Progress Reporting
Registrar’s Office
Registrar@msj.edu
513.244.4621

[bookmark: _GoBack]Progress reports are available within myMount under Academics > Progress and Attendance Reports.  The two options are labeled “Submit Progress Reports” and “Submit Athlete Progress.”  Faculty may submit Progress Reports on any student registered in their class(es), and Athlete Progress Reports for any student-athlete registered in their class(es) anytime throughout the semester for any student who is earning a D or F grade.  Faculty are also strongly encouraged to report situations where the C grade is borderline to a D.

When clicking on the Submit button, you will send the Progress Report via email to:

1. Yourself – the instructor
1. The identified student in your class
1. The student’s academic advisors
1. Mary Mazuk, Director, Academic Advising Resource Center (if estimated grade is blank, C, D, or F)
1. And if the student is an athlete, the student-athlete’s coach(es) and the athlete progress monitor(s) 

Please use the Progress Report notification system to inform students if they are having difficulty in your class and the recommendations they need to take.  Please use the Athlete Progress Report to let coaches and progress monitors know how student athletes are doing in your class(es). 

If a Progress Report is issued for a student-athlete, it will also be submitted automatically as an Athlete Progress Report.  There is no need to submit a separate Athlete Progress Report for that student. 

· Academic Advisors need to print progress report emails and place them in the advisee’s file for advising purposes/student contacts.  Academic Advisors can view and track all their advisees who have received a Progress Report in a specific semester in myMount using the view progress reports link under Academics > Advising Students > Links.
· Academic Advisors may view an advisee’s Mid-Term Grade through myMount >Academics > Advising Students > Grade Report.

Procedure for submitting Progress Reports

1. Using your web browser, go to the Mount’s portal site:  http://mymount.msj.edu. In the designated fields, type in your username and password. These are the same as you use to log in to campus email or the campus network. Click the Login button.
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1. To access the reporting screen, click on the Academics tab, then the Progress and Attendance Reports page in the left sidebar. The Submit Progress Reports link is available on this page.
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1. Make sure the session and year for the term in which you want to submit a Progress Reports is selected.  If you wish to change the session or year, choose the session from the drop-down menu and click the Update button. Your courses will appear as below. 
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1. Click on the course you want.  Doing this will take you to a list of registered students in that course.  Beside each student’s name will be a button marked “Report.” 

1. Select the student for whom you wish to submit a progress report by clicking on “Report” beside his/her name.  The blank report will appear on your screen with the student’s name and ID #, Course Number, Session/Year, and your name filled in.  Complete the data on your screen, noting that the “Comments” fields are free-form allowing you to type as much as you wish.  Click Submit.  

A new screen showing the data you have filled in will now appear on your screen.  In addition, you will receive an email recording the information. After this process has been completed, a View button will be added beside the student’s name.

NOTE: Advisors may view a list of their advisees who have received either a Progress Report for a given session and year by accessing the View progress reports link in the Progress and Attendance Reports page under the Academics tab of myMount.

If you have any questions or need help as you make these submissions, please call the Registrar’s Office, 4621, or contact Registrar@msj.edu. 
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