
Responding to a Campaign 
Intro:  Navigate allows faculty and instructors to complete Progress Reports in the platform as a way to 
identify at-risk students during a term.  
 
This guide assumes you are an instructor/faculty/a professor and want to understand how to use the progress 
report features to identify at-risk students. 
 

How Faculty Respond to Progress Report Requests 

Most staff will receive email requests to submit Progress Reports. The email will have a link to the Progress 
Report Feedback form. If they teach multiple courses and/or sections these will all appear on one page 
through the one link. 

An example of what a Feedback Form looks like is shown below.  

 
You can also submit progress reports from the platform from the Professor Home page. That will lead to the 
same feedback form. 

 

Either way, once you click a Progress Reports link, you will need to fill out the following fields on your 
students. 

• At-Risk to Fail Your Class? - Use this field to indicate whether this student is currently at-risk to fail your 
class. 

• Alert Reasons- This field is only used if the At-Risk field was selected as “Yes”.  If “Yes”, then the faculty 
must select a reason. 

• Absences- The number of absences this student has accumulated thus far. 
• Current Grade - The grade the student has earned in this course. 



• Comments- Enter a narrative regarding how this student is progressing in their course.  As with any 
narrative comment, the more complete the better. 

Once you have filled out these fields, click EITHER Submit only marked students (but I'm not done) button if 
you will return to fill out more progress reports later OR click Submit unmarked students as not At-Risk (I'm 
all done) button. This option gives you the option to only manually mark students who are at risk and 
automatically mark everyone else not at risk when you click this button. 

Note: ‘Submit unmarked students as not At-Risk (I’m all done)’ is also the button you select when you are 
done filling out Progress Reports, even if you have marked every student individually. 

How Faculty Create Ad-Hoc Progress Reports 

Ad-hoc progress reports let faculty alert your support staff about a student who needs assistance or the 
potential at-risk student who is about to leave your institution. Support staff will then process the progress 
reports and get the student the help they need. 

To create a progress report for a student: 

1. Click the Progress Reports link next to the class for which you would like to submit Progress Reports. 

 

2. On the Progress Reports screen, select the student for whom you would like to submit a report, and 
click Actions and then Create a New Progress Report. 

On the Add a New Progress Report dialog, enter the information regarding the student. The language 
for the progress report might vary based on your institution's settings. Certain columns like absences 
and current grade might also not be available based on those settings. 



 

• At-Risk to Fail Your Class? - Use this field to indicate whether this student is currently at-risk to 
fail your class. 

• Alert Reasons- This field is only used if the At-Risk field was selected as “Yes”.  If “Yes”, then the 
faculty must select a reason. 

• Absences- The number of absences this student has accumulated thus far. 
• Current Grade - The grade the student has earned in this course. 
• Comments- Enter a narrative regarding how this student is progressing in their course.  As with 

any narrative comment, the more complete the better. 
3. Click EITHER Submit only marked students (but I'm not done) button if you will return to fill out more 

progress reports later 
OR 
Click Submit unmarked students as not At-Risk (I'm all done) button. This option gives you the option 
to only manually mark students who are at risk and automatically mark everyone else not at risk when 
you click this button. This is also the button you select when you are done filling out Progress Reports, 
even if you have marked every student. 
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