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. Purpose

These directions are for the school district’s guidance personnel to
create student IGPs.

Curriculum Managers must have completed their responsibilities
before these instructions can be used.

IGPs created in the production environment will be saved and
available from year to year. The IGP follows the student as he/she

transfers to and from any public school, including charter schools,
in South Carolina.

II. HOW TO ACCESS THE IGP Success Planner:

Each counselor should log into PowerSchool using the username and
password assigned at their district.

PowerSchool

Administrator Sign In

Username and Password

1162012 01:24 PM 7.2.3

www PearsonSchoolSystems.com




I11. THE PEARSON IGP SUCCESS PLANNER SYSTEM

Upon login you will see the PowerSchool Start Page.

A. Finding your student

Before you create an IGP you must first find the student for whom you
would like to create an IGP.

Search options are by last name (1), grade (2) or gender (3). After
selecting a student, his/her bell schedule will appear.

PowerSchool

Functions !

Start Page

Attendance

Daily Bulletin Search

Enroliment Summary

Master Schedule | students | staff | Parents |

Dashboard

Special Functions

Teacher Schedules View Field List How to Search

Reports Browse Students

System Reporis ABCDEFGHIJKLMNOPQRSTUVWXYZ 1
ReporiWorks 9101112 N F All

People Op

Student Search ed Sea Stored Selections

Staff Search

Parent Search s Ne

Enroll New Student nat's ndfMl the latest feature release of PowerSchool. Read more
New Staff Entry

New Parent Entry
setup 2 3




Click IGP Success Planner

Quick Lookup

i g PowerSchool

Switc h Student
List (160)

lection > Bell Schedule Wiew

Information

Bell Schedule View
D 12 52040 RHHS

Monday
111122002

AMER GVWVT/ECOM

09-00 A ———
At
08:30 AN - 10:05 AN
10:-00 An EMNGLISH 2

11:00 An
10:06 ANM - 11:43 A

SUCCESS AFTER HS

12:00 PM

01:00 PM 11 A

02:00 PM STATISTICS

D101

03:00 PM o

Standards
Teacher Comments

B. CREATING AN IGP
1) Creating a new IGP

Create a new IGP (1) can be used for students who do not have a previous
IGP such as an 8t grade student, a student who transferred to your school
from outside of South Carolina, or for students who will need a brand new
IGP with no information from a previous IGP (cluster, major, etc.).

Click submit (2).

IGP Home
Canaday. John 12 62040 RHHS
Unlocked IGP Records
Tithe of 1GP* Created On Modilied On Academic Year Primary
n Canaday 1GP 20122013 W0V12012 0329 pen AWA1/A012 0329 pn 2012 to [ [ tetens |
1012012 1200 am 12012 1200 am 2012 We [5] Eane thes 162
1001172012 1200 am 1071172012 12:00 am 202 tia [+] [ Clone this 1 |
1001172012 12:00 am 2012 12:00 am 2012 to [2] m
b Canaday 6P 20122013 106172012 12.00 am ANH12012 12.00 am 2012 to [ B
Locked IGP Records
Ttk of IGP Craated On Madified On Academic Year Primary
- vis 1
Pian Hame Leah Cabe IGP 2012-2013
Academic Year a1z2m3[z] @
. f




2) Cloning an IGP - cloning an IGP is identical to “create new from this

one” in the former system. Cloning provides you a copy of the
former IGP which can be updated. Choose the IGP to be cloned aND
click “Clone this IGP” (1), then click on the IGP in the “Title of IGP”
section to open the document (2).

IGP Home
Canaday, John 12 62040 RHHS
Unlocked IGF Records
Tithe of 1GP Crealed On Modilied On Academic Year Primary
f 11172012 0329 pm 10112012 03:29 pm 012 No [<] [ Detete |
101172012 1200 3m AH1/2012 12:00 am 012 te [3]
101112012 1200 8 101172012 12,00 am 2012 N [¥]
107172012 12.00 am 101172012 1200 am 113 Ho [=]
2 11172012 1200 am 1011172012 1200 am 12 Ho [=]
1 Create New 1GP
Locked IGP Records
Tilke of IGP Cruated On Masifiest O Academic Yoar Primary

C. Populating the IGP

Follow steps 1 - 4 on the top tabs. Click “save and next” to go to the next
tab.

