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Task #1
It is time to create a new Local Improvement Plan (LIP).  You began creating the LIP in the Microsoft Word template.  Now you have decided that you would like to complete the LIP online.  
· Open the word document named Practice_LIP.doc which is located on your desktop. 

· Minimize this word document and open up the Internet Explorer window that the observer opened earlier on your computer.
You must login to create and access your LIPs.  The T/TAC Online Administrator sent you the “LEA password” for your local education agency (county/state operated program). You can not enter a password now because this system is not functional.  

· Simply select the “login” button.  (This is in the top right corner of the screen.)

Begin creating the LIP online for the 2005-2006 school year.

Do not download a template.

This is not a continuation plan.  Select “no” for this question.  Then select “start.”

Enter your General Information and select goal 3.
Under the “Categories” section select topic “Curriculum/Instructional Methods” and disability “Mild/Moderate Disabilities.”

Refer to Practice_LIP.doc, which is located on your desktop, to guide you throughout the rest of the process. 
· Continue to section 2.  You have already written your data for section 2 in Practice_LIP.doc (the Microsoft Word template).  Cut and paste this information into the online field of section 2.  
· Continue to section 3.  You have already written your data for section 3 in your Microsoft Word template (Practice_LIP.doc).  Cut and paste this information into the online field of section 3.

· Save your work and return to the main menu.

Task #2
You began your Local Improvement Plan (LIP) for the 2004-2005 school year earlier and now you have collected more information that you would like to add to this LIP.
· Add the following information to Section 2 of this LIP:
Add the table that corresponds with the description of Goal 3. This table is titled “Practice_Table.doc” and is located on your desktop.
· Add the following information to Section 3 of this LIP:

“There will be a decrease by 10% in the special education teacher turnover rate during the 2003-2004 school year.”

· Save your work and select continue.
Task #3

You have completed the LIP for the 2004-2005 school year.  This system has an e-mail capability that will allow you to send a LIP to your regional VDOE Technical Assistant for review.  

· Send this LIP to your regional VDOE Technical Assistant.
· Enter your name
· Enter your e-mail address
· Your Technical Assistant’s name is Martha Stewart
· Her e-mail address is mstewart@ttac.fakemail.org
· Return to the main menu.

Task #4

Your LIP for the 2004-2005 school year has been approved by your regional VDOE Technical Assistant.  
· You should now make your LIP available online for public viewing.  
· You also want to print the LIP for your own records.
 

