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GradesFirst – Completing a Progress Report Request 

Steps to Complete a Progress Report Request  

• GradesFirst Progress Report Campaigns allow student support staff to request feedback directly 
from faculty about which students need assistance or may potentially be at-risk to leave your 
institution. 

Entering Student Feedback 

• Click on the link in the request notification email to view the Student Feedback screen and 
begin entering your feedback. 

 

o It is best to include as much information as possible, especially in your comments.  The 
more feedback, the easier it will be to provide the student with the appropriate support. 

o This feedback will also give the Advisor a better overall view of the student population’s 
academic process. 

• To complete the Student Feedback for your course, determine if the student is At-risk to fail your 
course.  There are a number of factors (poor attendance, low participation, poor behavior, etc.) 
that could contribute to this assessment.  

o Select if the student is At-risk (Yes or No) 

o Select an Alert Reason.  Reasons are generated by the Application Administrator or 
Member Institution.  NOTE: If a student is marked At-Risk, a reason MUST be chosen. 

o Provide the number of absences for the student. 

o Select the current or projected grade for the student. 

o Provide comments surrounding the student.  The more feedback, the easier it will be to 
provide the student with the appropriate support. 
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o In order to submit your Progress Report, select Submit Only Marked Students (but I’m 
not done) –OR- Submit Unmarked Students as Not At-Risk (I’m all done) 
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