Individual Graduatigyl Flan
Canaday, John 12 62040 RHHS

siep | step2 | step3 | stepd | 16P Resources

L Value
Plan Nomme Clane of John Canaday IGP 20122013 2
Career Goal Madical Doctor
Academic Year 20122013 Schodl Yo 2] &

Peatsecandary Plans
7 Four-Year College WerkforcolAggreniceship

Two-Year ColegeTechnical Temining [ Militsry

Mesting Condwcted By Jason L Saksman
1GP Data Ingut By
I Attendance Mes J
@ ParentStep | Jsardi Mo Reg i Ot R
Pasticipation Venise [=]

S and Next




1. Step 1:

Plan Name: name the IGP

Career Goal: student’s desired career

Academic Year: The year for which the plan is being made. If an academic year is missing you must first add the year
under “Year and Terms” within PowerSchool

Postsecondary Plans: You may click all four choices or leave it blank

Meeting Conducted By: The name of the counselor conducting the IGP Conference

IGP Data Input By: Anyone who assists with the pre-population of information may type in their name here.

In Attendance: The names, relationships of people who attend the conference face-to-face

Multiple choice:

Parent/Step parent/Guardian - click this if the parent or guardian is sitting in the room with you, face-to-face during
the meeting.

No Representative - click this choice if a parent or guardian did not attend the meeting face-to-face

Other Representative - click this option if the parent assigns someone else to attend. The representative’s name should
be typed in the “In Attendance” box. If a parent and another representative attend, choose “parent/step
parent/guardian”. This is the data used for statewide reporting of parental participation therefore the parent’'s
participation is most important.

Participation Venue: The SC Department of Education recommends that 80% of IGP Conference have a parent attend

face-to-face. However, parental participation is critical even if a parent cannot attend the conference face-to-face.
Therefore, the remaining 20% of conferences may utilize other venues of parental participation such as telephone, video
conference, email, or other technology venues. If a parent attends face-to-face choose “in-person.” Telephone and
video conference are not considered “face-to-face” even if the parent attends real-time during the conference using one

of these methods however, these are acceptable venues for parental participation.

2. Step 2:

Academy: A drop down list will populate based on the curriculum created by your district curriculum manager. If you do
not use Academies/Schools Of Study, choose “no academy.” You must choose an academy, even if it is “no academy” in
order for the cluster and major boxes to appear.

Cluster: Cluster choices are based on district curriculum

Major: This section populates with the majors associated with the cluster choice based on the district curriculum

Major Sort Order: If a student chooses more than one major, you can choose the order of importance O

Delete This Major: Click “Delete This Major” to remove a major from an IGP

To move to Step 3, click “Save and Next” 0

Individual Graduation Plan

Canaday, Jonn 12 62940 RHH3

Siept | Sep2 | Step3 | Step | IGP Resoures

Add Majors
When you select a major from the fist, it will create the record automatically
o Academy [ ] Agrcuture, Food, and Naturel Resources (] Lawn, Turt & Gokf Course Management 3]

nagement & Landscaps Desi

Sort Order
oif Course Management 0

Academy Cluster Major % %

L=




3. Step 3:
Step 3 must be completed by the professional school counselor (aka guidance counselor).

Grade levels are vertical on the left side and academic course areas are horizontal across the top.

To choose a course for the grid, click on the academic area. See the section below with the green oval.
Total credits are collected for each year and for the academic course area.

Troubleshooting:

If Senior IGP’s are not showing any courses that is because the course catalog comes from the Next School Indicator on
the Scheduling Setup screen and they have already been changed to the Graduated Student School. Change them back
to the current school and the courses will show in the course catalog.

If course credits are not consistent with the transcript determine if the student took high school credit-

bearing courses in middle school.

