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Progress & Goal Plan
Report Running



You're How
To!



When you first log in look for "EZReport" on the top of the screen.



Let's Get StartedLet's Get Started

On the left hand side you
will see the following drop
down menu view.

Click on "Online Process
Reports"

FIRST VIEW



Next UpNext Up
After clicking on "Online Process Reports"

The drop down menu options will appear.

Select, "Process & Goal Plan Summary"

The following screen will appear: 

 

 

 



Show My Primary/Secondary Processes
Only:  Is auto selected as "Yes", Change
this field to "No"

Evaluator/Observer: Choose from the
drop down list the appropriate 
 administrator. 
The "All" Check box is auto selected. You
must remember to uncheck the box
when making your selection.

The circled fields are the only fields that
need to be adjusted.

Once filters are set: Click "View Report"

Adjusting The Filters



You've Run The Report!

GENERATED
REPORT

Now that you've run the
report you're screen should

look like this!



To download and save the
report find the "Save Disk
Icon"

From the drop down select:
"Excel" 

The report will then begin to
download for easy access and
viewing.



DO YOU HAVE ANY QUESTIONS?
DATAMANAGEMENT@BRIDGEPORTEDU.NET

(203) 275-1278
 BRIDGEPORTEDU.NET

 

Thank You


