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             Completing the IEP Meeting Participants Editor in Infinite Campus 
 
 
COMPLETING THE IEP MEETING PARTICIPANTS EDITOR IN AN IEP 
 
 
1.  Select the Meeting Participants editor.                         
 
 
 
 
 
 
 
 
 
 
2.  Select New Team Meeting.                                                
 
 
 
 
 
 
 
 
 
 
 
 
3.  Make sure the ‘Print in Plan’ box is checked.  

 
     Enter the Meeting Date. 
                                  
 
 
 
                          
      Leave the Meeting Description box blank. 
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4.  The Meeting Participants list auto-populates from the  
     Team Members tab. For each team member listed  
     on the IEP Meeting Notice form, select the role 
     of the participant from the drop down and  
     check the ‘Yes’ box under ‘Invited’ and ‘Attended’.  

 
     NOTE: Only the names with ‘Yes’ selected under  
     ‘Attended’ will print on the PDF of the IEP.  

 
 
 
 
 

     Team Members not listed on the Meeting Notice 
     may be removed by selecting the ‘x’ or may 
     be ignored. 

      
 
 
 
 
 
 
 
      
      
 
     
 
 
 
 
 
 

    To add the parent/guardian name, scroll to the  
    end of the List of Team Members and select  
    ‘Add new team participant’. 
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  Leave ‘Link to Team Member’ blank. 

     
  Enter the parent/guardian’s last name and first  
  name and select their role. Repeat the process  
  for any additional persons on the Meeting Notice  
  not listed in the Team Member tab.  

  
     “Save” or “Save and Continue” 
 
      For students 14 and older follow the same 
      procedure as used for adding the  
      parent/guardian. 

     
     
 
 

     This editor cannot be saved until all required 
roles are represented. This includes students  
14 years and older. 

 
 
 
 
 
 
 
 
 
 

5.  Names with ‘Yes’ selected as attended will print on the IEP Participation page of the IEP 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
        
    NOTE:  For an IEP Revision, select “New Team Meeting” and follow the same procedures. 
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6.  FOR SPEECH-ONLY STUDENTS 
              
     To add the SLP in the proper role for a  
     Speech-only student, scroll to the  
     end of the List of Team Members and select  
     ‘Add new team participant’. 
 
     
 
 
 
 
 
     Leave ‘Link to Team Member’,  
     ‘Last Name’ and First Name’ fields blank. 
     Select the role of Special Education  
     Teacher. 
        
      
 
 
 
     For the SLP, select the role of  
     ‘Speech/Language Therapist/Pathologist/ 
     Specialist’, ‘yes’ under ‘Attended’ and ‘yes’  
     under ‘Invited’. 
 
     Select ‘Save’ or ‘Save and Continue’ 
     
 
 
 
 
 
 
 
       This will print the SLPs name by the correct role in the IEP Participation. 
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