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1. Logging In 

1.1. Logging in to CT-SEDS for the First Time 

 

Figure 1: Login Screen 

The Login Page asks for the User’s Username and Password. The username will be the user’s email 

address. Passwords must be a minimum of 8 characters that contain at least: 1 uppercase letter, 1 

lowercase letter, 1 special character and 1 number. 
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Upon first login, the user will be prompted to accept the Electronic End-User Agreement.  If the user 

does not accept this agreement, they will not be allowed further into the CT-SEDS system. 

 

Figure 2: User Agreement 

The first time the user logs in, the user will also be prompted to update their password. At a minimum, 

passwords must be a minimum of 8 characters that contain at least: 1 uppercase letter, 1 lowercase 

letter, 1 special character and 1 number.  
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Figure 3: Change Password 

The first time the user logs in, they will also be prompted to create a ‘Forgot Password Question’(s) so 

the user will be able to reset the password if needed in the future. 

 

Figure 4: Forgotten Password Questions 

1.2. My Account 
From any page, clicking My Account will reveal a sub menu that will allow the user to navigate to several 

tools and areas specific to their account. 

 

Figure 5: My Account Submenu 
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Within this submenu, the user can edit their Calendar, view all documents that they have created, adjust 

their information including updating their password, view messages, and view reports they have 

created. 

1.1.1. My Calendar 

 

Figure 6: My Calendar 

The submenu presented under the My Account tab begins with My Calendar.  Users can add 

appointments to their CT-SEDS calendar by double clicking on the date of appointment, which will bring 

open a page to ADD A NEW CALENDAR ENTRY. 

 

Figure 7: Add a New Calendar Entry 

Appointments can be color coded by topic and additional CT-SEDS users can be included by clicking the 

ADD USERS and selecting the user within the system.  When users are added, they will receive a 

notification in the CT-SEDS Message Center with the new appointment invitation.   
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Figure 8: Add a New Entry 

1.1.2. My Docs 
The My Documents page displays all student documents for students on a user's caseload. The user can 

filter by date, grade, school, etc., click SEARCH MY DOCUMENTS to see all documents. 

 

Figure 9: My Docs 

To open a document, the user needs to click on the Document Title. To batch documents into a single 

PDF, select the Batch checkbox next to the desired documents and click VIEW DOCUMENT BATCH at the 

bottom of the page. This will allow the user to open multiple documents in one PDF.  
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Figure 10: My Docs 

1.1.3. My Info  

 

Figure 11: My Info 

A user can change their password using the My Info submenu. Passwords must be a minimum of 8 

characters that contain at least 1 uppercase letter, 1 lowercase letter, 1 special character, and 1 

number.   

 

Figure 12: Change Password 

1.1.3.1. Updating contact information. 
On the My Info page, the user can also update basic contact information and update forgotten password 

questions. Please note, information entered here could be available elsewhere in the system. For 
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example, if the user is a student’s case manager, the phone numbers, title, and address entered here 

may be added to documents. Please do not use personal information. 

 

Figure 13: My Info 

1.1.3.2. Forgotten Password 
If the user has forgotten their password, click the Forgot Password link on the district’s main login in 

page. The user will be guided through a 5 step process to reset the password. In order to use this 

function, the user must enter their name and e-mail address as they are in the CT-SEDS system. 

The steps are as follows: 

Step 1: Enter name and e-mail address, and verify image 

Step 2: Answer verification questions 

Step 3: Generate temporary log-in 

Step 4: Obtain authorization code 

Step 5: Enter authorization code 

Once the user gains access to the system, the user will be prompted to enter a new password. 

Passwords must be a minimum of 8 characters that contain at least 1 uppercase letter, 1 lowercase 

letter, 1 special character, and 1 number.   

1.1.4. My Messages 
The My Messages tab is another means for users to access the message strings that have occurred 

within the CT-SEDS system.  It also allows users to search for historic message strings. 
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Figure 14: My Messages 

1.1.5. My Reports 
The My Reports tab allows users to see and access the reports they have previously generated.  

 

Figure 15: My Reports 

1.2. Logging Off 
Users should log off CT-SEDS when work is finished or when stepping away from their computer to 

ensure that unauthorized persons do not view information to which they do not have access. To log off, 

just look for the log off symbol in the upper right-hand corner of the screen and click it.  

Once the user is completely logged off, it is also a good idea to close the browser window.  
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2. Home Page 
The Top-Level Navigation Bar is visible on all pages within CT-SEDS. Use the tabs here to navigate the 

system and perform various functions. To return to the Main Menu, click the CT-SEDS logo in the top 

left. To log out, click the logout arrow in the top right.  

 

Figure 16: Home Page 

Dashboard Widgets display relevant information based on user type permissions. Ex. Non-

administrative level users would have a compliance widget based on their individual caseload of 

students (My Students Widget). District Administrators see district-wide special education compliance 

and can drill down to individual school and user caseload compliance (My Serving Schools Widget). My 

Calendar, Announcements, and Helpful Documents Widgets are available for all user types.  

