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Note: The Student Transcript is ONLY required for Private Career School applications 

STEP 1: Log into IGX and locate your document by clicking the document name in your ‘My 

Tasks’ or by using the search feature: 

My Tasks: 

 

Document Search: 

 

 

STEP 2: Once on your document, scroll down to the bottom of the navigation menu on the 

lefthand side to the Related Documents section. Click on the ‘Initiate Related Document’ 

button.  
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Select ‘Proceed’ to confirm you would like to initiate your Report.  

 

 

There are two options to submit student data; please select only one option. When you upload 

a Quarterly Report or Student Transcript template it overrides any previous data.  

a. Enter each student one at a time using the Quarterly Report or Student Transcript tools. 

b. Use the import tools with the Quarterly Report Student Transcript Templates.  

 

STEP 3: TO ENTER STUDENTS INDIVIDUALLY: Select the desired report.  

o Entry tool #1 Quarterly Report is for the Quarterly Report data and is required for all 

applications.  

o Import tool #2 Student Transcript Import is only required for Private Career School 

application. 
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Once you enter the first students’ data, click SAVE in the upper right corner to save that data, 

and then click ADD to add a blank form for the next student.  

You can enter students when they enroll, then come back and enter exit and completion dates 

as required. The data is saved until you submit the report.  

 

STEP 4: TO IMPORT STUDENT DATA: Select the desired import tool.   

o Import tool #1 Student Transcript Import is for the Student Transcript data and is only 

required for Private Career School applications.   

o Import tool #2 Quarterly Report Import is required for all applications. 

 

 

To access the template for upload, select the word “here” 
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Select “Choose File” to select the desired file for upload.  Once attached, click the ‘Upload’ 

button. 

 

 

Note: Please only click the upload button once 

STEP 5: Click on the Quarterly Report form or Student Transcript form under the ETP Report 

section.  There will be one form for each student.  To expand the menu and show the list of 

students, select the circle with the arrow in the middle. 

 

 

 

STEP 5: Once all student data has been uploaded and/or input, scroll down the lefthand 

navigation menu to the Status Options section.  Select ‘Report Submitted’ to submit your 

quarterly report for review.  To cancel the quarterly report, select ‘Report Cancelled’. 
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To return to your application, scroll down to the bottom of the left menu, and click ETPL 

Application (or PCS Application) 

 

 

 

From your application, return to the Report the same way. 
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   QUARTERLY REPORT FORM 
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Student Transcript form (ONLY FOR PCS): 

 

Annual Report (ONLY FOR PCS): 
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