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Trellis Progress:

How to send progress reports
1. Signinto D2L.
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2. Select a course and go to its course site.
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3. Select the “Create A Progress Report” button in the Progress widget on the right
sidebar.

Trellis Progress

What is Progress? Progress is a

comment-based feedback system
for faculty to provide feedback to
students enrolled in their courses.

Create a Progress Report

earn more about progress

(This box is only seen by
Instructors.)

If you don’t see the widget above on your course site, you will have to manually add the widget
to your site. Step-by-step instructions can be found in the Adding Progress Widget BPG.
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Instructions can be found online at https://help.d2l.arizona.edu/content/instructors-course-
home-pages#5

4. Instructors may use data from their D2L gradebook or other sources to determine which
students to select outside of the Trellis tool.

Upon deciding which students to send progress reports to you may click the box next to
the student’s name. As seen below.

TRELLIS PROGRESS | DEMO SITE

Step 1 of 3: Select Student(s):

Select the student(s) that you would like to send a progress report to by checking the box next to the appropriate name(s).
Instructors may use data from their D2L gradebook or other sources to determine which students to select.

(; Replace list of students
- Add alist of studentsin class
by importing records from a CSV file.

\_‘ Last Name Y FEirst Name Y Email Y Section Y \Last Sent Y Last Feedback Sent Y Email Read? Y
\:\ student Jennifer jennyshenny... Section 1 02/17/2020 Quiz or Examination Concern

\:\ Vijayakumar Anand av89@catmail... = Section 1 02/18/2020 Stopped Attending

o |  Studentbasi Stefanie sbasij@catma... 02/18/2020 Intermittent Attendance Read

\:\ Van Detta Kirsten kvandetta@ca... 02/12/2020 Demonstrating Leadership Class

Participation Concern

Next: Choose Feedback
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Or you my chose to import a list of preselected students using the file upload feature. To
do this click Replace list of students.

TRELLIS PROGRESS | DEMO SITE

Step 1 of 3: Select Student(s):

Select the student(s) that you would like to send a progress report to by checking the box next to the appropriate name(s).
Instructors may use data from their D2L gradebook or other sources to determine which students to select.

(; Replace list of students
- Add alist of students in class
by importing records from a CSV file.

| ‘ Last Name Y FEirst Name Y Email Y Section Y  Last Sent Y Last Feedback Sent Y Email Read? Y
(] student Jennifer jennyshenny...  Section 1 02/17/2020 Quiz or Examination Concern

|7 | Vijayakumar Anand av89@catmail... =~ Section 1 02/18/2020 Stopped Attending

(]  Studentbasij Stefanie sbasij@catma... 02/18/2020 Intermittent Attendance Read

— . Demonstrating Leadership Class

| ] ' VvanDetta Kirsten kvandetta@ca... 02/12/2020

— Participation Concern

Next: Choose Feedback
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In order to upload pre-selected class list, click upload files or drop files. The file must
include a header row, in which the first column contains the Netlds of the students you wish
to send reports to. The file must be saved as a .csv file.

Upload Your Document

Student ID Person Name

ABCDEF1 Thompson, Robert L

A header row is required. First column must contain NetIDs.
Accepted file types: .csv

Upload your file with the student list.

2, Upload Files Ordrop files

Continue




Select your .csv file and click open.
| <|> j v | & | | B9 Progress

Favorites [ 8. Class Upload_Test.csv
£ Recents

2\ Applications

[5] Desktop

B Documents

o Downloads

Tags

Options
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| Q Search

| Cancel | 7999”

X, Upload Files

Ordrop files

Cancel
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Your file name will appear below the upload file icon. Confirm this is the correct file name and
click continue.

Upload Your Document

Student ID Person Name

ABCDEF1 Thompson, Robert L

Aheader row is required. First column must contain NetIDs.
Accepted file types: .csv

Upload your file with the student list.

2, Upload Files Ordrop files

Class Upload_Test.csv (0.09 KB)

Continue




2/20/2020

The names of the students from your file will now appear for your selection. To select all
students on your list, click the box next to last name. Then click next: choose feedback, to

select the feedback messages.

TRELLIS PROGRESS | DEMO SITE

Step 1 of 3: Select Student(s):

Select the student(s) that you would like to send a progress report to by checking the box next to the appropriate name(s).
Instructors may use data from their D2L gradebook or other sources to determine which students to select.

<_ Return to full list of students (; Replace list of students
-

Click here if you would like Add alist of students in class
to return to the full class list. by importing records from a CSV file.

|v| | Last Name Y First Name Y Email Y Section Y  Last Sent Y LastF Sent Y Email Read? Y
[v]  Studentbasij Stefanie sbasij@catma... 02/20/2020 Assignment or Homework Concern Read
(v]  student Jennifer jennyshenny... Section 1 02/17/2020 Quiz or Examination Concern

Next: Choose Feedback

At any time, you are also able to sort and filter the columns within progress using the features

below.
e You can sort by a column on the student list by selecting the title of the column in

the first row. The available sorting options are ascending (A-Z, up arrow),
descending (Z-A, down arrow), and no sort (no arrow). By default, the student list is

not sorted.

e To set a filter on a column, select the filter icon next to the column’s title. You can
set up to 2 filters on each column.
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5. Select feedback type(s), specific feedback item(s), and add additional comments.

Step 2 of 3: Choose Feedback:

* Feedback #1

Add additional comments (optional)

e You’'re only required to choose one feedback type and specific feedback item.
Optionally, you can select another set of feedback.
e You can add additional comments in the text box at the bottom of the page. These

additional comments will be sent in a separate email from the pre-scripted
feedback.
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6. Preview your email.

EPRSITE (1)

Step 3 of 3: Preview Message:

low is a preview of the email(s) that your student(s) will receive. You can select a tab to preview eithe

PROGRESS REPORT - EPR SITE (1)

ACTION REQUIRED: Feese

Assignment or Homework Concern

tor during office hours 1o CISCUES your progress

tiize University resources, such a5 Think Tank for academic sucoess

e Reminder, if you choose to add additional comments you will want to review those
on the additional comments tab, as depicted below.

EPRSITE (1)

Step 3 of 3: Preview Message:

low is a preview of t ail(s) that your student(s) will receive. You can sele ab to preview eithe

e Make sure these are the messages you want to send to your selected students.

7. Once you have reviewed your message select the “Send” button to the bottom right of
the preview screen.
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8. Post progress send option.

Your feedback has been sent ()

Next Steps

Students receive notification Students confirm receipt of email Following up

e Review the confirmation screen.
o You can see details on the progress report you sent.
o Also, see more info on next steps.
e Select the “Send More Feedback” button in the bottom right to send another
progress report.

Additional Resources:
Trellis Progress: Stefanie Basij, (520) 621-7988, sbasij@ariozna.edu
D2L Support Team: (520) 626-6804, D2L@email.arizona.edu
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