Learn how to enter
Comments for the
report card here too!

1. Start by logging into your grade book and selecting the class you want to

work with. o
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2. Once all of your comments are entered you can run the Final Grade and

)

Comment Report clicking on Reports.

3. Select the Final Grade and Comment Report.

4. Output type should be PDF

5. Do you want to print all classes at
once? Choose ACTIVE Classes.
OR
Do you want to print one class at a
time? Choose Selected class.

6. Choose selected students and tell it
to include Points, Grade, Percent and
Comment.

7. Set the reporting term to the
current term and click run report.

8. Tell it to open the report. You can
now print the report to any printer.
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