If courses are not showing that should be active, contact your district curriculum manager to ensure the

course has been associated with a major, cluster, and academy.

When an academic area is clicked a list of courses will appear based on your curriculum mapping (see
on chart below). Choose a course from the list and drag it to the appropriate place in the grid. You
will see the following symbol * below which will allow you to drag the course to the appropriate

place on the grid.

. Courses for the student’s major which are marked with an * are already on the planning grid and
cannot be dragged onto the planning grid

. Courses in the Course Catalog which are marked with an * are already on the planning grid and
they can be dragged onto the planning grid to take the course more than once

. Courses which have already been taken can be dragged within the grade level where the student
earned credit for them

. Courses which are planned to be taken can be dragged to any grade level on the planning grid

. Courses can be removed from the planning grid by dragging them onto the Potential College
Credits row

e The Course Catalog is the Course Catalog from the school which is set as the student’'s Next
School on the Scheduling Preferences screen

e The number following the course name is the mark which a student has earned for the course if
the student has completed the course

Courses in italic have potential college credit

Click “Save and Next” to go to Step 4.
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4.

Step 4:

Boxes in Step 4 are “free text” and may be used to include information about the student’s
occupational and/or entrepreneurial plans, the student’s postsecondary majors,
postsecondary school choices and planning notes. A universal link exists for the SC
Commission on Higher Education for college searches and other related postsecondary
information.

SCOIS: A link to SCOIS, when clicked, will direct the counselor to the
administrative login page of SCOIS. From this page, the counselor can log into their
administrative database to find the student’s assessment results. Find your student using
the last name, graduation year or group which you have defined.

Parent e-signature: Once the parent signs the IGP in the ParentPortal, the signature will
appear in the space indicated by (see chart below). To use the electronic signature the
IGP must be locked in order for the parent to see it in the Parent Portal. If your district does
not use the electronic signature through Parent Portal you may click “Save without locking”
(1) or “Save and Lock” (2) then print a copy for signatures and file in the student’s guidance
folder. See section IV for more details

A link to the SC Commission on Higher Education is found here ’ .

PowerSchool

School: Rodk Hill High School  Term: 1243

idug] Greduation Plan

Indlvidual

Graduation Plan $

Conty, Jane 11 16712 RHHS

Stept | Step2 | Step3 | Stepd | IGR Resources

Interests from Career Exploration and Planning

Link

Occupations

Deseription

Entreprengurship Interests 4

Postsecondary Hajors N

Postsecondary Schools N

South Caroli

South Caroli

na Colleges and Universiies

na Qccupational Informafion System

Planning Notes At Graduation, ath, GPA, grad n Jan 2014 4

Parent/Guardian Signature *

SavevithoutLocking
1 2




5. Once you have clicked on the SCOIS link in the IGP Success Planner (see the + above), log into
SCOIS using your assigned administrative username and password on the page below.

4 CI5 Web Site Login - Windows Internet Explares =@ =9

ol ek Mipe//ccisintocaseersong/logmmain.sspasaeidminlogin=yai = [ | B | & | % W= fing e
balesd p g/loy g i g

x @ Convert = [ Select
i Favorites | i (7 Survey Tool @ Sunqested Sites = @ Get mare Add-ons » 2] IT Support @) Pink &% HeartRadio Real & Custo..

iy CIS Weh Site Login Fior B« 2 mm v Pager Sefetyv i L

cis South Carolinag -@

Coreer Information System —

hsar nansaz

Passwond:

Portfolio Administration

Log In with your
Site Coordinator or Staff account
user name and pulmrﬂ.

Choose your student by last name, grade level or assigned group.

L] -
. g [a Home | {f Log out ]
el 5 South Carolina ]
’ @

O Career Information Syﬁem =

Administration Tools —- Individual Portfolio Select Portfolios
SC Department of Education

Fztum 1 Admin Tooks - kain kieny

Select Portfolios

Select on Last Name Select all Users Select Graduation Year Select Group

Select Year [« Select Group v

=Y (&)
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D. IGP Resources Tab

The curriculum manager may add links in the IGP resources section that will allow counselors to click on
frequently visited sites. The demonstration below shows links to Enrich Assess, Yahoo, the SC
Department of Education, and Edmodo. If links are not list in your IGP resources tab, you must contact
your curriculum manager to add them. A link will not appear if it has not been properly set up providing a
name, URL, and description.

