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GradesFirst Training
Instructors: Filing a Progress Report in Grades First

Progress report campaigns allow instructors the opportunity to provide feedback about students who need
assistance or are at-risk. Follow the steps below to file a progress report.

1) Email Notification: You will receive an email asking you to enter feedback for students in your class.
The email includes a direct link to the progress report where you will enter your feedback. The link
expires on the date listed in the email. After that date, the campaign is over, and you will no longer be
able to provide information for the student(s). Click to Begin Entering Student Feedback.

@ University of Louisville
Student Feedback Request
Dear Professor Sahoo,

Please complete this progress report

Click to Begin Entering Student Feedback
The link above expires on 02/14/2015_ If you would like to provide feedback after the

expiration above, please contact your GradesFirst administrator.

If you have trouble with the above link, copy and paste this address into your browser:

hitps:/louisville-training gradesfirst com/e/EosU7hj6rx

2) Entering Student Feedback: When providing feedback, include as much information as possible,
especially in your comments. You will see five potential alert reasons listed. Reasons provided include:
attendance, difficulty understanding content, failure to submit assignments, poor test results, and/or poor
written communication. Select all that apply. (Note: to select more than one reason, hold the shift button
while clicking the reason.) Use the comment section to provide additional feedback or suggested course

of action.

Student Feedback

Your infarmation is secure.
Gradesy o + snudens prieacy.
Thack you b g GradesFind!
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3) Submitting Feedback. You have two options at this point.

a. Submit only marked students (but I’m not done): This option allows you to submit only the
students you have marked on the report. This can be very helpful if you only have time to fill out part
of the feedback form. Instead of leaving the form pulled up on your computer, you can submit your
completed work and return and finish later by clicking the link in the request notification email.

Submit cely marked shadents (b m nes done)

Thiz busion will submit students you have marked info GradesFrst a3 being compiete {efectively remaving them from your ks you havee rvot marked wil remain on your bt Az a

SF: st o shuchenks), Hove ety
FERAL you can re-use the lnk in the progress report email. at any time. to continus marking the rest of the shudents in your chasses. Regeat this process untl all siudents have been marked in some form ar fashion.

b. Submit unmarked students as not at-risk (I’m all done):After you have entered all our feedback
and marked certain students at-risk, you can use this option to mark the remaining students as not at-
risk and complete your feedback.

Subemit unmisrked students 3z Rot AL-Risk (rm all dane]

iy
use this bution canefully because with just » single dick

Confirmation. Once you have submitted your feedback, you will receive a message similar to the one
below.

STUDENT FEEDBACK
Your information is secure.
Cradenf vz se0urity Meauures aBaw your SN0 10 SIS 10 FOVTATITE rules and regulanons concermeng TUEPA and overal student povacy
Thank you for uung Oradesfs!
Professor Gladney:
You have Boen siied 19 M1 Ot rOBreds reorts or Studerts w 1he Folowwng clastes, Updete each shudent Based o your bett inawiedge of thewr performince # IS (ot s e term
You Pulty leted your Stud dback

L P
You have no more student feed®ack to compiete at this time. Thank you! If you feel that you have recenved this note In orror, please CONACT the person that sent the onginal request for student
feedback
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