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Main Menu Bar

Main Menu
Students

 Select Student
 Caseload Student List

Recent Students
 Student List most recently 

accessed

Schools
Lists the Schoolsin 
NHSEIS that are part of 
the SAU

Users:
 Shows user information, includes school users that can 

be assigned as a Case Manager or IEP team member

My Profile:
My Goal/Objective Bank:

My Documents:

My Info:

Calendar Icon: View SAU Calendar

Send Us A Message:
 Send NHSEIS message answered by NHDOE Staff



Main Menu Page

Message of the Day
NHSEIS Maintenance: Software release & Software Patch dates
See below documents for Memos, Trainings & PD opportunities 

My Messages
New Messages, Send Message, View All Messages, Transfer 
Requests, Approved transfer requests, Successful Transfers

My Schools
Lists all school's user is authorized to access students/information

My Reports
Shows scheduled reports run by user

My Compliance
Hover over for compliance count

Students by Disability - Interactive
Click disability column – gives a list of students with primary disability

Students with Past Due Dates - Interactive
Clicking Column shows list of students beyond timeline of Special 
Education Process

Documents
Uploaded documents by the DOE, Trainings & PD opportunities 



HELPFUL Basics

Enter information in the order of the Menu Bar and Sub-Menu’s or buttons.

NHSEIS has a copy/cut/paste feature in text boxes, including with Microsoft Office.

NHSEIS has a button to click for spell check on certain pages.

NHSEIS does not save automatically. Click save to stay on page, save and continue to
move to next page or update the database. Save often.

NHSEIS generates error messages to help guide needed corrections.



Student Menu Page – Student Information

Opens student record on the 
STUDENT INFORMATION page:

Student is I4SEE VALIDATEDwhen 
NHSEIS and i4see are the same for:
 Name

 SASID #

Remaining DEMOGRAPHIC INFORMATION
entered into NHSEIS is:

 District of Liability
 Townof Residence

Click on

(Click on Student)

 Gender
 Date of Birth Ethnicity

 LEP Status



Student Menu – Contacts

Here’s what to do
Click on 

Click on .

Add parent/guardian information and click on .

Clickon

Add demographicinformation. 

Clickon

Repeat steps for next parent, if applicable.

S C R E E N 2 , DE M O G R A P H I C I N F O R M A T I ONS C R E E N 1 , P A R E NT S / G U AR D I AN S



Student Menu - Contact Log Export
New buttons appear on the Parent 
Contacts page to Print Contact Logs 
to a PDF or Export Contact Logs to 
an Excel doc.

This PDF opens when the Print Contact Logs button is clicked. This Excel doc downloads when the Export Contact Logs button
is clicked.



Student Menu – Eligibility Process

REFERRALHere’s what to do
Clickon 

Clickon

.Enterthe 

Enterthe

Check box to .

Clickon .

*ENTER REFERRAL AFTER SCHOOL RECEIVES CONSENT TO EVALUATE. *

*



Student Menu – Eligibility Process

PA R E N T CO N S E N T TO EVA LUAT E

* The date the school received the parent consent to evaluatebegins 
the 60-day timeline from this date in NHSEIS to the ELIGIBILITY
DETERMINATION MEETING.

Here’s what to do
Click on 

Click on to
Enter the
Select YES or NO for
Check box to .
Select YES if or NO, if otherwise.
Click on .

*
Select “yes”for an initial evaluation, otherwise select “no.”

. *
.



Student Menu – Eligibility Process

Evaluation
area

Date of 
new OR

prior 
evaluation 
completed

Review dateof
new OR prior
evaluation.
*NHSEISuses
current date*

Typea summaryof 
the testing results. 
(textbox)

Selectthe titleof theexaminer
who administeredthe 
assessment.

S C R E E N 2

EVA LUAT I O N S U M M A RY



Student Menu – Eligibility Process

EVA LUAT ION RE PORT DAT E

BOTTOM SCREEN OF PREVIOUS SLIDE

Here’s what to do
Enter the DATEON OR AFTER all information 
is entered into the .

Click on .

* Enterthe date ON or AFTER all evaluationsare completed.

*

This date should be at least 5 days before the meeting, 
since all testing must be completed before or by that time.

The EVALUATIONSUMMARY REPORT DOES NOT replace
the requirement of sending complete evaluations home 5 

days before the eligibility determination meeting.



Student Menu – Eligibility Process

.

