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Printing Student Documents 

On the My Students screen, click Print Student Documents. 

2 On the Print Student Documents window that opens, on the Create tab, below Choose a Document Type, click 

the name of the type of document you want to print (IEP Summary or Progress Report). 

The name of the document type you selected is highlighted in green and a checkmark displays beside it. 

3 Click Students. 
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When the results list displays,  

beside the name(s) of the student(s) 

for whom you want to print the  

selected document type, click     . 

In the Student Documents to Print 

grid, each student you selected  

displays. 

Note: To remove a student, beside 

the student’s name, click      . 
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Below Choose Students with IEP  

Summary, in the search field, search for 

a student by entering a student ID  

number or 2 or more letters of a  

student’s first or last name. 

Note: To include students only in your 

caseload, select the Caseload Only 

checkbox. 
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Click Create. 

The History tab displays with the 

Document type, Document Count, 

Date Created, and Progress of all 

current and past print jobs. In the 

Progress column, Requested  

displays for the print job you just 

added to the queue.  

*see reverse side for more information 

On the My Students screen, you can bulk print the documents to which you have access for the students you select. 
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When the print job for your document begins to process, the Progress column changes to Processing. When 

the document is ready to print, the Progress column changes to Available, and the name of the document 

displays as a clickable link. 

Note: To delete a print job, in the row of the job you want to delete, select the checkbox. Then, click                  . 

Note: To refresh the History tab, click       .        

Note: While the print job is processing, you can click Close to return to the My Students screen. When your 

document is ready to print, beside Print Student Documents and on the History tab of the Print Student  

Documents window, an indicator displays with the number of documents available. Click the indicator to open 

the History tab of the Print Student Documents window. 

2 

7 On the Print Student Documents window, on the History tab, click the name of the document. 

On the print preview window that opens, click Print. 8 
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