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Creating an IEP in TIENET  
How to log in 
·  Go to www.ri.net/middletown 
·  Click on the TIENET button to access the log-in page 
·  TIENET can also be accessed by going directly to http://www.tienet.ws/ 
 

 
 

 
 
·  Select: Click Here To Log In 

 
 
·  Enter NCRSEP as the School/District ID 
·  Your User ID will be u19 followed by your teacher number (eg: u19250) 
·  Enter the temporary password provided to you by the district. 

 
 

Click Here To Log In 
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·  If this is the first time you are logging into TIENET, you will be requested to change 

your temporary password to a personal password known only to you.   
·  Select the Change your password link in the Actions category. 
 

 
 
·  Enter the required information in the fields provided. 
·  Enter your temporary password once and the new password twice. 
·  Be sure to create a password which is a minimum of 6-8 characters and includes a 

number. 
·  Click Accept once you have completed all of the fields. 
 

 
FYI - About Security:  On this screen, you can specify a password hint phrase and an 
email address to email the phrase to in the event that you cannot remember your personal 
password. While logging in, if you enter an incorrect password a number of times 
(normally five times), the password hint phrase is e-mailed to you and your account will 
be locked out for a period of time (normally 15 minutes).   If you are still unable to log in 
you must submit a work order to the technology department to have your password reset. 
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Home Page 
·  Once you have changed your password you will be returned to your Home Page.   
·  This page displays any current messages, your class lists, and your case load. 
·  Clicking on the house icon anywhere within the IEP will bring you back to this page. 

 
 
Creating a New IEP or Other Document 
·  Click on Documents in the blue sidebar to access an IEP or other document that has 

been created for a student.  
 

 
 
·  In the Student Documents Quick Search Form, enter the first three of four characters 

of the student’s last name into the corresponding field to find the student. 
·  Click Search 
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·  Clicking on the Search button will bring you to the Student Search Results. 
·  Click on the magnifier icon next to the student’s name to create or view the document. 

 
 

 
·  To view a previously created document or to access a student in your case load, 
click on the magnifier 

 
 
·  To create a new document, go to the dropdown and choose the document that you need.   
 
·  Click Go 
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·  Selecting IEP will create a Draft IEP Document. 
·  Select all of the sections that you would like to include in the IEP. 
·  Click New 

 
Selecting New will bring you to Page 1 of the Rhode Island IEP 
 
Rhode Island IEP  
IMPORTANT THINGS TO KNOW BEFORE COMPLETING YOUR IEP : 
 
·  PLEASE DO NOT USE THE BACK ARROW .  There is a road map along the top 

which allows you to navigate through the pages. (Use the refresh button if you do) 
·  Select section indicates which page you are on. 

 
 
·  Save, Done Editing means you are done with your work. This will bring you to view 

mode. 
·  Save, Continue Editing allows you to save as you are working.       
·  Spell check is to the right of cancel. 
·  GREEN BUTTONS INDICATE THAT YOU ARE IN EDIT MODE  
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Page 1 
·  THE COMPLETION OF ALL RED FIELDS IS MANDATORY .  Skipping a red 

field will bring up a guided instruction message reminding that you have missed a 
mandatory field. 

·   Please see the clerk in the main office if there is any information that needs to be 
modified or added. 

·  If an option to update appears, clicking on this will update the fields on page 1 to 
the most current information. 

·  Complete all of the necessary fields and click one of the Save buttons in green. 
 

 
 

Once this page is completed select Goals and Objectives in the Select Section. 
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Goals & Objectives Pages 
 
·  Click on the Select from GLE Curriculum to begin your Goals & Objectives page. 
 

 
 
·  Click on the arrow next to the appropriate grade level. 
 

 
 
·  Navigate to the indicators you want to add to the document by clicking on the arrow. 
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·  Mark the checkboxes next to the indicators you wish to add and then click Save 
Changes. 

·  Save changes allows you to add additional goals. 
·  Save – Exit to document brings you back to the Goals & Objectives page. 
 

 
 
·  Complete the necessary fields on the goals page once the goals have been added. 
·  Click on the pencil to edit any of the fields.  
·  Insert Statement – allows you to create a private personalized bank of statements.  In 

addition you may submit these for approval to be added to a public bank of statements. 
·   When your work is completed select Save, Done Editing. 
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CHANGING THE STATUS OF YOUR IEP  
 
·  Once you have clicked Save, Done Editing you will be brought to the view mode. 
·  In the Actions bar select Status if you are ready to go from draft to review. 
·  You will not be allowed to change the status to Review until all fields are completed. 
·  If multiple users are accessing the document keep it in Draft mode until everyone 

is done. 

 
 
·  To change the status of your document go to the dropdown arrow and select Review. 
·  Click Accept 
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Select Look up Staff User ID to send a notification to members of the team. 
Click Accept. 
 
 

 
 
 
 
 

FYI: When the status of the document is 
changed to 'Review': 
• An event is recorded with the option to notify 
relevant team members. 
(an event is a record of any modification, 
creation, or deletion of a new or existing  
document in TIENET) 
• The 'review' document can only be edited by 
users with the necessary editing rights. 
·  Once the IEP has been signed the status 

must be changed to Final. 
·  A Final copy of an IEP cannot be modified. 