 

Figure 17: My Calendar Widget 

Clicking a date on the My Calendar Widget displays any scheduled appointments along with a ‘New 

Appointment’ button. Clicking New Appointment allows the user to schedule a meeting, flag it in 

various categories/colors for organizational purposes and add other CT-SEDS users.  
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Figure 18: Add a New Calendar Entry 

The Documents Widget at the bottom of the Main Menu contains documents such as user manuals and 

other helpful documents organized under relevant tabs.  

 

Figure 19: Documents 

2.1. Wizards 
Wizards are tools that help a user complete tasks in the CT-SEDS system. The wizards that a user has 

available to them is specific to the user type they have. For instance, Related Service providers will likely 

see wizards that will allow them to document services that have been provided to students. One wizard 

that is common to most all users is the Caseload Setup Wizard.  
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Figure 20: Caseload Setup Wizard 

Accessing the Caseload Setup Wizard 

1. Click on the “Tools” menu at the top of the page in the dark blue navigation bar. 

2. Click on “Wizards” in the light blue navigation bar. 

3. Click on the “Caseload Setup Wizard” link 

Adding a Student to a Caseload 

1. Click on the “Add More Students to Caseload” button 

2. Search for students by providing criteria such as last name or Student ID. Click ‘View 

Students’ 

3. Select the student(s) to add to the caseload by selecting the appropriate check box based on 

whether the user is a team member or the student’s case manager 

4. Scroll to the bottom and click ‘Update the Database’ to save the selection(s) 

Removing a Student from a Caseload 

1. To remove a student from the caseload, uncheck the box next to the student’s name and 

click ‘Update the Database’ button 

Other common Wizards are addressed in different manuals. The Caseload Administration Wizard, which 

allows certain users to set up caseloads for staff members is addressed in the Administrative Manual. 

The Progress Report wizard is addressed in the IEP and Progress Reporting Manual. Service Logging 

wizards for providers are addressed in the Service Logging Manual.   
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3. Finding Students 
Users find students by accessing the Students tab on the dark blue main menu navigation bar.  

 

Figure 21: Main Menu Navigation bar 

3.1. Student Search Page 
Clicking on the ‘Students’ tab will take the user to the Student Search Page. 

 

Figure 22: Student Criteria 

The user can search by Compliance status to show lists of students with upcoming or overdue action 

items.   
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Figure 23: Compliance Status 

The user can search by Student OSEP District.  

 

Figure 24: Search by student OSEP District 

After making selections and clicking the View Students button (at the bottom of the page), the user’s 

results will appear.  

 

Figure 25: Student Search Results 
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Depending on the user type, some users will just see their caseload, or the search results from the 

search criteria that was entered. Select the student the user would like to view by clicking on their 

name.  

The user can also sort the list by any of the column headers by clicking on the column header and can 

generate a report containing all the listed information directly from this page.  

Clicking PRINT RESULTS generates a report in PDF format. Clicking EXPORT RESULTS generates a report 

in Excel format. 

3.2. Advanced Search 
From the Basic Student Search page, the user can switch to Advanced Search using the link in the upper 

right corner.  

 

Figure 26: Advanced Search 

This will display additional search criteria.   

4. Student Menu 
From either a student search result, or from the Caseload Widget on the home page, clicking the 

student’s name will bring the user into the student’s record and a new submenu. Users will see the 

student’s first initial and last name in the dark blue menu, and the lower, light blue menu are areas 

within the student’s record that can be navigated. 

 

Figure 27: Student Menu 

Above is a portion of the student menu. Depending on the student and the user permissions, different 

modules and menus may appear here. The first four areas are commonly available for most all users. 

4.1. Personal Information Page 
The Personal Information page contains basic demographic information about the student and their 

enrollment. Most of the data on this page will not be editable by most users. If something is incorrect, it 

will need to be changed in the source system for the information or changed by an administrator.  
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Figure 28: Personal Information Page 

4.2. Team Page 
The Team page manages staff and parents who are members of the student’s team. 

 

Figure 29: Team Page 

The default team is the Planning and Placement Team (i.e., IEP team), but some students may have 

other teams that can be toggled through.  

4.2.1. Adding Team Members 
To add additional team members, select the Select IEP Team link in the upper right corner of the Team 

page. This will open a window that will list staff in the same school as the student. Use the check boxes 

to add or remove team members. Click Save when finished. 
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Figure 30: Select IEP Team 

 

4.2.2. Adding Parents 
To add additional team members from the student’s parents and guardians, click the Select IEP Team 

link in the upper right corner of the Team page. This will open a window that will list staff in the same 

school as the student. Use the check boxes to add or remove team members. 

 

Figure 31: Select IEP Team 

Names that appear on this page come from data entered and maintained on the Parents page. For more 

information about parents and guardians, go to the next section of this manual. 



