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EDPlanTM Connect 
 
A District Guide for using the EDPlanTM parent portal. 
 
 

 



 

 
EDPLANTM CONNECT PARENT PORTAL 
 
The EDPlan Connect parent portal will allow the student’s parent or guardian to virtually access 
their child’s IEP or 504 Plan documents, service information, and teacher of record information. 
This guide provides an overview of EDPlan Connect. 
 
As EDPlan District Administrator, there are a few steps to set up EDPlan Connect. 
 
1. Enter a phone number in the Caller ID field for each school site in your district. This step must 

be done in order for an activation code to be sent to a parent. 
 
First, access the Schools tab by clicking on ‘Administrator.’ 

 
 
 

Select the school site, then enter the Caller ID number. If there is no phone number in the Phone 
Number field, enter the same number in the Phone Number field, then Update the Database.  

 
 
 



 

 
2. The contact information for the Teacher of Record will be displayed in EDPlan Connect. Verify 

that any staff who may be a Teacher of Record has a title, work phone number, and valid email 
address.  

 
Access the User tab by clicking Administrator, then Users. 

                      
 

On the individual user’s page, check Title, Work Phone, and E-Mail Address. Add this information if 
needed, then click Update the Database. 

                     
 

If entered in EDPlan, the teacher of record’s address will display in EDPlan Connect. Either enter the 
address for the teacher’s building, or leave the address blank. Do not enter the teacher’s home 
address. 

 

 
 
 
 
 
 
 
 
 



 

 
3. Verify that the parent has a valid cell phone number and a valid email address. Select the IEP 

Process page, then select Parents and IEP Team Members. 
 

 

          
 

 
Click Add/Edit Parent/Guardian/Other Details. 

  
 
Click the arrow to expand the parent/guardian information. 

 
 
Verify that the parent has a valid 10 digit phone number in at least one of the phone number fields, 
in one of these formats: xxxxxxxxxx, (xxx)xxx-xxxx, or xxx-xxx-xxxx. A cell number is encouraged, as 
the parent will be able to authenticate using a text message. Verify that there is an email address 
for the parent. You may edit parent information in EDPlan.  
 

             
 



 

There may be times when a parent/guardian should not have access to the child’s records in EDPlan 
Connect. In this case, access can be disabled.  

 
To disable the parent’s access, check Disable Portal Access, and either Save, or Save and Continue.  

          
 
Any ‘parent’ with ‘Guardian’ checked will receive an email overnight when the following 
documents are finalized: 

 IEP 
 IEP Addendum 
 Meeting Invitation 
 Written Notice to Parents 
 Progress Report 
 504 Student Plan 
 504 Invitation to Meeting 
 504 Written Notice 

 
Multiple parents/guardians can receive alerts, check the ‘guardian’ checkbox for any parent/guardian 
who wishes to be alerted. 

 
 

You can also send a ‘generic’ email to the parent welcoming them to the system and providing a link to 
EDPlan Connect.  Click ‘Send Adhoc Access Email’ to send the generic welcome email to a parent. 

 

                
 



 

How Parents Will Access the Parent Portal 
 

Once a finalized document (see the list of documents below) has been created for a child, the 
parent will be sent an email notification with a link that allows them to access the EDPlan 
Connect portal. The parent can access the EDPlan Connect Portal anytime by keeping or 
bookmarking the access link. The parent can access the EDPlan Connect Portal by following the 
steps below: 

 
1. Locate the notification in the email inbox, which the parent will receive around midnight the 

day after the document is finalized. This notification will be sent to the email address the 
school has on file. The email will look similar to the picture below. 
 

             

 
 
 
 
 
 
 
 
 
 



 

2. After clicking on the link, the parent will be taken to the EDPlan Connect portal to 
authenticate their identity by requesting an access code, per Family Education Rights and 
Privacy Act (FERPA) requirements. The parent can choose to receive the code either by text 
message, voice call or email. Text or voice call is strongly encouraged, as these options are 
more secure. The Login page will look similar to the picture below.  

 

 
   

After the parent selects how they want to receive the access code, they will click ’Request 
Access Code’ button (the button in the screen shot above) and allow for 1-2 minutes to receive 
the access code via the chosen method (for example, they will receive a text if ‘Text Message’ 
was selected above).  

 
3. Once the code is received, the parent will enter it in the ‘Enter Access Code’ field and select 

‘Login.’ 
 

 



 

 
 

4. Once the parent has logged into the site, they will be directed to the To-Do List where new 
documents for review will be displayed (newly finalized documents).  Click on the document 
name to open it in PDF format.  
  

 
 
 
 

 
 

 
 

  



 

 
EDPlanTM Connect General Navigation 
 
 To Do List:  When a parent logs in to EDPlanTM Connect, the landing page is the To Do List.  

Documents that have recently been finalized will display in this list, as seen below.   

          
  
 Teacher of Record:  The parent can review the district contact listed for their student under the 

Teacher of Record link, as seen below.   
 

 
 

 Documents:  While logged in, the parent will be able to review any documents associated with 
their child and their EDPlanTM Connect account by clicking on the Documents link. The parent may 
click on the document name (blue link) to open that document, as seen below. 

 

                        



 

 
 Below is a screen shot of what an opened IEP document looks like: 

  

When are the alerts sent? 
Alerts are sent to parents/guardians the night after specific documents are finalized (see list below). 
 

Who receives the alerts? 
Any parent on the Parents and IEP Team page who has ‘Guardian’ checked will receive alerts. 

Which documents can be viewed in the parent portal? 
Special Education Documents to Display in Connect: 
 Parent Consent 
 Description of Eval Procedures 
 IEP at a Glance 
 Child Outcomes Summary Form 
 Student Summary of Performance 
 OK Meeting Invitation 
 Written Notice to Parents 
 Comment Form 
 ESY Determination 
 Consent for Release of Information 
 Vocational Rehabilitation Referral  
 Progress Report 
 ESY at a Glance 
 OK Eligibility RED 
 OK Eligibility MEEGS 
 OK Eligibility Termination MEEGS 
 OK Eligibility Short Term MEEGS 

  
 
 
 



 

 
  
504 Documents to Display in Connect:  
 504 Eligibility Report (Not Eligible) 
 504 Eligibility Report (Eligibility Termination) 
 504 Eligibility Report (Services through IEP) 
 504 Eligibility Report (No Service Plan) 
 504 Eligibility Termination Report (Services through IEP) 
 504 Eligibility Termination Report (No Service Plan) 
 504 Eligibility Report (Eligible) 
 504 Student Plan 
 504 Invitation to Meeting 
 504 Written Notice 
 504 Red 
 504 Parent Consent 

 

Which documents will alert parents to ‘review?’ 
SPED Documents Alert on Final: 
 OK IEP 
 IEP Addendum 
 OK Meeting Invitation 
 Written Notice to Parents 
 Progress Report 

  
504 Documents Alert on Final: 
 504 Student Plan 
 504 Invitation to Meeting 
 504 Written Notice 

 

 
 

 
 
 



 

 