Step 1 Step2 | Step3 | Step 4 | IGP Rescurces

IGP Resources (links will open in a new window)
Link Description

Y ahoo Thiz iz a link to Yahoo!

ra
!
I
C
T

SCDE main page

Academic assessments

4, Edmodo Commication Website; allows teachers to post homework assignments and other information.

en
4

est Test

=]

[

10



E. Printing an IGP

After clicking “save without locking” or “save and lock” the screen automatically redirects to the main
screen below. When the IGP title is clicked (see the red arrow), the IGP will open.

IGP Home

Canaday. John 12 62940
Unlocked IGP Records
Tithe of IGP

Cinrs

20122013

Crented On

041172012 032 pen

12012 12.00 am

10112012 12.00 am

01212 12:00 am

01172012 12.00 am

Created On

Madifled On

01112012 03-29 pm
117202 12.00 am
V112092 12 00 am
01122 12:00 am

01172012 12.00 am

Madified On

Academic Year
012

0z

2002

anmz

amz

Academic Year

Frimary

Clone thes 1GP

Clane this 1P

Clone thes

g

This is the view once the IGP is opened.
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You may also click on the IGP Success Viewer to see the same IGP view.
=k PowerSchool

Y Bell Schedule View
——
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F. Making an IGP Primary

When you click on an unlocked IGP and change the “no” to “yes” in the “Rrimary” section below (indicated

by the green oval) the IGP that was originally primary (indicated by th below will automatically
change to “no.” The unlocked IGP that was originally “no” (indicated by the below) will change to
“yes.”

IGPs must be locked in order for parents to see them in the parent portal and/or to add the parent e-
signature. Once the parent provides the e-signature in ParentPortal, the counselor should then make the
locked and e-signed IGP primary.

IGPs must be locked and made primary in order for data from the IGP to appear in school, district, and
statewide reports.

|GP Home

Hall, Jane 10 53102 RHHS

Unlocked IGP Records

Title of IGP Created On Modfied On heademic Year

ta 20T pm WA T G Dee

Create New 1GP

Locked IGP Records

Title of IGP Created On Hodified On heademic Year

Jane Hall 1GP 2012:2012 (9292012 12:00 am 09292012 1200 am

IGP Links

Link Description

Click here to visit the IGP Dashboard for Rock Hil High Scheal.

Clck here to visi the GP Major Interest raport for Rek Hill High Sehool
Click here to wisit the (GP Completion report for Rock il High School.
Click here to visit the (GP Summary reportfor Rock Hill High School.

Click here to wisit the IGP Plan Code report for Rock Hill High Schoal.

Click here to visit the IGP Statistics for Rock Hill High Schoal,

G. Deleting an unlocked IGP

To delete an unclocked IGP click on “delete” indicated below with the red arrow.

(P Home

lell, Jane 10 53102 RHHS

Unlocked IGP Records

ftke of IGP Created On Modified On Heademic Year Frimary

017 g 112 08T g o f] Core s 69 Deke

12



If you attempt to delete an IGP a “confirm delete” button will appear.

6P Home

fl e 10 EMOL S

Ulocked 6P Recards

THeof P (el Cn ladiettn et Y Prinay

Cureo el P 21220 a0 Ty s Noﬂ (ot @

Once “confirm delete” is clicked the unlocked IGP will disappear.

nlocked 67 Records
Tt of P Created On Hodifed On Readeic Year Prinary

Creat few 16P

Vool d AR oonde

A locked IGP cannot be deleted.

IV. THE PARENT PORTAL

In districts where the Parent Portal has been activated, a parent will need a district assigned username
and password to log into the Parent Portal. After logging into the Parent Portal, the parent should click on
“IGP Success Viewer” (see red arrow below). Next, click on the title of the IGP (see the blue oval below).

