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1.​ Sign in using your regular user name and password 

2.​ Click on Student IEPs 

3.​ Pick student to work on 

4.​ Locate P/R to the right side of student name, click on the pencil 

 

 

5.​ Select which goals you will be writing progress notes on (usually will check the “check all box”) 
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6.​ Next click on “write progress on selected goals” 

 

7.​ Decide which reporting period you are remarking on. If there are already comments 

listed and then you will need to select the next report, ex: report 2 (# 1  on image). Not 

everyone will start on the “report 1” it is based on when IEP was held.  

 

8.​ Include new date of progress report (#2 on image) 

 

 

9.​ State a summary of progress that directly relates to the goal – if goal is written in %,, 

update should have a % (#3 on image) 

 

10.​Comment section if for anecdotal comments but not necessary 
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11.​As you complete each goal, mark when PR is ready and if annual goal is met.  

 

12.​Once you have completed marking each goal, click save and return to goals summary. 

 

​  

 

 

13.​ Affirm P/R. You will need to click the goals you are going to affirm (#1) and then select 

“affirm/attest PR”: Next click “ print affirmed PR”. 

 

 

 

 

14.​Progress report can now be found in your print que 
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