
IEP Goal Progress Reports 
 

*According to IDEA, the parents/guardians must be notified of their student’s IEP 
Goal Progress each time students’ report cards are released. 
 

1. Open the student’s IEP in order to see all documents within the IEP folder. 
2. Select “Conference Goals and Objectives 1- ____”. (This will vary as to 

the name of the 1st Goal). 
3. Move down to the section “Goal Progress Updates” 

a. Select the blue button “+ Add Goal Progress”  
b. Select the date (i.e. end of grading quarter) from the calendar 
c. Progress:  select the goal’s current progress from the drop down 

menu. 
d. Anticipate:  mark a box next to the anticipated progress toward the 

annual goal. (Do you anticipate the student will meet the IEP Goal 
by the time of the Annual Review date?) 

e. Add a comment that details the current specific progress toward the 
IEP Goal.  (i.e.  John reads 112 wpm from 7th grade text.   Sally 
answers 23 digits correctly on a 5th grade level math probe.  Tim 
writes 4 paragraphs based upon research on a specified topic.  
Rebecca completes 65% of homework assignments earning an 
average of 72% on assignments.)  

4. Address Benchmark(s) or Short-Term Objective(s) as necessary by 
selecting “+Add a Progress Evaluation” located under each “Benchmark 
or Short-Term Objective” section as necessary. 

a. Select the date from the calendar (i.e. end of the grading quarter). 
b. Type in the student’s progress toward that Benchmark or Objective 

(i.e. John subtracts 2 digit numbers with 73% accuracy.) Yes, this 
may be the same comment that addressed the Goal depending on 
the Goal and Benchmark/objective. 

5. You have the option to upload a student’s data chart, graph, or example of 
student work for evidence of the IEP goal progress.  

a. At the bottom of the form, under “Add attachment:”  
b. Select “Choose File” after you have scanned and saved to your 

computer.  
c. This will print out with the IEP Progress Report. 

6. At the top of the form, in the “Save and Switch To:” section, you can 
select another goal to update or another student’s goals to update. 

7. When you are finished with all goal updates, you will need to Print the IEP 
Progress Report.  This can be done in two different ways:  A.  Individual 
student IEP Progress Report or B.  print all the students’ IEP Progress 
Reports at once. 

a. Print an Individual Student’s IEP Progress Report: 



i. While in the student’s IEP file, select “Print Forms” 
ii. From that drop down menu, select “Print Progress Report” 

b. Print all of your students’ IEP Progress Reports: 
i. Go to “My Student List” 
ii. Select “Batch Printing” 
iii. Select which students’ IEP Progress Reports you wish to 

print by selecting the box next to “Student Name” for every 
student in that list or individually check students’ names. 

iv. Select “Print Progress Reports”  
1. A PDF will be created.  Remember to “Click here to 

load your requested PDF”. 
 


