
 

Student Services Module  
Creating a Goal Progress Report 

 
Goal Progress Reports are generally done at the regular school reporting periods (that is the default when 
assigning the goals) and may be completed by either the classroom teacher to whom the student is 
assigned, or the Case Manager.   
 
Select the Reporting Period for which the progress report is being created.  To create a new progress 
report, click the radio button Yes next to the Create Progress Reports.  By choosing No here, the user 
will be able to view existing reports for his/her students by clicking Execute Query.   
 
Under Goal Progress Reports Assigned, a list of the students assigned to the user will display with the 
Reporting Status for each indicated. Selecting any of the students will display the IEP Goals for that 
student.  If the user is continuing to work on an existing report that has not been Finalized, he/she can do 
so by selecting the student and the IEP Goal and then clicking on the View/Edit Progress Report button 
at the bottom of the screen. This enables the user to create a Goal Progress report over a period of time 
rather than all at once right at the reporting period.  Once the Goal Progress Report has been completed 
for that reporting period, the report must be Finalized. 
 

 
 
To begin a new Goal Progress Report, the user will have selected the Yes button next to the Create 
Progress Reports and will be taken to the next screen to begin that process. 
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Basic Info tab 
 
Only the Summary of Progress text box is available to be filled in. All other fields are auto-populated 
from the information created in the IEP.  The user may also review the IEP at any time from this screen 
using the View IEP button at the bottom of the screen.  It is not necessary to complete the Summary of 
Progress and this may be left to the classroom teacher or Case Manager’s discretion on the use of this 
field.  This summary does not appear on the report. 
 

 
 
 
 
Progress Report tab 
 
For each Goal statement, the teacher may be assigned one or more objectives.  On this screen the 
teacher (or Case Manager) will select the Progress Status, Progress Projection (the Progress Report 
Code is just that, a code based on the latter two choices and is only used to tell the report what to print in 
the field – it does not require anything from the user); and Progress Notes using the text editor for each 
goal/objective assigned to the teacher.   
 
At any time, the teacher may view his/her previous report progress information by clicking on the View 
Prev. button.  In the pop up screen that brings up the previous information, only the Progress Code is 
used to identify Progress Status and Progress Projection.  The number in the code indicates Progress 
Status (2 in the illustration on the next page) and the numbering is from top to bottom of the Progress 
Status Code List.  The letter in the code (B in the illustration) is for the Progress Projection and is again 
from top to bottom of the code list.   
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To view the full version of the Progress Notes/Comments from the above screen, click on the text editor 
button to the right of the field.   
 
 
 


