Tile I Progress Report Form Instructions

You must use a computer that has Microsoft WORD 2000, you do not have to use a Dell.  The form will not work properly in MS Works.

There are four files within the Reading Reports folder in the Progress Reports folder on the server you may use:


Grade 1 Form. Doc


Grade 2 Form. Doc


Grade 3 Form. Doc


Grades 456 Form. Doc

From either “My Computer” or “Explorer”, locate the correct folder on the network and then double click the file you wish to use.

Click in the response area next to “Student” on the form – type in the student name.  DO NOT press “enter” or “return”.  Press the “TAB” key to advance to the next fill in area of the form.  Continue filling in and pressing “TAB”.  

When you are finished with a student’s form for the first grading period you may save it by going to File and then Save As – go to the location you want to save it in and then type in an appropriate file name for that student.  If you go to Save you will overwrite the last saved information – you probably don’t want to do this – that’s why you’ll go to SAVE AS.  

For the second grading period you may open each individual student file that you had earlier saved, make your additions to the grading period, change the comments to your current ones, then go to SAVE (not Save As) – this will save the document with the same name in the same location as before.
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