 

 CT-SEDS User Manual – Core Navigation 18 

 

Figure 32: Parent/Guardian 

4.3. Parents Page 
The parents page manages parents and guardians for each student. 

 

Figure 33: Parents Page  

From this page, clicking the pencil icon on any parent or guardian’s row will show the person’s detailed 

contact information. Like student demographic information, the data on this page may or may not be 

editable by some users. If information is incorrect, changes must be made in the source system for this 

data.  
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Figure 34: Edit Parent/Guardian 

Important: For the parent or guardian to appear on certain documents in IEP or 504 plan, the checkbox 

for Can receive Parent Portal notifications, indicating Guardian Responsibility, must be checked. If this is 

not checked, the user will receive an error that a parent has not been added.  

Please note, if the LEA has signed up for Data Exchange with their SIS and included this field, then the 

Can receive Parent Portal notifications field can be updated via import. If this is not occurring, the field 

will need to be updated manually.  

4.3.1. Parent Portal 
Documents can be sent to an online Parent Portal for parents and guardians to access. When the Can 

receive Parent Portal notifications field is checked, the parent or guardian can receive email notifications 

to access the Parent Portal. To send the parent or guardian a link to access the portal, click on the green 

SEND ADHOC ACCESS EMAIL button. Please note, links to access the Parent Portal are automatically 

sent when parent consent documents are sent to the Parent Portal, but Ad Hoc Parent Portal access can 

be sent using this button at any time.  

 

Figure 35: Send Adhoc Access Email 

If a user needed to turn off a parent or guardian’s access to the Parent Portal, check the Disable Portal 

Access box and click SAVE. 
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Figure 36: Disable Portal Access 

4.4. Contact Log 
The purpose of the Contact Log page is to provide a place for the district to document contact attempts 

that were made between team members and the parents/guardians of the student.  

 

Figure 37: Contact Log 

The contact log can be printed or exported for use outside of the CT-SEDs system. To add a new contact, 

click the Add a Contact link in the upper right corner of the list of recorded contacts. Contacts will be 

organized by school year. When users generate documents that have an associated contact they can 

associate the contact entries with the document. 

 

Figure 38: Contacts 
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On the Contact Details window, users can select to document a contact made with a Parent or Other 

type of contact. Select the Contact Method, the Person Contacted, Date and other information to 

document the communication. When finished, click Save and the contact log will be complete and listed 

on the main contact log page. 

 

Figure 39: Contact Details 

5. Documents  

5.1. Create/View Documents 
The majority of student documents are created as users work through system processes. Certain 
documents can be created outside the processes in the system. To create a Document outside of a 
system process, navigate to the Create/View documents page.  
 

 
Figure 40: Create/View Documents 

Select the radio button next to the document and click Create Draft or Create Final. Creating a draft first 
is best practice as drafts are only temporarily saved in CT-SEDS and Finals are saved and have to be 
requested to be deleted if an error is found. 

 

Each document has its own document creation page to collect any relevant data needed to populate the 
document. Complete the required information and generate the document. 
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Figure 41: Create/View Documents 

Once created, documents appear in the table at the bottom of the page. To open a document and save 
it to the user’s computer or print, click the document name. 

 

To batch multiple documents into one PDF, select the documents in the batch column and click 
View Document Batch. 
 

 

Figure 42: Documents Table 

5.2. Upload documents 
To attach a document created outside CT-SEDS, click Upload External Documents. 
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Figure 43: Upload External Documents 

Enter a Name for the document(s) to appear in the documents table. If left blank, the filename will 
display. 

 

Figure 44: Upload External Documents 

5.3. Upload Attachments 
To attach an external document to a document created inside CT-SEDS (ex. Attaching a signature page 

to an IEP created in CT-SEDS), click the Upload External Attachments button. 

 

Figure 45: Upload External Attachments 

 

Choose the CT-SEDS document to attach the external document to by selecting the radio button at left. 
Browse for the file on the user’s computer and provide a name to display in the Documents table.  
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Figure 46: Upload Attachments 

 

6. Reports 

6.1. Create and View Reports 
Different user types will have different reporting access. To see reporting options, navigate to the 

Reporting tab.  

 

Figure 47: Reporting 

Click on EDPlan Explore to access the Advanced Student Search will allow users to access more reporting 

options for students. Select the desired criteria and click VIEW STUDENTS. 
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Figure 48: Advanced Student Search 

 

Figure 49: Advanced Student Search 

Click on EDPlan Everyday to access standard reports. There are two tabs of reports: Admin and Special 

Education.  

 

Figure 50: Admin and Special Education Reports 

To run a report, click on the report, select appropriate criteria, and click GENERATE REPORT at the 

bottom of the screen. To return to select a different report click on BACK TO REPORT SELECTION. 
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Figure 51: Selecting Criteria to Generate a Report 

 

Figure 52: Generate a Report 

Once the report has run, the user will receive an email saying the report is ready to review. If the user 

selects Run at Night, the report will be run overnight. Once the report has run, the user can access the 

report under Recently Run Reports on the Reporting tab.  

 

Figure 53: Recently Run Report(s) 

Please note, Reports can also be accessed under My Reports under the My Account tab as referenced 

earlier in this guide (Section 1.1.5). 


