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Progress Reports Online

Community Consolidated School District 15

Important Information

Help is always available.  The support line is 963-3055 or 963-3056 on weekdays from 7:00 AM to 3:30 PM.  Before and after hours, and on weekends during grade reporting you may call 224-578-2445.

Getting Started

To access the progress reports online, you should use Internet Explorer version 6.0 or newer, (preferred) or Netscape version 6 or newer.  The URL for PRO is: http://pro.ccsd15.k12.il.us. You can also access PRO through the Staff Web site by selecting the Teacher Services tab at the top of the page. When the PRO welcome page appears, click on the prompt to go to the grading application.  You can also click on a prompt to read the Frequently Asked Questions (highly recommended) or to download a copy of either IE or Netscape.
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If this is your first access, you will now be asked to change your password.  This is necessary for security.  
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You will see the window below.  This window will also appear if you clicked ‘Change Password’  on the log in screen. 
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CCSD15 Progress Report Application

Welcome to the CCSD15 Progress Report System. Please login below:

Change Password

Ifyou do not remember your password, call technical support at 963-3054.
After warking hours, call 983-3305

Please remember to click the LOGOUT butian when you are finished entering grades.
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You won't have to change your password again unless you suspect someone else knows your password.  

If that is the case, you must change your password.  Do not share your password with anyone.

If you experience a problem with your login or password, call the support line.
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CCSD15 Progress Report Application

Your password has expired. You must change it now:

Current Password:

New Password:

Verify New Password:

Change Password

Password must be from 4 to 10 characters in lengih and begin with a lefter
Password 19 NOT case sensilive.
Ifyou do not remember your old password, please calltechnical support at 963-3054.
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Once you have successfully logged into PRO, you will see a window similar to the one below.
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CCSD15 Progress Report Application
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The Data Entry Windows 

The data entry screen is in two parts or frames.  The left frame is a navigation frame.  Here you will see the buttons that control what you are doing and where you will go next. The right frame of the screen shows the student or class for whom you are entering grades.  If you have chosen the option to enter grades for one student at a time, you will see information about that student at the top of the screen. 
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All of the grades, effort and checklist marks are on drop-down lists.  Just click once in the grade box and the list will appear.  Click on your choice. Use the scroll bar if your choice is not visible.  When you have finished entering grades for one student, click the "Save Report Card" button to save the information you have just entered.  You can also just click on the next student.  You will be prompted to save with a message like the one below.  Click on OK to save or Cancel if you do not want to save for some reason.

Using the navigation buttons in the left frame of the screen, you can select another student, or you can choose to save or print the current progress report.  You can also change sections here if you teach more than one.  You can also return to the start page to change terms or you can log out from here. Use the scroll bar to see any buttons that may be hidden at the bottom of the screen.  


Important: Whenever you click on a button in the navigation frame, your screen will appear ‘grayed-out’ until the transaction with the server completes.  Just wait, it only takes a second or two.  Then you may begin again.

You may enter current topics for Social Studies and Science.  They can be entered for one student and then copied to the rest of the students in the section.  Type in the topic and then click on the button marked Copy to Entire Section.  If topic information needs to be changed for only one or a few students, go back and edit that topic information after you have selected the Copy to Entire Section button.  When you click on the Copy to Entire Section button all of the students are changed.  NOTE: topic is limited to 50 characters.  If you type more than 50 characters, you will get a ‘data truncation’ error message.  

Comments are selected from a list of prepared comments at the bottom of the screen.  The comment section will allow 20 lines of comments. You can select the comments by clicking on the comment you want in the ‘Available Comments’ box and then clicking on the Add button.  To remove a comment from the ‘Selected Comments’ box, click on the comment to select it and then click on the Remove button. 


If you are away from the application for a length of time you may see a message window like the one pictured above. If this window is on your screen when you return, there is no way of telling how long it has been there.  The safe thing to do is to log out and log in again to restart the application.   If you continue entering grades after your session has timed-out, the application may appear to be working, but it is not.  

You will lose data, if you keep working after your session has timed out.

If this 5-minute warning window pops up while you are working, click the OK button and wait for the status bar to indicate "Document Done". You should save your data at this time, before continuing your work.  You can avoid this message by saving your data often and logging out whenever you are away from your desk.

Printing

Progress reports can be printed individually or by section, in either English or Spanish. Comments print in Spanish if you elect to print the report card in Spanish.  Select your print option from the drop-down list in the navigation frame. Then click on the Print Report Card button. 

