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Purpose 
This guide outlines enhancements to ACHIEVE IEP components, including updates to meeting workflows, 
Family Portal access, special factors, secondary transition planning, goal documentation, preschool Least 
Restrictive Environment (LRE) and system reporting support. The enhancements strengthen statewide 
consistency, improve alignment across IEP components, support family engagement, provide additional 
workflow supports, and assist teams in developing high-quality IEPs. 

Overview of Enhancements 
Key enhancements include: 

● Ability to revise meeting notices 
● Family Portal registration and family access supports 
● Enhanced Special Factors decision-making and alignment checks 
● Secondary Transition alignment tags 
● Goal-specific documentation uploads and reminders 
● Preschool LRE validation and reporting supports 
● Expanded system guardrails and Incomplete Data Report (IDR) logic 

Meeting Notices Enhancements 
Overview 

Meeting notice enhancements improve transparency, historical tracking and documentation of meeting 
activities within ACHIEVE. Teams now have additional tools to revise meetings, document attendance, 
record situations when meetings are not held and select meeting purposes that more accurately reflect the 
work of the team. These enhancements help ensure meeting records accurately reflect team actions while 
maintaining a clear historical record for providers and families.  

Considerations for Teams 

ACHIEVE provides additional workflow support; however, teams remain responsible for ensuring meeting 
notices, participant information and meeting documentation comply with IDEA requirements and local 
procedures.  

Teams Should Remember 

• Revised meetings maintain historical information from the original notice. 
• Meeting attendance should accurately reflect participation and roll call should be completed in a 

timely manner. 
• Rationales should clearly explain why a scheduled meeting did not occur. 
• Documentation should support communication with families and team members. 
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Navigating the new Meeting Notice functions in ACHIEVE 
STEP 1: Navigate to the learner’s IEP → Learner Dashboard. 

 
Screenshot 1: Learner Management Dashboard 

STEP 2: Review Pending Meetings and Past Meetings on the Learner Dashboard. 

 
Screenshot 2: Pending and Past Meetings Screen 

STEP 3: Complete any outstanding Meeting Roll Calls under Pending Meetings. 

 
Screenshot 3: Meeting Roll Call 
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STEP 4: Create a new meeting notice and select the appropriate meeting purpose. 
Additional meeting purpose options highlighted. 

 
Screenshot 4: Additional Meeting Options 

STEP 5: Revise meeting notice, if needed. 

Screenshot 5: Revise Meeting Button 

Screenshot 6: Revise Meeting Screen 
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STEP 6: If a past meeting was not held, complete the Meeting Not Held workflow and 
enter a rationale.  

Screenshot 7: Meeting Not Held Modal 

 

Purpose of the Meeting Notice Enhancements 
• Preserves a clear history of meeting changes and scheduling updates. 
• Allows teams to document situations when meetings do not occur. 
• Improves the accuracy of meeting records maintained within ACHIEVE. 
• Supports accurate meeting documentation by allowing additional meeting purposes to be added when 

needed.  
• Provides greater flexibility with documentation by supporting additional meeting purpose options and 

updates when needed. 
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Family Portal Handout 
Overview 

The new Family Portal Handout button provides a streamlined process for families to access learner 
information through ACHIEVE. Informational materials about the ACHIEVE Family Portal can now be 
generated directly from the learner record, simplifying the onboarding process for families.  

Considerations for Teams 

ACHIEVE generates the Family Portal handout directly from the learner record. Agencies should establish 
local procedures for validating family contact information and sharing registration materials with families. The 
Family Portal handout supports family engagement by providing information about ACHIEVE Family Portal 
and the registration process. 

Teams Should Remember 

• The Family Portal handout provides information about the ACHIEVE Family Portal but does not 
create or activate a Family Portal account.  

• Families are directed to ACHIEVE Family Portal resources to learn more about registration and 
access. 

• Family contact information should be reviewed regularly and validated prior to sharing registration 
materials. 

• The Invite to Portal process should still be completed after validating the family contact record. 

How to Access the Family Portal Registration Handout in ACHIEVE 
STEP 1: Navigate to the Learner Management page 
STEP 2: Open the Family Contact Section 

 
Screenshot 8: Family Contact Section 

STEP 3: Select the Family Portal Handout button 

 
Screenshot 9: Family Portal Handout Button 
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STEP 4: Generate and provide the registration handout to the family 

 
Screenshot 10: Family Portal Registration Handout 

Purpose of the Family Portal Handout Enhancements 
• Makes family enrollment resources available directly within the learner record. 
• Reduces the steps required to provide families with registration information. 
• Supports more consistent access to the ACHIEVE Family Portal resources across the state. 
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PLAAFP Special Factors Enhancements 
Overview 

PLAAFP enhancements strengthen the documentation of Special Factors within ACHIEVE. Teams now 
indicate whether each Special Factor will be addressed in the IEP through individual questions and response 
options. Special Factor decisions are connected to goals, services, activities and supports, accommodations 
and Incomplete Data Report (IDR) validation to support alignment throughout the IEP. 

