Accessing and Inserting Comments using Banks (Summer 8-11)


1) Select Focus – My List Entry
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2) You will see all your classes here (8-11). Click on the class to display names.
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3) Double click on the name of the first student in your class.
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4) Click on the comment bank for your subject (blue icon). The comments will then appear.
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5) Click the comments you want to use. You will see these appear in the window as you select them.
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6) In the window you will see the finished comment. Read over this adding any punctuation or extra text you need. Please check spelling/grammar/names thoroughly. 

7) Select Save ….Click on Next to move onto the next pupil in the class.
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