Navigation J) -
3 IGP Success Viewer: Alt, Jane
;i__l Grades and
‘S Attendance This is a list of the individual graduation plans listed for Jane Alt.
Grade History
= Created On Modified On
{10 Attendance History fione of Clone of Ashley 2012 10/02/2012 02:56 pm 10/02/2012 02:56 pm

@ Email Maotification

L\A’I Teacher Comments

_, School Bulletin

ﬁ” Class Registration
F

Iljﬁ Curriculum Browser

13



At the bottom of the IGP the parent will see the following boxes: The parent should type their name into
the box * and click “Sign IGP.”

g

Parent/Guardian Feprasentative Signaturs

Meetine Conducted Bv:

Once the parent signs the IGP in the parent portal, t

Modify Info

Other Information
Student Email
Parents

Photo
State/Province - SC
Transportation

Academics

Attendance

Enter Attendance
Cumulative Info
Graduation Plan Progress
Graduation Plan Selection
Graduation Progress
Historical Grades

Honar Roll

IGP Success Planner
IGP Success Viewer

IGP Cross District
Transmission

Standards

Teacher Comments

Term Grades

Test Scores

Truancies

Administration
District Specific

m,

Datz

Tvpe vour name and click hers to aceept and sign this graduation plan Sign IGP

Connis Grant

e e-signature will

TOB SKILLS MATE I1(58)
EI(E0)

be visible in the elGP Viewer.

LIFE SKLS SCIE I [ADVISOR IB

[CAREER PREF IIL

[ER. AES HOMEBOUND
(MATHSTUD. IB 8L 1

11th Grade [ENPLOY ENGLISH I TOB SKILLS MATHII

IADVISOR 11

ART 1

ART 2
[BAND-MARCHING
(CULINARY ARTS 1
EMPLOY ENGLISH IIT
IINTRO FAMILY/CONSU
TOB SKLS MATH IIT

12tk Grade [CALCULUS AB AP

Potential
College
Credits
Tatal 15.5 15.5
Credits
Earned
Lorenzo Tasting 1..2...3....
Student Signature Dats Parent/Guardian Representative Sighature Dats
Covasalor Signaturs Dats
The IGP sheet reflecis a plan that may be subject 1o change by the availability and timing of sowse offerings in sach school.
Printad: 10/28/2012 04:41 PM Raviszd: 10/02/2012 Me=ting Conduet=d By Conniz Grant
IGP Data Input By: In Attendance: Grant, Ashley, Ms. Alt Parent/Stap Parent/Guardian Participation Vanpe: In-person
Not an gfficial transeript
Individual Graduation Plan (IGP) Worksheet
Rock Hill High School 803-981-1300
Student  Alt. Jan:  Plan Name Clon= of Clone of Ashley 2012 SUNS Number 3337130147 Current Grade 11 Academic Year 2012
Interests from Career Exploration and Planning
Occupations

Entreprensurship Interests
Postsscondary Majors
Postsscondary Schools

Planning Notes

m

14



V. IGP CROSS DISTRICT TRANSMISSION

The Cross District Transmission is found on the main page where the IGP Success Planner and IGP
Success Viewer are found. The CDT should be used when a student leaves your school, and the IGP
needs to be transferred to the receiving district in order for them to access the student’s IGP.