Printing is accomplished through the AS/400 at the ESC.  Whenever you print, the job will be sent to the Xerox printer in your school.  If you print from home at night or on the weekend, the report cards will not print until the building secretary’s computer is powered on and the AS/400 session is started in the morning.  This is a security feature. If the secretary is unavailable and you need a progress report, call the support line for help in getting the printer session started.  Do not use the print button on your browser's toolbar, as this will not produce a progress report in the correct format.  

How it works

When you start the progress report application the first student record in your class list is sent from the AS/400 computer at the ESC to your computer.  Whenever you save the data, the data you just entered is sent back to the AS/400 and saved in the database.  When you click on the next student's name, that data is retrieved from the database on the AS/400 and sent to your computer screen. 

Remember that the Internet is like a highway, and traffic increases and decreases at random.  You will experience differences in performance based upon network traffic.  If you are working from home, your access on a dial-up line will be slower than your connection at school.  We at the district have absolutely no control over the Internet or your personal Internet service provider (ISP).  If you lose your connection, you will have to start again.  Save often.  You don't have to finish a student before clicking the save button.

Problems & Solutions

Screen seems frozen – close and restart the Internet Explorer browser.

Cannot access the site – try another website like yahoo.com to make sure you can access sites on the web. If other sites work correctly, but you still cannot access the PRO web page, call the help line.

Screen does not refresh and some lines appear to be missing (using the scroll bar sometimes causes this to happen) – use the navigation buttons to go to another subject area and return to the one you want to work in.  

Grade drop-down boxes are missing or grayed-out This is usually a shortage of memory on the computer.  This can happen because the computer does not have much memory or because the memory it has is being used by other programs.  You can sometimes fix it by ending all programs that are running, re-booting the computer, and starting only your browser to access the progress reports.  

AS/400 does not accept my new password – make sure that your new password is between 4 and 10 characters long and starts with a letter.

AS/400 does not accept my current password – make sure you type it carefully.  Passwords are not case sensitive.  If it still does not work, call the help line.

Browser does not work – make sure that you are using a newer version of either Internet Explorer (preferred) or Netscape. Older versions do not always work well with the progress reports.  You can download newer versions of IE and Netscape from links at the bottom of the PRO welcome page.

Back button – Do not use your browser's BACK button to go back to a previous screen.  Use the buttons in the navigation frame.

Student Missing – Call the support line.  This sometimes happens if you have a new student or a student who has changed sections.

Power loss or

Computer crash or

Connection lost – how much data did I lose? – Student information is saved every time you click on the Save Report Card button.  The most you could lose would be the data you entered since you last saved.  Click on the Save Report Card button frequently to avoid data loss.

Errors in student name, teacher name or attendance information – This information comes from the AS/400 student database and is entered by the building secretary.  Any changes or corrections to this information have to be done on the AS/400 by the building secretary. The changes will appear the next day on the progress report.  If you need it changed sooner, call the help line.

To change your password, type the password you just used to log in into the box labeled "Current Password".





Think of a new password.  It must be from 4 to 10 characters in length and begin with a letter.   If the password you use for your network log in fits these rules, you can use it.  Do NOT use a generic password like your school initials and number.





Now type your new password into the box labeled "New Password" and again into the box labeled "Verify New Password".  Then click on the button labeled "Change Password".  If you get a pop-up window that asks if you want Windows to remember your password, say NO. This is a security measure.











You will see the PRO login window.





Type your "User ID", press the tab key, and type your "Password", press tab again and either press Enter or click on the Login button. 





Your User ID is the same as your usual network ID  - your last name - up to 7 characters - and your first initial (no spaces).  For example: SMITHC or JONESM.  The first time you access PRO, your password will be the same as your User ID.





You will see your name at the top of the screen.





On this screen you can choose the section for which you are entering grades if you teach more than one section, as a kindergarten teacher or a teacher with a multi-age class might.





You can choose the term for which you are entering grades.  The term will default to the current one. You may change it to the previous term if you need to change a grade from the previous term.





You can choose to enter grades for one student at a time or for all students for one subject.





Once you have made your selections, click on the Start button.








You can go directly to a subject area for this student by selecting it from the drop-down list at the top of the screen. 





During the last term, you can also enter the "Grade Promoted to:" if it is different than the default.





For fifth grade only there will be a space for the date the student passed the constitution test. Also a button to click to copy this date to all students in the section.





If you choose to enter grades by subject, you will see a screen similar to this one, where you can enter the grades for all of your students for one subject.





Again the screen is in two parts, where the left frame is your navigation frame.





The right frame now shows a list of your students for one subject.  The top of the screen has a "GoTo" list for quick access to a particular student.





For subjects where there are many grades to input, you may see only a partial list of students and a "Next Page" button at the bottom of the screen.








Revised 05/24/07



1

