
 
 

IFSP PDF Upload/Download Guidance 
 

Intro/background 
 

The downloadable IFSP was created to assist FSC’s in writing an IFSP or IFSP review on 
a visit without the need for internet connection.    
 
Adobe Acrobat is required for editing IFSP(s). This is a free download which is available at 
https://get.adobe.com/reader/.  The IFSP was designed to be editable and should not have 
problems as long as this program is downloaded.  
 
The Downloadable IFSP works differently than the web based IFSP. There is no session time 
limit and the data is not updated in the database until the IFSP is uploaded. While it is not 
necessary to save when switching between pages, frequent saving is encouraged. It is 
necessary to save upon completing the document, uploading final document, or before exiting 
out of Adobe. 
 
Only an IFSP generated by the Kansas ITS database can be uploaded to the Kansas ITS 
database; e.g. a user cannot create a Downloadable IFSP from an outside document (such as 
the state provided Word document) and upload it into the Kansas ITS database.  A blank 
downloaded IFSP CANNOT be used as an editable document to later be uploaded to different 
children.   
 
A downloadable IFSP is specific to an individual child’s case number.  When an IFSP is 
downloaded, the Kansas ITS database will register each individual IFSP with a specific data 
code e.g. like a barcode. The IFSP can be downloaded once and will then be locked on the 
IFSP/ECO tab until an upload occurs. A second download is not possible during this time.  
 
Store the downloaded IFSP temporarily on the Family Service Coordinator’s laptop or table.    
Edit, adjust, update or make changes to the downloaded IFSP.  
 
Programs will need to develop a system for “sharing” a downloaded IFSP with team members.  
Getting all the updated information on ONE finalized IFSP prior to uploading.     
 
Upload back into the database. The uploaded IFSP must match the specific data code.  This is 
a safeguard to make sure that child’s specific information updates the correct file.  A second 
attempt to upload WILL replace previous information.  The database will give you a notice 
before you can upload a second time and ask if you want to replace the first upload. 
 
During the file upload, data checks are performed on required fields.  A notice will be given if 
any corrections are needed before the IFSP can be uploaded.  IFSP user then hits the “mark 
complete” button. If the Admin has the “Require Approval” feature on for the IFSP user, the 
“mark complete” button changes the status to “pending” and sends to the supervisor to be 
reviewed.  The supervisor then has the ability to make edits or reject the IFSP.  After the IFSP 
has been marked complete, the ability to unlock an IFSP is the same.  
 
Important Notes to remember:  

  

o Import from the most recent IFSP or create an Initial IFSP. 

o Only IFSP(s) created after 7/1/2018 will have the downloadable functionality.  IFSP(s) 

created prior to this cannot be downloaded for editing or uploaded.   

https://get.adobe.com/reader/


 
 

o A downloadable IFSP is specific to an individual child’s case number. It cannot be used 

as a blank IFSP, editable document to be uploaded to different children. 

o When you import an IFSP and download it, the upload of that IFSP must match exactly 

to its specific download, e.g Like barcode.   

o During the file upload data checks are performed on required fields. A notice will be 

given if any corrections are needed before the IFSP can be uploaded. 

o After an IFSP has been uploaded the database is not updated until the IFSP is marked 

complete.  

 

 
Create the IFSP prior to downloading it. (this is the same as it’s always been) 
 

• If this is the initial IFSP for a child, click “new entry”; Select the type “Initial”   

o Click “continue”; The IFSP opens to the first page.  

o If you work on the document prior to downloading, click “save” before you close it.  

o To simply create a copy to download, click cancel, then close.  

o This will return you to the list of IFSP’s and the downloadable icon will appear.  

 

• If this is any other type of IFSP, go to the list of available IFSP’s 

o click the sheet of paper with green arrow, to “create review”  

o select the type of IFSP and then click “import now”.  

o The IFSP will open to the first page in edit mode.  

o If you work on the document prior to downloading, click “save” before you close it.  

o To simply create a copy to download, click cancel, then close.  

o This will take you back to the list of IFSP’s and now the review is downloadable. 

 

 
 
Click the download button indicated to download a copy of the IFSP to your laptop or tablet.  

 
 
 
 
 



 
 

Download the IFSP to your laptop or tablet. 
 
In chrome:  When downloading an IFSP in Chrome with a PDF viewer extension installed, the 
IFSP will open in a new tab for viewing. Before the IFSP can be edited, it must be downloaded and 
opened with Adobe Acrobat. To download the IFSP, click the "Download" icon located in the upper 
right-hand corner (highlighted in red). This will open the save dialog for selecting where to save the 
document. 
   

 
 
 
 
In Internet Explorer : When downloading an IFSP in Internet Explorer you will see the dialog 
below shown at the bottom of the screen. Click the arrow next to "Save" (as indicated above) to 
open the dropdown, then select "Save As" to open the save dialog for selecting where to save 
the document 
 

 



 
 

Save the Downloaded IFSP to your laptop or tablet.   
 
Once you have completed the action previously mentioned for your browser, the save dialog 
shown below will open. This is for selecting where to save the file. Enter a name for the file (any 
name can be used), select a location for the file, then click "Save" to save the file. Be sure to 
note the location of the file being saved, you will need to know this when opening or uploading 
the file later. 
 

 
 
 
IFSP is ready to be created/edited in Adobe Acrobat 
 
Once you have downloaded the IFSP, open Adobe Acrobat and use the "Open" option under 
"File" to locate and open the file. From here you may begin editing the IFSP. Fields in light blue 
are the fields that may be edited.  
The PDF works differently than the web based IFSP. There is no session time limit and the data 
is not updated in the database until the IFSP is uploaded. While it is not necessary to save 
when switching between pages, frequent saving is encouraged. 
 

 
 
 
 
 



 
 

 
Service table is different on the Downloadable IFSP 
 
The downloaded IFSP is worked on “off-line”. Changes were made to the service table to 
indicate the imported services that are ending and new services that will be in place once the 
IFSP is uploaded.  
 
The top portion is where imported services will be shown and a checkbox has been added to 
the end of each row for indicating that the service is ending with this IFSP.  New services can be 
entered in the second set.   

 
 

 
 
Uploading the IFSP when completed 
 
When the "Upload PDF" button (highlighted in red above) is clicked, a popup to choose the file 
will open. Click the "Choose File" button to open the upload dialog. 
 

 

Hint: Make all edits to the 
IFSP while it is 
downloaded. Only 
upload completed IFSPs. 
 
 

Check boxes to end 
services. 

List new services 



 
 

 
 

Use the upload dialog to navigate to the location where the PDF was saved. Select the file, then 
click "Open" 
 

 
 
 
 
 
 
 
Once you have selected the file, you will notice the name of the file being uploaded is now 
shown (highlighted in red). Click "Upload" to proceed. 
 

 
 

 
 
 
During the file upload data checks are performed on required fields. A notice will be given if any 
corrections are needed before the IFSP can be uploaded. 
After an IFSP has been uploaded the database is not updated until the IFSP is marked 

complete. All processes for this remain the same. 
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