1. Click on Cross District Transmission

Cuick Lookup B
o PowerSchool
Switch Student

List (207}

Information

Acoounts

Unlocked IGP Records:
Title of IGF

Ronald 2012

Cther Information
Student Email
FParents

Fhota Locked IGP Records
State/Provinos - SC

Transporation L= = =]

m

IGP Links

Academics

Link
IGF Dashboard

IGF Major Report

IGF Completion Report

ISP Summary Report

Historical Gra
Honor Roll

IGP Pilan

I1GFP Statis

2. Choose the district where the IGP should be sent (see red oval) then click submit (see
blue arrow).

e Bt Vem T T b = @.corwca = fLien
G Breootes |y I vy Tond 48 Sagacsied Sars w i Gort mars Add sen = ) [FSugpedt £ Fink WP dicatitadic sk & Cante

Tl it e I I e e il 2

Famiy & Wakicme, Anthony J Dacosta | Hal | S Oul

PowerSchool

School: Rock 1 Hgh Schood  Term: 12-13

" IGP Cross District Integration

Fatnswarty, Joss 19320 FHHE
Send To
Dismie

Charersgon 3
Clarendon 3
Clarerdon 80
Cobeton

@ et | st Wik Oy
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VI.

FAQs:
Do | have to use the electronic signature in the Parent Portal?

No. You may print, sign, and file the IGP as you had in the past. However, to use
the e-signature in the IGPs first lock the IGP; have the parent go into Parent Portal,
click on IGP Success Viewer, go to the end of the document and sign in the box
provided. Once the e-signature is complete in Parent Portal then the signature will
be visible on the IGP Success Planner and IGP Success Viewer and the document

can be made “primary.”
Is this the final version of the e-IGP?

No. There will also be a version 2 with some necessary enhancements. However,
updates are being made by Pearson on an as-needed basis to repair/correct
functionality issues. Pearson has recently released another update (version 1.1.1)

that should be uploaded by your security manager.

My middle schools are not showing in the list when | build my curriculum in the

Curriculum Manager Tab.
Middle schools will be added in the next repair in a couple of weeks.

When using the Cross District Transfer to send an IGP to another district which IGP

is sent?

All of them. IGPs, when sent using the CDT, are housed on the Pearson cloud server
until the SUNS# is entered by the receiving district’s school. At the time the SUNS#
is activated by another school, the IGP(s) on the cloud server are available for use
by the new school. If an IGP is sent to a district and the student goes to another
district, the former school must re-activate the student and send the IGP to the new

district.

How do we assign students to clusters and majors if we do not use

Academies/Schools of Study?

The Curriculum Manager should create an academy titled “no academy” for the
cluster. When building the IGP, the counselor would choose “no academy” from the

drop down which would then populate the clusters, then majors, etc.

16



Q. We are not able to assign courses to majors. When you go into the curriculum
manager function and click on majors and then assign courses, it will not allow you
to assign courses. The search function does not yield any results whether you are

seeking a course by title or by a course number.

R. Ensure that the courses have a credit type of “HS” associated with high school

courses that should be active in the IGP system.

Q. Our system is taking forever to load courses in the system. Is there a problem at

Pearson?

A. First, try using the e-IGPs in Mozilla FireFox. Many of you may need to contact your
district IT personnel to add FireFox to your desktop or tablet. Contact the Pearson

helpdesk at CustomApplicationSolutions@Pearson.com through the end of January

2013, if FireFox does not remedy the problem. Please include Sherry Williams and/or
Dr. Sabrina Moore in your email to them. Our email addresses are srwillia@ed.sc.gov

and smoore@ed.sc.gov

Q. The resources page is not working.

A. Ensure that you have named the resource page, provided a description of the page
and included a URL link. The resource page name is what shows in the resources

and serves as a hyperlink to the page.
Q. When will manuals and videos be posted to the web for district help?

A. Manuals will be posted on December 3, 2012, along with videos for curriculum
managers and counselors. Resources can be found on the Personal Pathways to

Success Counselor Page found here:

http://led.sc.gov/agency/programs-services/174/Pathways/Counselors.cfm

The South Carolina Department of Education does not discriminate on the basis of race, color,
religion, national origin, age, sex, or disability in admission to, treatment in, or employment in its
programs and activities. Inquiries regarding the nondiscrimination policies should be made to the
Employee Relations Manager, 1429 Senate Street, Columbia, South Carolina 29201,
(803-734-8781). For further information on federal non-discrimination regulations, including Title
IX, contact the Assistant Secretary for Civil Rights at OCR.DC@ed.gov or call 1(800)421-3481.
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