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Maryland State Department of Education 
Division of Rehabilitation Services 

Plan Template Instructions 
To create a Plan Template, you will need to be in the Participant Module looking at a caseload. 
At the top of the page click on Actions, then Manage Plan Templates. Since you have no 
Templates, you will see something like this: 

 
To begin a New Plan Template, click the New button. You will then see this: 

 

Give this Template a Name (e.g., includes Job Coaching, Post-Secondary plan), and then use the 
dropdown to choose what Case Type.  

Click Finish to move into the open Template of the Plan Page. 

In the following example, the Template Name is “Job Coaching” and the Case Type is for VR. 



Toolkit 02/24 Plan Template Instructions Page 2 of 2 

 

On this page, complete only the fields you want. Because this is a template, any fields or information 
you enter will be consistently there each time you use this template.  

Other notes: 

• Templates are only used for the initial IPE. Subsequent plans follow the IPE cloning 
amendment process. 

• Templates become individualized when you are using them in a consumer’s case; using them 
will not alter the original template created. 

• Templates are saved on a staff person’s profile in AWARE™ and cannot be accessed by any 
other staff. 