C L I C K

A C K T O C R E E NB S 2

B A C K T O S C R E E N 2

Here’s what to do
Click on 
Clickon

Click on .
Click on
Option to view draft,click on

Click on .
Click on
Option to view final document, click on

S C R E E N 4 , B A C K TO S C R EE N 2 , C L I CK

* *
* This date needs to be 
within 60-days fromthe 
consent to evaluate.

Enter the DATEOF ELIGIBILITY MEETING .*
Select YES if eligible for special education services 
or NO if not, and *.
If yes, select DISABILITYIDENTIFICATION(S).*

* Select disability
Required evaluations must 
be completed.



Student Menu – Eligibility Process

ELI GIB I L ITY DET ERM INATION

Textbox to record pertinent 
information.

Here’s what to do
Click on

Select PARENT DECISION for CONSENT.

Select the PARENT who SIGNED forconsent. 

Enter the DATEof thesignature.

Click on .

P A R E N T R E S P O N S E

P A R E N T R E S P O N S E



Student Menu – Student History

Here are the events from the Student History

Click on to see the following events in order from bottom to top:

REFERRAL
PARENT/GUARDIAN CONSENT TO EVALUATE

PROPOSED ELIGIBILITY DETERMIINATION

ELIGIBILITY DETERMINATION – PARENTRESPONSE

Click on
for 

moreabout 
the event.



Student Menu – IEP Process

This screen has the links to each section 
of the IEP displayedin two columns.

Both tabs(above)
and menu are in
the sameorder.

IEP Process 
Menu



Student Menu – IEP Process

IEP TEAM
1. Choose Case manager for the 

student
2. Choose LEA Representative for 

student (you do NOT need to 
choose one in order to continue in 
the process)

3. Select IEP Team to add more 
members to the team if applicable

4. Save and continue

1

2

3
4



Student Menu – IEP Process Cover Page



Student Menu – IEP Process Present Levels

Describe the student’s .

Describe the student’s
in comparison to normal peers.

Describe the student’s .

Remember, NHSEIS DOES NOT SAVE AUTOMATICALLY.
Click on often to prevent loss of information.

Describe the student’s
with one or more relating to education.



Student Menu – IEP Process

Describe the
for Improving Student's Education.

Additional about the Student to be 
considered including .

theDescribe how the student's 
student's involvement and
general .
Describe how the student's

For preschool students, as appropriate, describe 
how the

.

Continued



Student Menu – IEP Process Special Factors

Consider IF the child’s behavior impacts the learning of 
themselves or others.

Consider IF the language needs of a child with limited 
English proficiency relate to the IEP.

Consider IF a child is blind or visually impaired needs Braille 
or othermedia after an evaluation.

Consider IF the child has language needs AND IF the child his 
deaf or hard of hearing, the mode of communication and 
language of thechild.

Consider IF assistive technology and services are required to 
access the generalcurriculum.

Consider the child’s medical, sensory, or physical needs.



Student Menu – IEP Process Transition Planning

t

E d u c a t i o n & T r a i n i n g

E m p l o y m e n t

I n d e p e n d e n t L i v i n g

C o m m u n i t y P a r t i c i p a t i o n

O u t s i d e A g e nc y o r V R ( i n p a r t n e r s h i p )

Click on TRANSITION PLANNING
Part 1- Select YES or NO toanswer:
Did student attended the meeting;
 Was student invited to themeeting 

AND if not- describehow 
references/interests were obtained.

Write the present levels and post-secondary goals 
for each area applicable based upon student 
interests & preferences.

P A R T 2 , T R A N S I T I O N P L A N N I N G
Po st -Secondar y Goals Current Interests, Experiences

- Student Involvementby 16 yearsold.



Student Menu – IEP Process Transition Planning

Co ur se of St udy

Course of Study

Write the projected high school classes
based upon post-secondary goals & 
graduation requirements by grade level.*
Enter the number of credits required for 
graduation.
Select the diploma type (certificateof 
completionis NOT a diploma;therefore, 
continuedFAPEthroughage21isentitled).
Enter the approximate date ofgraduation.

*Note: Must have Course of Studyby 14 years old.

Continued



Student Menu – IEP Process Transition Planning

Continued

Here’s what to do
Click on ADD TRANSITION SERVICES to go to

Select TRANSITION AREA; custom type a 
RELATED SERVICE; & enter the Titleof
the PERSON & AGENCY responsible; enterthe 
BEGIN & END DATES (time span of IEP);

click on .
Select YES or NO if an application hasbeen 
sent to NHVRS.
Enter the DATE information wasshared.

(Must have consent to share informationwith NHVRS.)
Click on .



