 
Goals, and Signature Page, allowing for addition of extra pages if necessary. 

• After all required fields have been completed, the form must be officially completed in the program. To do this, 
select File | Complete Form. After a form has been completed, no changes are allowed. All forms except 
those sent home for signatures will be printed with a Draft watermark if not completed. 

• Making changes to a previously completed (locked) section of the IEP may be accomplished by selecting 
Create Amendment from the Edit menu. As forms are amended, the changes may be viewed from the View 
Audit Trail option of the Edit menu. 

• Explanations of colored square icons appear to the left of each form (to view descriptive screen tips, allow the 
mouse to rest on each icon).  

o Green: Designates a form that is Open. The form is in draft status, meaning changes are allowed. All 
forms except forms sent home for signature will print with a Draft watermark until the form is completed. 

o Red: Designates a Complete form. No changes are allowed. 

o Purple: Designates a form that has been amended and completed again. 

o White: Designates Not required for process completion. 

o Blue: Designates Open (Amendment). This is a previously completed form with an Amendment attached. 
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File Menu 
• Save Changes – F10: Allows the user to save changes made to a form. Information entered on forms may be 

saved either by selecting the Save Changes option from the File menu or by pressing the F10 key. 

• Reseed Data: Allows the user to update data on a form. After a saved form is re-opened, any additional 
demographic information updated in the Special Education Folder will automatically transfer to this form when 
this option is selected.  

• Cancel Changes: Allows the user to cancel the changes made to a form. Selecting Cancel will cancel any 
changes made to a form since the last save. 

• Complete Form: Allows the user to mark a form as complete. No changes will be allowed after this option is 
selected except by creating an Amendment. Required fields must be completed before this option is selected. 
Errors will prompt the user to enter required information before completing the form and fields with errors will 
be highlighted for easy identification.  

• Print to PDF-F8: Allows the user to open a form in .PDF format for printing.  

• Print Process: Opens a screen allowing the user to print all or part of the forms in a process.  

Edit Menu 
• Check Spelling – F7: Allows the user to perform a Spell Check on the selected form.  

• Show Form Indicators: Allows visually impaired users to see the status of each form in a process. This 
indicator is for visually impaired users that have difficulty distinguishing the colored icons that identify form 
status. 

• View Audit Trail: Allows access to the edited versions of a form by date.  

• Exit Form: Allows the user to exit the form. 

• Add Form: As forms are needed throughout a process, they may be added by selecting the Edit menu and then 
choosing the Add Form option. 

• Remove Form: Allows the user to delete the highlighted form if it is not the required form in the process. 

• Move Form: Allows the user to move a completed form from an incorrect process to the correct process. Do 
not use this option to copy the previous year’s IEP to the current year. This would only be used for correcting a 
mistake, for example, a form completed in the wrong process. This can be done up to 30 days from when the 
process was assigned. 

• Create Amendment: An amendment may be created to adjust data on a completed form. You must add a 
second form to amend the current form. The computer automatically archives the previous version of the form. 
You can view this process in the View Audit Trail option, located under the Edit menu.  

• Annotate Process: Allows the user to record commentary on the forms and processes. The state department 
may view this area, which is now printable as well. The user might use this option to note, for example, that a 
meeting was delayed due to a tornado warning.  
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All forms are completed in the same manner as the examples given above. More lengthy forms have bookmarks, which 
allow navigation to a specific area of a form. The Referral form shown below is a good example of a lengthy form with 
bookmarks.  
 

 

Printing Forms 
To print a form, select the File menu and then click Print to PDF-F8. After previewing the form, click the printer icon 
at the top of the screen to complete the printing process. The example shown on the following page demonstrates a 
printed form in draft status. The Draft watermark will print in the background until the document has been marked as 
completed. 
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• Even though the Notice of Proposed Meeting shown below is in draft status, the draft watermark does not print 
on the form because this is a form that requires a parent / student signature.  

 

 
 

• After the form has been signed, documentation that a signature has been obtained should be entered in the 
program. Open the form in the software. Enter an asterisk (*) in the field Signature of Parent or Student at Age 
19. Then select Complete Form from the File menu.  

Note: The State Department has e-mailed several help documents to assist users with procedural 
issues. Please refer to these documents for assistance in completing state Special Education forms.  
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