
To add the Letter of Intent for Early Graduation to a student’s ILP: 

1. In the ILP School Tool, create a group for that student.  

a. Click on Manage Student Groups 

 
b. Click on the “Add New Group” button. 

  
 

c. Name the group Early Graduation with a unique number at the end (i.e. Early 

Graduation 1, Early Graduation 2, etc.) Each group will only contain one student. 



Keep type Private. 

 
 

d. Then click on the “Add Students” button.

 
e. Search for the student by name or username (SSID) and click View List.

 
 

f. Click the checkbox next to the student’s name and click the “Save and Done” button. 



 
 

 

 

 

 

 

 

g. You should get a confirmation message. Just click OK. 

 
 

 

h. That will take you back to this page: 



Your new group should be on the list Ex: Early Graduation 1

 
 

2. Scan the signed and completed Early Graduation Intent form into a PDF file on your computer. 

Add the Early Graduation Intent form to the ILP. 

a. Go back to the Advisor Homepage by clicking the Advisor Homepage button. 



 
 

b. Then click on “Add New File” above ILP Homepage Files. 

 
 

 

 

c. Click on Browse and search for the Early Graduation Letter of Intent on your computer. 

Select All students in this file, only the one student in that file will see their Intent from 

their personal ILP page. 



 
d. Click on the file, and then click the Open button in the dialog box. 

 
e. Label the file with the student’s name and “EG” after it to signify Early Graduation (i.e. 

student name EG). Be sure you select Student Group, and the name of the group you 

created for that one student under “Who should see this file?”. Then click Save. 

 



 
f. This will take you back to the Advisor Homepage and you will see the file in your ILP 

homepage files.  

 

 

3. This file will go with the student if he or she changes schools within Kentucky.  The screen shot 

shows how the student can see the Intent in their ILP. 



 

 

 

 