Student Menu – IEP Process Goals & Objectives

S C RE E N 2 , W R I T E G O AL

Add CustomGoals

Here’s what to do
Click on GOALS & OBJECTIVES in the menu

Clickon
TYPE OR EDIT CUSTOM GOAL; click on

Select the GOAL AREA from thedropdown 
menu.

Enter the BEGIN DATE(after IEP start date). 
Click on



Student Menu – IEP Process Goals & Objectives

Select how parents will receive…

progress reports.

Continued

prepopulated from…

S C R E E N 2

Current data specific to goal.

T
E
X
T

B
O
X
E
S

Current data specific to goal.

Title of Person

Here’s what to do
enter the TITLE OF THE PERSON who is 
responsible for thegoal.

Enter the current data for ACADEMIC and FUNCTIONAL levels
specifically related to thegoal.

Select the METHOD OF REPORTINGfromthe dropdownmenu. 
Scroll down andclick on to
Enter up to 5customobjectives, click on

Enter the BEGIN DATE (after IEP startdate). 
Enter the METHOD OF REPORTING and clickon .

Must be at least 
as often as report 
card distribution.



Student Menu – IEP Process Accommodations and/or Modifications



Accommodations

Edit Accommodations

Student Menu – IEP Process Accommodations and/or Modifications

S t a te / Di stri ct

Here’s what to do
Click on ACCOMMODATIONS AND/OR MODIFICATIONS inthe

Menu
Click on
For each assessment, select a categoryfrom the dropdown: 

NH Statewide Assessment System(NH SAS)
General Assessment
General Assessment with Designated Support and/or Accommodations 
Alternate Assessment based on Alternate Achievement Standards
Not Administered at this Grade Level 

SAT
General Assessment
College Board Accommodations and/or State Allowed Non-College 
Reportable
Alternate Assessment based on Alternate Achievement Standards 
Not Administered at this Grade Level

District WideAssessments
General Assessment
General Assessment with Accommodations
General Assessment with Modifications
Alternate Assessment based on Alternate Achievement Standards 
Not Participating

Click on to select fromthe list of approved accommodations.



Check “custom” box. S
C
R
O
L
L

State/District Wide and Classroom are on the same page.

Clickhere Clickhere

Student Menu – IEP Process Accommodations and/or Modifications

C l assroom 

Here’s what to do

Click on
Check the box next to CUSTOM. 
Click on next to CLASSROOM.

Choose from the drop down menu which type of 
accommodations you would like.

Add custom accommodations and/or modifications if needed 
Click



Student Menu – IEP Process

Services, Aids, & Support – Special Education & Related Services

Dropdown Menu

Related Services Special Education Services

Dropdown Menu



Student Menu – IEP Process

Services, Aids, & Support – Supplementary Aids

A D D S U P P L E M E N T A R Y A I D S
Here’s what to do

- Click on
- Select SUPPLEMENTARY AID(S) from the dropdown menu or customize.

- Select the SETTING from the dropdown.
- Click on
- Enter the STARTand END DATE.

- Click on to:
 Select Service Coordinator Title
 Select Service Provider
 Associate with Annual Goals, if appropriate. .

3



Student Menu – IEP Process

Services, Aids, & Support – Supplementary Services

Here’s what to do

- Click on

- Select SUPPLEMENTARY SERVICES(S) from thedropdown
menu or customize.

- Select the NUMBER OF SESSIONS, SESSION LENGTH, and
SETTING from the dropdown menus.

- Click on
- Enter the STARTand END DATE.
- Click on to:

 Select Service Coordinator Title
 Select Service Provider
 Associate with Annual Goals, if appropriate.

A D D S U P P L E M E N T A R Y S E R V I C E S

a b c



Student Menu – IEP Process

Services, Aids, & Support – Supports for Personnel

A D D S U P P O R T S F O R P E R S O N N E L

a b

Here’s what to do

- Click on

- Select SUPPORT FOR PERSONNEL from the dropdown 
menu or customize.

- Select the NUMBER OF SESSIONS from the dropdown 
menu and enter the SESSION LENGTH.

- Click on

- Select the SETTING from the dropdown menu, and 
enter the STARTand END DATE.

- Click on to:
 Select Service Coordinator Title
 Select Service Provider
 Associate with Annual Goals, if appropriate.



Student Menu – IEP Process
Services, Aids, & Support – Transportation

A D D T R A N S P O R T A T I O N

Here’s what to do

- Click on the drop down menu under Transportation.

