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Adding a Program to a Student 

Programs such as MTSS/RTI, EC-IEP, IEP, 504, ELL, etc can be added to a student to begin 
district process.  
 
To add a program:  

• Locate the top toolbar of empoWEr 

• Click on Launchpad  

• Click on Student Search 

 
• Choose the appropriate search criteria (if desired) 

• Click Search 

 
• Locate the appropriate student  

• Locate the Program(s) column.   
o If the program is already listed that means it has already been added to the 

student and you can simply click the program link 

• To add a new program click the + icon at the end of the student row  
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The New Plan page will appear where a program and starter packet must be chosen. 

• Choose the Program you wish to add 

• Choose the appropriate starter packet 
o Starter packets are events that will begin the program process.  If you do not see 

the packet you are expecting to see reference the state Packet Guide or contact 
empoWEr support for additional details.  

• Click Create Plan 

• Click Cancel to return to the Launchpad without creating the plan 
 
While the plan is being created, the user will receive a message stating “the packet is being 
processed”: 

 
When processing is complete, the packet will open.  The first form in the packet appears with all 
other forms in the packet located to the right side of the screen in the "Forms List". 
 


