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 As per 23 Illinois Administrative Code 
Section 25.115 h):  

 

 “Each recognized educational unit shall 

submit a separate annual program report 

for each approved program to the State 

Superintendent of  Education, in a format 

defined by the State Superintendent, no 

sooner than October 1 and no later than 

November 30.” 
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Once here, click IWAS in the top horizontal bar menu. 
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Once you have logged into IWAS, you will be brought to 

this screen.  

 

Click ‘System Listing’ to see which systems you are 

authorized to access. 
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After clicking ‘System Listing’, you will be brought to this 

screen. Click ‘Annual Program Report – Institutions of  

Higher Education’. 
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The red arrow indicates where to click  

to obtain a copy of  the User Manual. 

 

Click the ‘Continue’ button. 
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The Unit enters Campuses and edits Faculty for the 

entire Unit from this page. (Please be advised that 
Campuses = New Locations for reporting purposes.) 
Please enter/edit this information before any Program 

Reports are started. Programs will not be able to 

successfully complete their report if  this is not 

completed first. 
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Click ‘Campus’ to be directed to this screen. Type 

in a campus for your Unit (1) and select ‘Add New’ 

(2). If  you have multiple campuses, continue until 

all campuses have been entered. Then, return to 

the Main Menu (3).  
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If  you are adding a campus, this screen will appear. 



Click ‘Faculty’ to edit or update faculty information. 

To edit faculty information 
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Faculty Information 

1. To update faculty information, click ‘Select’ next to that faculty 

member’s name and provide the most current information. 

2. If  there is a faculty member listed who is no longer with your 

Unit, select the ‘Inactive Status’ option on the faculty member 

profile page, which will be shown on the next slide. 

3. The ‘Delete’ option is only available for newly entered faculty, 

who may have been entered incorrectly. 
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Ethnicity: Choose from the drop-down list.   Classification: Select at least one (1) option shown.       

Highest degree: Choose from the drop-down list.  Field: Enter this yourself.  

Qualifying Experience: Choose from drop-down list.  Employment Status: Choose from the drop-down list.  

Campus: Select at least 1 from the choices provided.   

Status: If this faculty member is active, select ‘Active’.  If this faculty member is not active, but you wish to keep 

that faculty member’s information in the system, select ‘Inactive’. 
 

Once this information has been entered, you must click ‘SAVE’. 



New Faculty Additions 

If  not all current faculty are listed for the Unit, you may add new 

faculty members by selecting ‘Click here’. 
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New Faculty Additions continued 

Enter all data for new faculty members just as you updated 

existing faculty. New faculty entered will appear on the Unit 

Faculty list.  

 

Click ‘Save’. 
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When all Unit faculty have been updated and/or added, return to 

the Main Menu. 
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New Faculty Additions continued 
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If, at any time, you wish to see a report from a previous 

reporting year, select ‘View’ under ‘Historical Data’. 
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Choose the ‘Academic Year’ and the ‘Program’ for which you 

wish to see data previously submitted. 
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Once Unit Faculty and Campuses have been entered, the 

Annual Program Reporting process may begin. 

 

Select ‘Program Listing’. 
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The Unit must verify that all approved programs are listed. 

If  all information is correct, ‘Select’ an approved program to 

begin the Annual Program Report 2014-2015. 

 

If  there is a discrepancy in the list of  approved programs, 

please contact Henri Fonville at (217) 782-4123 or email her 

at hfonvill@isbe.net.  
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After selecting a program, this screen will appear. 

Bottom Buttons 

DO save changes 

Top Buttons do NOT 

save changes. 
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If  the selected program had no enrollment for this reporting 

year (2014-2015), check the box ‘This program has no (0) 

enrollment’. 

If there is enrollment, you must 

select at least one option in the 

Delivery Mode before continuing. 
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Select a Campus for this program. 

List any Partnerships. If  a Partnership does not exist at this time, enter ‘N/A’ or 

‘None’.  

Click ‘Save’. You may now move on to the next section, ‘Candidate Information’. 
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Enter the total number of  candidates who were in the program 

between 09/01/2014 and 08/31/2015. 
 

Enter the total number of  candidates who completed the program 

between 09/01/2014 and 08/31/2015. 
 

Click ‘Save’ and then ‘Faculty Information’ to continue with the 

report. 
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Programs must verify all faculty that are involved in the program. If  

not all program faculty are listed, select ‘Add Faculty Member’. 



Faculty Information continued 

After selecting ‘Add Faculty Member’, a list of  all Unit faculty will be shown. 

From this list, you may make a selection of  every faculty member who is part 

of  the program.  
 

Once faculty have been selected, click ‘Add to Program’. You will then be 

returned to the Faculty Information page. 
 

To add a New Faculty member, select ‘Click here’ in the upper right of  this 

page. 
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Faculty Information continued 

If  you need to add a new faculty member to the program faculty list, enter 

that individual’s information here. 
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Faculty Information continued 

Click “Save” at the bottom to ensure the new information has been saved. 



Faculty Information continued 

1. 

2. 

Upon clicking ‘Save’ on the previous screen, you will be prompted to 

‘Add’ this new faculty member to the program. 
 