- Select from the drop down menu one of thefollowing
options:

None 
Parent
Regular Transportation 
Special Ed Van
Specialized vehicle-monitor 
Specialized vehicle-wheelchair

- Click on to finish.

Note: Does not print out on IEP



Student Menu – IEP Process

Non-Participation Justification

C O M P L E T E J U S T I F I C A T I O N F O R P A R T I C I P A T I O N Q U E S T I O N S
Here’s what to do –(Answer eachquestion

providing justification as necessary).
- Removal from General Ed

• Will the Student be removed from the general 
education classroom at any time?

• Select Yes or No
• If Yes, enter explanation in text box

- Participation with Non-Disabled Peers
• Will the student participate with non-disabled 

peers in extra curricular and non-academic 
activities?

• Select Yes or No
• If No, enter explanation in text box

- Placed in Home School
• Will the student be placed for any part of the day 

outside his or her LEA home school?
• Select Yes or No
• If Yes, enter explanation in text box

- Tofinish click



Student Menu – IEP Process
Extended School Year

T E A M W I L L M A K E A D E T E R M I N A T I O N R E G A R D I N G E S Y 
S E R V I C E S

Here’s what to do

- Team makes a determination regarding Extended 
School Year. Youmust choose yesor no. Youcan always 
revisit the decision later in the year

- Team makes a determination as to whether the 
student needs a longer school day



Student Menu – IEP Process Extended School Year

If determined ESY Services will 
take place, you will add 
Services. NEW (Aug 2022) You 
can now add all Supplementary 
Services, Aids, Supports for 
Personnel on the ESY page. 

Click on the green details for 
each service:

• Enter sessions, session 
length, choose setting, enter 
IEP dates

• Select Service Coordinator 
Title

• Select Service Provider Title
• Associate with Goals (if 

applicable) 



Student Menu – IEP Process
Program Placement – Add a State Approved Program

S E A R C H I N G F O R T H E C O R R E C T P L A C E M E N T

Here’s what to do
- Enter the Program Begin and Program End Dates
- Enter either the Program Name or Location Provider
Name. Youdo not need to enter all of these and it is 
recommended that you only enter one piece.

- Click ‘Find Program’
- Select the Program using the check box on the left
hand side

Click ‘Save & Continue’ at the bottom of the page

S E L E C T I N G A P R O G R A M Only approved programs will 
appear for selection based on 

student gender, age and primary 
disability.



Student Menu – IEP Process
Program Placement – Add Details for State Approved Program

S E S S I O N S A N D S E S S I O N L E N G T H

Here’s what to do
- Enter Number of Sessions and Session Length
- Click on Program Services ‘Details’ button
- Select Setting
- Click ‘Save & Continue’ at the bottom of the page

S E L E C T I O N S U N D E R P R O G R A M D E T A I L S

Remember: Only approved programs will 
appear for selection based on student gender, 

age and primary disability.



Student Menu – IEP Process
Creating and Finalizing the IEP

Check all areas of the IEP Process for the green check compliance symbol.
If any area has a red x, you will need to go back to the IEP process section
and correct the error.
Follow the prompts to create a draft then final of the IEP: 
• Click Create Display IEP Errors
• Click Create Draft IEP
• Click View the IEP to view the pdf IEP document
• Click Continue
• Click Display IEP Errors
• The LEA can sign the IEP and the Create Final IEP button appears
• **You can also Click on Contact LEA Representative for them to be notified

to sign the IEP**
• You can either choose to Contact LEA Representative for Signature or Apply 

LEA Signature, then click Display IEP errors, click on Apply LEA signature. 
Two signature boxes will now appear for the representative to sign for. The 
LEA will sign in both boxes to approve 1. Provisions in the IEP, and 2. 
Assurance of Educational Placement (if applicable) 

• Click Create Final IEP

To ensure you have successfully created the document:
Click Student History
Student has a Proposed IEP

1

2

3



Student Menu – IEP Process
Creating and Finalizing the IEP

Finalizing IEP using NHSEIS Connect
The proposed IEP, signed by the LEA (if LEA 
signed), will go to the parent portal to do list. 
The parent must review the IEP, select response 
and sign in the signature box.
Click Apply Parent Response.

Finalizing IEP by entering the parent signature date
IEP Process – under Status header 
Click the Finalize button
Select the response
Select the Parent Signing from dropdown list 
Enter Date of Signature – Save & Continue



Student History – Parent Response Entered by District

has the Parent Name selected from the 
dropdown list of Contacts with guardian authority, 
and the PARENT RESPONSE.
(This is from a signed paper copy of the IEP.)

