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Entering Progress Reports 

 
 

 

1. Log into your iPass account. 

2. There are two main ways of getting to the Progress Report screen.  

a. Option 1 – go to iTeacher and then Add/Modify Course Grades. 

b. Option 2 – go to Grading System and then Add/Modify Course Grades 

 

Option 1      Option 2 

 

 

 

 

 

 

 

 

    

 

 

 

 

 

 

 

 

3. Select the Term. 

4. Select your course. 
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PRT1 - Do not touch this 

column.   

 

This is the grade in your 

rank book.  The grade will 

not appear on the Progress 

Report.  If you are not using 

the iPass Gradebook, then 

this column is blank. 
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5. Select Comments for each student. 

a. You may select up to four comments per student.  At least two comments are required. 

b. Use the magnifying glass to view the list of comments. 

c. Comment 1 – select from Code 1-5 only. 

d. Comment 2 to 4 – select from Code 6 onward.  

e. Remember to click   when you are done. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reminders: 

 You cannot fail a student at the end of the term unless you previously gave a code 4 (Student is in 

Danger of Failing) or a code 5 (Student is Failing) for the progress report of that term.  

 Use code 99 if you want to note that the grade is based on accommodations. 

 Every student must get a progress report. 

 Grades do not appear on the progress report, only comments. 