Check the box in front of  that new faculty member’s name, and then click 

‘Add to Program’.  
 

Or, you may wish to ‘Cancel and Return to Faculty Information’. 
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Faculty Information continued 

After saving the new program faculty member’s information, you will be 

brought back to this screen. Click ‘Save’ and then ‘Tests’ to advance to 

the next section. 
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Faculty Information continued 

In order to remove a faculty member’s name from this screen, click 

‘Delete’. 
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Faculty Information continued 

You must ‘Confirm Delete’ or ‘Cancel Delete’ to return to the previous 

screen. 
 

The ‘Delete’ button does not delete that faculty member’s information, 

but makes that faculty member inactive. If  you wish to view a list of  all 

‘Inactive’ Unit faculty members, go to the ‘Main Menu, select ‘Faculty’ in 

the Unit Maintenance tab, ‘Select’ the appropriate faculty member, and 

change the status from ‘Active’ to ‘Inactive’. Click ‘Save’ when you have 

finished. 
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Faculty Information continued 

Verify that all information is correct and click ‘Save’ and ‘Tests’ to 

advance to the next section. 
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Tests – Program Content-Area 

  If  this is a New Program or no one took the Program Content-Area Test 

during   this reporting year, check the appropriate box in the upper left. 

 

         Sub-test titles will be pre-populated using the last two year’s data. 
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If  no candidates took this test during this reporting period, check the box 

at the top under #2. 
 

Complete the 2014-2015 column, as well as the three (3) boxes below the 

data table.  
 

When entering the ‘Number of  candidates who did not pass on the first 

try’, do NOT enter the number of  all attempts. Count only the number of  

candidates who required more than one (1) attempt before passing this 

test. 
 

Click ‘Save’ and then ‘Results’ to advance to the next section. 
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The Results page will be generated for you based on the sub-scores 

entered for the Program Content-Area Test and the Assessment of  

Professional Teaching.  
 

The above screen will appear if  both test scores are above 240 or 80%. 
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This screen will appear for any sub-scores which are below 80% or 240. 

Please provide comments in the textbox(es) which address your 

intervention plan or plan for assisting candidates to improve in those 

sub-areas. 
 

After completing, ‘Save’ and continue to ‘Program Structure’. 
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Provide the page where this information may be found, a list of the required courses, course description,  and 
the course sequence. Please ensure that the required fieldwork hours, clinical experience hours and student 
teaching hours tied to specific coursework are included in the information provided. 

For advanced programs, put N/A in this box.  

Discuss the manner in which program faculty review program assessment data. 

Provide information concerning any program changes made during this reporting period. 

Complete the above text boxes providing the required information. 
 

Upon completion, click ‘Save’ and then ‘Review’ to advance to the final 

section of  this report. 
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This last section will provide you with a review of  all of  the data that has 

been entered. 
 

Any areas which are incomplete are identified and must be completed 

before the report can be considered ‘complete’. 
 

In this particular instance, there are several sections you must return to 

that have missing or incomplete information. 
 

Once completed, ‘Save’ and return to the ‘Review’ section. 
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This message will appear indicating all fields have been completed.  

 

Scroll down to the bottom of  the report to ensure that the information 

entered is accurate. 
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When all errors have been corrected, you will be able to check the box to 

identify the program as complete. You will also fill in the ‘Completed by’ 

box. You will NOT be able to check this box or fill in the ‘Completed by’ box 

until all sections have been completed. 

 

Should you discover that a change needs to be made to a Program Report 

after the Program has been marked as complete, return to the ‘Results 

Page’, de-select the ‘complete’ box, make changes in any section, and 

‘Save’. Then, return to the ‘Results Page’ and re-select ‘complete’. 
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Before being able to submit, you must verify that ALL programs listed have 

been completed. 

 

Unit personnel may check the status of  completion for all programs in the 

Unit by selecting ‘Program Listing’ on the Main Page. 

 

Upon completion of  ALL program reports, the person identified as the 

IWAS administrator at your institution will have the ability to ‘Submit’. 
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Once the program data has been finalized, the individual completing the 

Annual Program Report will have the opportunity to ‘Submit Data to 

ISBE’. 
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Once ALL programs have been submitted, the IWAS Administrator at 

your institution will submit your institution’s data to ISBE by clicking the 

‘Confirm’ button. 

 

This button will not be available until ALL programs have been 

completed and submitted, and will not be available after the November 

30 deadline. 
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After clicking the ‘Confirm’ button on the previous slide, the Status will 

be indicated as ‘ISBE Received’, thus verifying submission and receipt 

of  the Annual Program Report. 
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In order to facilitate the task of  responding to your questions in a timely 

manner, please discuss any questions you may have first with your 

program/unit BEFORE contacting ISBE.  

 

If  this is the first time you are completing this report, find someone 

within your program/unit who has experience with the Annual Program 

Report and request their assistance BEFORE contacting your ISBE 

consultant. 

 

Should there still be questions after having communicated with your 

program/unit, please contact Emily Fox at efox@isbe.net or by calling 

(217) 782-4123. 

 


