
IMPORTING DRAFT EVENTS 
 
Importing draft events may be necessary when two events that already exist in draft 
form need to be combined into one event group. 
 
In the instance shown, the IEP Annual Review and the Triennial Review Meeting will be 
combined into one event group. 
 

 
 
When importing, it is important to look at the dates.   
 
1. Open the event with the earliest date.  (You can hold an event earlier than it is 

legally due but not later.)  In this case, the IEP Annual Review Meeting will be 
imported into the Triennial Review Meeting because the Annual’s due date is later. 

 
 
 
 

 
 
2. Click on ADD EVENT. 

Date farthest in 
the future. 



 
3. Select the event you wish to import, which in this case is the IEP Annual Review.  

Click on CREATE. 
 
 
 
 

 
 
Before you can import the Annual into the Triennial, the forms must be active.  When 
you attempt to import, if you receive the message shown above, follow these steps: 

• Return to the Events screen 
• Open the event to be imported (in this case it will be the IEP Annual Review 

Meeting)  
• Return to the Events screen, open the Triennial Review meeting and repeat 

steps 2 and 3.   
 



 
 
4. Once the CREATE link has been selected, a message will be displayed indicating that 

a draft copy of the selected event already exists.  Select the IMPORT link, and the two 
events will be combined into one event group with duplicate forms sharing 
information. 

 
 
 
 

 


