
Creating an Annual ARD 
(revised 08/05/2019) 

 
Annual ARDs must always be created using    The NEW Button. 
By following these new steps, this process will; 

a. Automatically end the old placement on the date of the new ARD. 
b. Automatically place end dates on the previous ARD’s Goals and Objectives. 
c. Automatically copy all information from the last ARD forward into the new ARD. 
d. Automatically move the “next year’s schedule of services” to the current year and 

duplicates it for the next year’s schedule of Services including the related services. 
e. Avoid gaps and overlaps in placements. 
This process will allow teachers to create ANNUAL ARDs easier and quicker than before.   
 
Annual ARDs must always be created using the NEW button. 
Revise is only used for amendments or special ARDs. 
 

Please follow these steps to create an Annual ARD meeting 
 

In this example, we are creating an Annual ARD that will be held on 9-20-2018 
 

1. Always create the ARD Notice (Invitation) first.  The steps to create the ARD notice are the 
same.  The steps are located on the special services webpage on the IEPplus Resources tab. 
 
 
 

 
2.  

 

 

 

 

 

 

 

 

3.  

 

 

 

 

 

1.Go to the ARD section  Do not use Revise for 

Annual ARDs

2.Click on NEW button 

1.Select the Date of the ARD from 

dropdown.  This info. Comes from 

the Invitation you created. 



 

4.   This Annual ARD will be held on 9-20-2018. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.  

 

 

 

 

 

 

 

 

 

  

 

3. Day After ARD 

1. The Day before the ARD should appear here (9‐19‐2018).  This date will be correct 99% of the time.  You will 

need to change it if the placement of the previous ARD has ended prior to this date.  In this case, you need to 

enter the end date of the previous placement.  This occurs when the Annual ARD is not held within timelines. 

2. Leave on 

OPTION 1 

5. First day of classes 

next year: 08/19/2019 

6. Annual Date. One year 

from the date of the ARD 

4. Last day of school year:  

05/30/2019 

7. Check to increase 

Grade. 

8. Click: Next Step 

1. Leave on OPTION 3 

1.Click on: Next Step 

09/21/2018

08/19/2019 09/20/2019

05/30/2019

09‐19‐2018



6.  

 

 

 

 

 

 

 

 

 

 

7.  Your ARD document will appear. 

 

8. 

 

2.Adjust the Name of 

ARD if needed. 

1.Do not change this.  

3. The letterhead is defaulted to BISD.  

All ARDs should have BISD as the 

letterhead.  Do not change it. 

4. Click on Create ARD 

Go to Form Information 

If you are going to create Goals for this school 

year and separate goals for next school year, 

then copy the dates from the Placements 

section to the Goals section.  Most goals 

should follow this format. 

If you are going to create goals that will run 

from annual ARD to Annual ARD, then skip this 

step. 



 

9. 

 

 

 

 

 

10. You are ready to start working on your Annual ARD.   

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Don’t forget to adjust the grade and years on the STAAR page.  It does not do this automatically. 

Don’t forget to adjust the years and semester on the SOS page.  It does not do this automatically. 

1. Click Save 

2. Go to ARD Header 


