
Creating a Special ARD or Amendment using revise. 

Use these steps for all ARDs or Amendments that are NOT Annual ARDs. 
(Special ARDs and Amendments are created using the REVISE button.  Do not use the NEW button.  Only 

Annual ARD meetings are created using the NEW button.   If you need to create an Annual ARD, do not use 

these steps.  Follow the Annual ARD Creation steps located on the Special Services Webpage.) 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Go to ARD 

Summary 

 

1. Go to ARD Notice Summary. 

Create a new ARD Notice 

(Invitation) using the "NEW" button. 

You must create an ARD notice for 

an Amendment as well.  It will not 

be sent to parents.  Just complete 

the top part.  Date, Time, Place, 

Room, and Meeting Reason: 

AMENDMENT and finalize it. 

 

3. Click on the 

Revise button 

 

4. Use the 

dropdown to 

pick the correct 

date of the 

Special ARD or 

Amendment. 

The date comes 

from the ARD 

Notice you 

created. 

 

5. The date of the ARD and the reason for the ARD will appear. 

This information comes from the ARD Notice you created. 

For Amendments, you must also click on the "Amendment to the ARD" box. 

 

You will be working with the same Annual  form.  At first glance it appears as if you 

unlocked the original Annual ARD.  That is OK.  That is the way it is supposed to work. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Go to:  

FORM INFORMATION 

8. Form Name:  The original Annual ARD name and date will appear here. Do not 

delete it.  Add to it. 

Annual-08/15/2019 / Special or Amendment -09/04/2019 

9. FORM Date Range: 

Do not change these dates. 

10. Current Date 

Change this date to the day of 

the Special ARD or 

Amendment 

11. Recommended Placement: 

Change this date to the day after 

the Special ARD or Amendment. 

In this example, the special ARD 

was held on 09/04/2017, so we 

enter 09/05/17 in this box. 

12. Placements: 

If the Original Annual ARD was 

held this school year, (In this 

example,( yes) 08/28/2017), 

then you leave these  3 dates 

alone. 

13. Goals: 

Do not change the Goal dates. 

7. In this example, the Annual ARD was held THIS SCHOOL YEAR on 08/14/2019.  We revised the Annual ARD 

and created a Special ARD or Amendment held on 09/04/2019. 

 

08/15/2019 08/14/2020 

09/05/2019 

08/12/2020 

05/27/2020 

08/14/2020 

Annual 08/28/2017 / Special 09/04/2017 

09/04/2019 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14. Click:   SAVE and then 

REFRESH. 

 

You are now ready to work on 

the ARD document. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7b. In this example, the Annual ARD was held the PREVIOUS SCHOOL YEAR on 05/02/2017.  We revised the Annual 

ARD and created a Special ARD or Amendment held on 09/04/2017. 

 

8b. Form Name:  The original Annual ARD name and date will 

appear here. Do not delete it.  Add to it. 

Annual-05/02/19 / Special or Amendment -09/04/19 

9b. FORM Date Range: 

Do not change these dates. 

11b. Recommended Placement: 

Change this date to the day after 

the Special ARD or Amendment. 

In this example, the special ARD is 

09/04/2017, so we enter 

09/05/2017 in this box. 

10b. Current 

Enter the date of the Special 

ARD or Amendment. 

12b. Placements: 

If the Original Annual ARD was 

held last school year, (In this 

example,( yes) 05/02/2017), 

then you move the end date 

from the next recommended 

to the recommended end date. 

 

Leave the Next Recommended 

start and end dates blank.  

13b. Goals: 

Do not change the Goal dates. 

05/02/2020 05/03/2019 

09/05/2019 05/02/2020 

Annual 05/02/19 / Amend 9/4/19 

09/04/2019 



 

 

  

 

 

 

 

  

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

14b. Click:   SAVE and then 

REFRESH. 

You are now ready to work on 

the ARD document. 

The system does create a new form.  You will 

be working with the same ANNUAL ARD form. 

Click on the original form to view the original 

Annual ARD and any revisions or 

amendments made to that form. 

 

The ARD History will display at the top of the ARD document. 

The Original ANNUAL ARD will appear on the bottom with an asterisk. 

ARD revision dates will appear, with the most current on top. 

 



 

  
You will have the ability to view and 

print the original ARD and any Revised 

ARDs.  They are located under the 

ARCHIVES section. 

 


