
Emailing Individual Progress Reports

This document will provide steps for emailing individual progress reports to
parents from the individual teacher gradebooks. Our ultimate goal is to get
parents accessing their progress report and report card grades through the
Parent Self Serve (PSS) portal and for them to set up the notifications for these
events, but this will take time and consistency.

Instructional Video | https://www.youtube.com/watch?v=c2yXxjNVs3A

Email Body (This can be personalized for your campus, just copy and paste into
another document to edit)

Provident Heights Parent/Guardian,

Attached to this email you will find your students individual progress report for
this 6-week period. You may receive multiple emails with reports from different
teachers. For additional information or to view the entire progress report,
please log in to your Parent Self Serve (PSS) portal account at:
https://bit.ly/WacoPSS. If you complete online registration, you will use the
same User ID and Password for the PSS portal. If you have not set up your PSS
account, click on the Register option under the New User menu to set up your
account.

Parent Self Serve will provide you access to grades, attendance, discipline, and
more and can be accessed anytime. If you have any trouble accessing your
account, please contact your home campus for support.

1. Access the Maintain Section Grading Entry Point and select the
appropriate calendar ID and choose the Teacher option

https://www.youtube.com/watch?v=c2yXxjNVs3A
https://bit.ly/WacoPSS


2. Choose your teacher from the Teacher Name drop-down menu and click
Search.

3. Select the Course and Section you are emailing from the Search Results
and click Select at the bottom of the window.

4. Go to the current Marking Period tab (MP1, MP2, etc…) and click on the
Email Parents option at the bottom of the screen.

5. Choose the Select All Parents for Scheduled Students or Select All Parents
for Scheduled Students with Failing Averages option at the top of the
window. All parents with Primary Emails on file will be highlighted. Scroll to
the bottom of the window and select Continue.



6. Copy and paste the email body from the top of this document (or the
personalized email message created by your campus) and paste into the
Body of email: window. (Ctrl+C & Ctrl+V)

7. Choose the appropriate Individual Progress Report from the list and select
the Send option.



**Note**
● Elementary IPR will pull for all courses associated with the teacher. If a

teacher is self contained, only one set of emails will need to be sent.
● Elementary IPR for teachers with subject specific schedules will have to be

sent for each section.
● Secondary IPR will have to be sent for each teacher and each section

they teach.


