
SCRIPT: Progress Monitoring 
 

This tutorial addresses Documenting Progress of IEP goals and objectives and how to print the progress 
report. 
 
To begin documenting progress, first choose a student from the student listing and, then, select the last 
finalized IEP.  The last finalized IEP is found in black text with a status code of F.  If several finalized IEP’s 
are present, the most recent IEP will be the top most black text listed.  You may verify this as the most 
recent IEP by the meeting date listed within the text.   
 
Now, let’s examine the process for documenting the progress by clicking the most recent IEP.  Within 
the last IEP there are no parts that may be edited, except the section that allows for documentation of 
IEP progress.   
 
To enter progress codes and notes, locate and click Mastery progress on the IEP menu.  After Mastery 
progress has been selected, the user is shown all of the areas of possible goal development.  Click on an 
area in which the last IEP has goals that need progress monitoring.   
 
The user is shown a list of goals for the corresponding category.  In the last column an Evaluate button 
may be selected to begin entering progress codes and notes.  On the evaluation screen, the user is given 
the opportunity to enter a narrative response explaining the progress code that will be entered below. 
 
Next, choose the appropriate progress code, followed by the date, and then all of the personnel 
responsible for contributing to this progress decision.  Click Save to enter this progress update on the 
IEP.  Repeat the same process for all of the other goal areas until all progress has been noted.   
 
After all progress has been reported, a progress report may be printed.  To access the report, first 
choose a student from the student listing.  Choose the IEP for which you would like to print the progress 
report.   
 
The next step is to click Printing from the IEP menu, followed by Progress report.  The Progress report is 
compiled and placed into a secure link in the IEP archive.  To open, view and print the progress report 
click on the secure link then enter the password provided.   
 
This concludes the tutorial for Documenting Progress of IEP Goals and Objectives and how to print the 
Progress Report. 
 
 
 
 
 
 