Considerations for Teams 

ACHIEVE supports documentation of Special Factors throughout the IEP development process. Teams 
should ensure Special Factor decisions are based on the learner’s individual needs and that supporting 
goals, services, activities and supports, and accommodations accurately reflect those decisions and support 
implementation. 

Teams Should Remember 

• Each Special Factor must be reviewed and documented individually. 
• Special Factors identified as being addressed should be reflected in the appropriate IEP components. 
• Goals, services, activities and supports and accommodations should align with identified Special 

Factors. 
• Documentation should clearly support the team’s decisions regarding Special Factors. 

Navigating the new PLAAFP Special Factors function in ACHIEVE 
Teams must review each Special Factor and indicate whether it will be addressed in the IEP. Decisions are 
documented individually for each Special Factor. 

STEP 1: Navigate to the PLAAFP Special Factors section. 

    
Screenshot 11: Special Factors Interface 

STEP 2: Review each Special Factor individually and select Yes or No. 

 
Screenshot 12: Special Factors Question 
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STEP 3: If Yes is selected, identify how that factor is addressed within the IEP. 

 
Screenshot 13: Special Factors Tagging 

STEP 4: Review warning message and alignment indicators. 

 
Screenshot 14: System Warning 

Purpose of the Special Factors Enhancements 
• Moves Special Factors beyond a single acknowledgement statement. 
• Prompts teams to consider each factor individually during IEP development. 
• Provides documentation of how identified factors are addressed within the IEP. 
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Secondary Transition Enhancements 
Overview 

These tags were added to support teams in the development of measurable postsecondary goals in 
alignment with B13 reporting requirements. Using these tags will help to ensure IEP goals and services are 
developed to support postsecondary outcomes in the areas of living, learning and working.  

Considerations for Teams 

Iowa requires transition planning to begin no later than age 14, with Postsecondary Expectations, transition 
services and annual goals working together to support postsecondary outcomes.  

Teams Should Remember 

• Postsecondary Expectations should align with age-appropriate transition assessment data. 
• Learning, Living and Working tags should accurately reflect the transition domain being addressed. 
• Transition services, courses of study and annual goals should support identified postsecondary 

expectations. 
• Consistent documentation supports accurate transition planning and reporting. 

How to Apply Postsecondary Expectation Tags in ACHIEVE 
These enhancements strengthen connections between Postsecondary Expectations and related IEP 
components by allowing teams to identify whether goals, services, activities/supports, and accommodations 
support Learning, Living and/or Working outcomes. 

STEP 1: Open a goal, service, activity/support or accommodation in a Secondary IEP. 

STEP 2: Locate the Postsecondary Expectations tags. 

STEP 3: Select the applicable domain(s): Living, Learning and/or Working. 

STEP 4: Apply tags consistently across IEP components to support postsecondary 
expectations.  

 
Screenshot 15:  Postsecondary Expectation Tags 

Purpose of the Secondary Transition Enhancements 
• Strengthens connections between Postsecondary Expectations and related IEP components.  
• Improves consistency of transition planning documentation across the IEP. 
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Goal Enhancement 
Overview 

Goal enhancements improve documentation management within ACHIEVE by allowing teams to associate 
supporting documentation directly within individual goals. Additional system prompts help teams identify 
when goal documentation may be needed. 

Considerations for Team 

ACHIEVE provides additional support for adding goal-related documentation. Teams remain responsible for 
determining when supporting documentation is needed and ensuring goal documentation accurately reflects 
learner needs, progress and IEP team decisions. 

Teams Should Remember 

• Supporting documentation can be uploaded directly to an individual goal.  
• Documentation uploaded through the goal section should be associated with that specific goal. 
• Attachment reminders are intended to prompt review and do not require documentation to be 

uploaded. 

How to Upload Documentation for Individualized Goals 
Goal enhancements improve organization and strengthen the connection between uploaded documentation 
and specific learner goals.  

STEP 1: Create or edit a goal within ACHIEVE. 

STEP 2: Upload goal-specific supporting documentation using the updated upload 
location.  

 
Screenshot 16: Upload document for Goals Button 

STEP 3: Review any keyword detection warnings related to the attachment. 

 
Screenshot 17: Keyword Warning Message 

Purpose of the Goal Enhancements 
• Supporting documentation can be attached directly to specific goals. 
• Upload reminders help reduce missing documentation. 
• Goal documentation is easier to locate and review. 
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Preschool Least Restrictive Environment (LRE) Enhancements 
Overview 

Preschool LRE enhancements improve the accuracy and consistency of Preschool LRE documentation 
within ACHIEVE. These updates strengthen the connection between Regular Early Childhood Program 
(RECP) information and Preschool LRE decision-making while supporting federal reporting requirements for 
Indicator 6: Educational Environments for preschool children ages 3 through 5. 