NHSEIS User –
Finalized the IEP



NHSEIS – NHSEIS Connect

N E W D O C U M E N T – P R O P O S E D I E P

Parent Portal– How the Parent accesses Portal
F O R T H O S E S A U S U T I L I Z I N G N H S E I S C O N N E C T

Here’s what to do

- New documents and Proposed IEPs will notify the parent/guardian or 
the adult student via email
-The parent/guardian or adult student clicks the ‘EdPlan Connect’ link 
in the email
-Easy IEP Connect asks “How would you like to receive access code?” 
Select appropriate radio button:

• Text Message
• Voice Call
• E-mail

- Click ‘Request Access Code’

E M A I L T O P A R E N T / G U A R D I A N O R A D U LT S T U D E N T



NHSEIS New Features – NHSEIS Connect

E M A I L S A M P L E W I T H A C C E S S C O D E

Parent Portal– Parent Response
F O R T H O S E S A U S U T I L I Z I N G N H S E I S C O N N E C T

Here’s what to do
- They will receive an access code through the method they chose
- Enter Access Code where requested
- Click Login

N H S E I S C O N N E C T S C R E E N



NHSEIS New Features – NHSEIS Connect

Parent Portal– Parent Response
F O R T H O S E S A U S U T I L I Z I N G N H S E I S C O N N E C T

Here’s what happens

- A To-Do List is given for items that need to be signed

• Click IEP to View the proposed IEP Document
• Click the pencil icon, to enter response and signature
-Parent/guardian or adult student logs their response and signature directly 
on the computer
-Parent/Guardian or adult student when logged into the NHSEIS Connect 
portal will see the following:

• My Info: Option to change personal information
• To-Do List

• Completed Actions
• Service Plan Info
• Documents

N H S E I S C O N N E C T S I G N A T U R E S C R E E N



NHSEIS New Features – NHSEIS Connect

S T U D E N T H I S T O R Y

Parent Portal– Parent Response in Student History
F O R T H O S E S A U S U T I L I Z I N G N H S E I S C O N N E C T

Here’s what happens
- Once the response has been logged into NHSEIS Connect it is 
documented in the Student History listing the person who signed as the 
user

- The event details will show the Signature and the response

E V E N T D E T A I L S



Student Menu- Documents

Documents

- Select a document from list by clicking the circle next to the
document or letter (if choosing the Written Prior Notice)

- Select one of the following:
• Create Draft (this will be saved for 30 days)

• Create Final Document (this will be saved)

S E L E C T I N G A D O C U M E N T



Entering Implied Consent

IEP draft is created with no errors 
In the student record, documents, select IEP

Check the IEP dates and click create final document button

Select the documents button on the student menu bar 
Select the Response button

Student Menu- Documents



Select Documentation of Implied Parental 
Consent

Authorized by: Select Other
Enter the LEA’s name and the date 
authorized.
DO NOT SIGN.
Click the Update the database

Student Menu- Documents
Entering Implied Consent



Student Menu- Documents

Evaluation Summary Report

Details

- This document pulls information that has been entered into the 
Eligibility Process – Assessment & Evaluation Section

- The required Ed standards are listed at the bottom of the 
document

B O T T O M O F T H E D O C U M E N T



C R E A T I N G A I E P T E A M M E E T I N G N O T I C E

Details

- Enter meeting details
-Select the type of meeting and possible topics 
that may be discussed

- List the people attending
-Check the box if you are attaching the procedural 
safeguards to the meeting notice
-Either ‘Save’ to edit later or ‘Create Final 
Document’

Student Menu- Documents

IEP Meeting Notice



Student Menu- Documents
IEP Meeting Notice

S A M P L E I E P M E E T I N G N O T I C E

A C K N O W L E D G E M E N T F R O M P A R E N T / G U A R D I A N 
O R A D U LT S T U D E N T



There is an external document(s) button to upload into NHSEIS. The 
file extentions can be pdf, doc, xls, txt, rtf, ppt, tif, jpg, png, xl, sx, 
pptx, docx. These will attach directly to the students document page. 
Therefore, anyone with access to the student’s record can view the 
documents.

This is choosing the file to be uploaded to the documents list.

Document Upload/PaperClip Feature



There is also an external attachment(s) button. You are able to attach a document to an
already NHSEIS produced document. Example: a signed meeting notice to the meeting
notice document.

Choosing the document you want the attachment to go with. Then uploading it 
at the bottom of this list.



Example of how the attached documents will look in the document section of 
the student’s file.
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