
 IEP Progress Reports in SpEd Forms 
 

These directions only work for students who have an IEP in SpEd Forms that was created and finalized in our district.   
 

When we receive students from other districts, it is essential that we create an interim IEP as soon as possible. This has a lot of benefits, including 
the ability to report progress in SpEd Forms.    

 
NEW for 2025: If you are working with a family that has signed up for eSignatures and created an account for themselves, you can share the 
progress report electronically with them by simply checking the Parent box on the history page. 
 

Log into SpEd Forms and navigate to your Sped dashboard if you 
are not already there. 
 
Click on the name of the student you’d like to work on. 

 

Under the folder SERVICE PLAN, click on Individualized Education 
Program (IEP) 
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Scroll down and click on IEP Progress Report 

 

You will be brought to a page where the most recent IEP is 
selected from the drop-down menu at the top of the page AND 
where the goals from that IEP are listed below. 
 
If you are wanting to report on Goals from an older IEP, you can 
change that drop down at the top. 
 
Once you have the correct IEP selected, you can click on the + Add 
button to add a space for you to add the progress report notes for 
that goal. 
 
NOTE: You may notice there is already progress report information 
entered for this IEP.  If there is, do NOT delete that information.  
Instead, add a new block of space by clicking on + Add 

 

In the new Progress Reporting area, you will need to: 
●​ Enter the date in the top left corner. 
●​ Check off whether or not the progress is Insufficient, 

Adequate or if the goal has been met. 
●​ In the large text field below, you need to make sure that you 

provide progress on both the overall goal AND each of 
the objectives associated with that goal. 

 
To make it easier to comment on the objectives, you can click on 
Show Objectives which will pull in the actual objectives from that 
IEP that you can then comment on below each objective. 
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When you have completed all of your work on this page, click 
Save.  NOTE: When you click Save it will automatically create a 
new blank progress report area for that goal.  This is just preparing 
you for the next progress report.  As long as you leave that new 
blank reporting area completely blank, it will not print off when you 
go to Finalize the Progress Report. 

 

Once you are done with one goal, if there are others, scroll down 
and click on + Add to add a progress report field for the 2nd goal.  
Keep doing this until all goals are commented on. 
 
There may be some goals that will be addressed by another 
service provider.  Coordinate with all of the service providers to 
make sure all of the goals are addressed before finalizing. 

 

Once you’ve done all the necessary work and made sure that any 
supporting service providers have also done the work they need to 
do, you can finalize the document by clicking on the blue Finalize 
button.  
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Remember when Validating and Finalizing documents, we finalize 
all documents as a FINAL document before sending it home to the 
parents  
 
Click on the Finalize button to make a permanent copy of this 
progress report in the student’s History. 

 

NEW FOR 2025! 
 
If you have a parent who has signed up for eSignatures, you can 
share the Progress Report by simply putting a check box in the 
Parent column in the document History. 
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This will make the document available to the parent AND it will 
send them an e-mail letting them know there is a document to look 
at. 
 
NOTE: Parents are busy and sometimes e-mails from companies 
get lost in the mix, OR the e-mail winds up in their SPAM folder.  It 
would be a good idea at some point in time, to communicate with 
the parent that Progress Reports will be coming to them 
electronically.  Even better, if you have the bandwidth, it would be 
good to send them a personal e-mail or give them a call to let them 
know each time you share a document with them.  

 
 
FAQs on the next page. 
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FAQs 
 
How should I manage my 2nd Progress Report? 
 

When it comes time to do your 2nd Progress Report based off the 
SAME IEP, we want to make sure that we keep a running log of the 
student’s progress throughout the IEP. 
 
As long as there hasn’t been a new IEP finalized since your original 
progress report, when you navigate to the IEP Progress Reports page, 
you’ll see the Progress Report that you created earlier already there. 
 
We do NOT want you to delete or update that information. 
 
 

 

Instead, click on the +Add button for each goal to add in new progress 
information. 
 
The blank space will show up below the progress report that was 
previously entered. 
 
Continue on and enter data for the rest of your Goals and Objectives 
and when you are done, click SAVE at the top of the screen. 
 
NOTE: Simply adding in the objectives is not considered a progress 
report.  You need to comment on the objectives using data that you’ve 
collected over the time period. 

 

Once you’ve done all the necessary work to finalize this document, and 
you have saved that work, you will see a Finalize button near the top of 
the screen.  Click that button. 
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Remember when Validating and Finalizing documents, we finalize all 
documents as a FINAL document before sending it home to the parents  
 
Click on the Finalize button to make a permanent copy of this progress 
report in the student’s History. 

 

 
 
A new IEP has been created, but I want to create a Progress Report that addresses the old goals and objectives.  What can I do? 
 

By default, when a new IEP is created, a new space for Progress 
Reports are created for that IEP as well.  So, when you go to the IEP 
Progress Report page, you’ll find that your previous Progress Reports 
have disappeared. 
 
Sometimes, you still want to comment on those old Goals and 
Objectives. 
 
Even though by default the blank Progress Reports associated with the 
new IEP is what shows up, you can also access the working space for 
old IEPs and old Progress Reports. 
 
To access old IEPs and old Progress Reports, use the drop-down near 
the top of the page to select the older IEP. 
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