Considerations for Teams 

ACHIEVE provides additional validation and reporting support for Preschool LRE documentation. Teams 
should ensure RECP information is complete and accurately reflects the learner’s participation in early 
childhood programs before making Preschool LRE determinations.  

Teams Should Remember 

• RECP information should accurately reflect the learner’s current and anticipated participation in early 
childhood programs. 

• Responses regarding RECP attendance should be completed before finalizing Preschool LRE 
documentation. 

• Preschool LRE decisions should align with documented RECP information. 
• Accurate documentation supports state and federal reporting requirements.  

How to Verify RECP Attendance Information in ACHIEVE 
These updates strengthen the connection between Regular Early Childhood Program (RECP) information 
and Preschool LRE decision-making.  

STEP 1: Navigate to the Preschool LRE section. 

 
Screenshot 18: Preschool LRE Workflow 
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STEP 2: Verify RECP attendance information is complete. 

 
Screenshot 19: RECP Attendance Information 

STEP 3: Resolve any system warning messages before finalizing the LRE section. 

 
Screenshot 20: RECP Warning Message 

Why portions of the workflow may become Read-Only: 
• ACHIEVE checks for required RECP information before allowing portions of Preschool LRE 

workflow to be finalized. 
• If required RECP responses are missing, portions of the workflow temporarily become read-

only. 
• This guardrail helps ensure Preschool LRE decisions are based on complete RECP information. 

Purpose of Preschool LRE Enhancements 
• Connects Preschool LRE decisions to Regular Early Childhood Program participation data. 
• Prompts completion of required information before finalizing LRE decisions. 
• Improves the accuracy of preschool educational environment reporting. 


	ACHIEVE IEP Enhancements Guide
	Purpose
	Overview of Enhancements
	Meeting Notices Enhancements
	Navigating the new Meeting Notice functions in ACHIEVE
	STEP 1: Navigate to the learner’s IEP → Learner Dashboard.
	STEP 2: Review Pending Meetings and Past Meetings on the Learner Dashboard.
	STEP 3: Complete any outstanding Meeting Roll Calls under Pending Meetings.
	STEP 4: Create a new meeting notice and select the appropriate meeting purpose. Additional meeting purpose options highlighted.
	STEP 5: Revise meeting notice, if needed.
	STEP 6: If a past meeting was not held, complete the Meeting Not Held workflow and enter a rationale.

	Purpose of the Meeting Notice Enhancements

	Family Portal Handout
	How to Access the Family Portal Registration Handout in ACHIEVE
	STEP 1: Navigate to the Learner Management page
	STEP 2: Open the Family Contact Section
	STEP 3: Select the Family Portal Handout button
	STEP 4: Generate and provide the registration handout to the family

	Purpose of the Family Portal Handout Enhancements

	PLAAFP Special Factors Enhancements
	Navigating the new PLAAFP Special Factors function in ACHIEVE
	STEP 1: Navigate to the PLAAFP Special Factors section.
	STEP 2: Review each Special Factor individually and select Yes or No.
	STEP 3: If Yes is selected, identify how that factor is addressed within the IEP.
	STEP 4: Review warning message and alignment indicators.

	Purpose of the Special Factors Enhancements

	Secondary Transition Enhancements
	How to Apply Postsecondary Expectation Tags in ACHIEVE
	STEP 1: Open a goal, service, activity/support or accommodation in a Secondary IEP.
	STEP 2: Locate the Postsecondary Expectations tags.
	STEP 3: Select the applicable domain(s): Living, Learning and/or Working.

	Purpose of the Secondary Transition Enhancements

	Goal Enhancement
	How to Upload Documentation for Individualized Goals
	STEP 1: Create or edit a goal within ACHIEVE.
	STEP 2: Upload goal-specific supporting documentation using the updated upload location.
	STEP 3: Review any keyword detection warnings related to the attachment.

	Purpose of the Goal Enhancements

	Preschool Least Restrictive Environment (LRE) Enhancements
	How to Verify RECP Attendance Information in ACHIEVE
	STEP 1: Navigate to the Preschool LRE section.
	STEP 2: Verify RECP attendance information is complete.
	STEP 3: Resolve any system warning messages before finalizing the LRE section.
	Why portions of the workflow may become Read-Only:

	Purpose of Preschool LRE Enhancements







Accessibility Report





		Filename: 

		ACHIEVEIEPEnhancementsGuide6-18-26.pdf









		Report created by: 

		Lisa Albers, LISA.ALBERS@IOWA.GOV



		Organization: 

		







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

