
Create a Progress Report and Post to Family Portal 
 
**To View Progress Reports in the Family Portal from the main menu please go to Family Portal > Configuration 
and set Gradebook Grades and Progress Report (Mid-term) to Show 

 

 

 

The Gradebook please select Report Card > Progress Report 
 

 
 

Select Load Grades 

 

 

 

 

 

Select Term and Grade Type (Numeric or Alpha) from dropdowns.  Select Load Progress Report 

 

 

 

 

 

 

 

 

 

 

 

Set Gradebook Grades 
and Progress Report 
(Mid-term) to Show 

Select 
Report Card 

Select  
Progress Report 

Select  
Load Grades 

Select  
Grade Type 

Select  
Term 

Select Load 
Progress Report 



Grade will pull from Gradebook.  Click on Grade to change value and Enter Student Comments.  Select Save to 
Save your Changes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Save to 
Save your Changes 

Enter Student 
Comments 

Click on Grade 
to change value 

Confirmation of 
Saved Changes 


