Instructions for Printing or Saving Quarterly Progress Marks and Comments on IEP Direct

1. When viewing the child’s IEP, click “Letters & Reports” on the left toolbar.
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2. Click the checkbox to the left of “Progress Report” and click “Process” at the top right-hand side
of the screen.
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3. Inthe tenth dropdown down the page, “Select Curriculum Area”, choose either the appropriate
curriculum area(s) for the goals you addressed or “Select All” and click “Next” at the top or
bottom right-hand side of the screen.



4. Once the report loads, click the red and white Adobe logo on the left-hand side of the screen.
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5. Save or print report.



Instructions for Printing or Saving Quarterly Progress Marks and Comments on ClearTrack

1. Upon logging into ClearTrack on the Main Menu, click “Work on Progress Notes”.
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2. Then click “Work on Student’s Progress Notes” and the child’s name.

3. Click the printer icon at the top right-hand side of the page.
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4. Save or print report.



