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Middle School Comment Proofing Method
Third Quarter All-Student Comments

2004-2005 School Year

Modified:  February 11th,2004

~Matt Montagne
1. Login as the teacher/advisor that you’ll be assisting w/comment proofing.

2. Go to the Reports tab at the top of the window.

3. You are now in the Progress Report window and you’ll see 6 tabs below the main set of navigation tabs (these tables are titled, General, Classes, Students, Assignments, Format and Preview).

4. Under the General tab, make sure the academic year is set to 2004-2005 and only the QTR3-Mid marking column is checked.  Next to, “Run for:” choose, “Advisees,” and choose Summary as the Report Type.

5. Click the Students tab and make sure the “Students to Include” option is set to Selected.  Go ahead and click the names of the students for whom you will be proofing comments (discuss this w/the advisor you’ve been assigned to).
6. Click the Format tab and make sure the Print One Student Per Page and the Include Marking Column Comments options are checked.

7. Click the Preview button.  At this point, you may do a “choose your own adventure type” of thing.  If you’d like to copy/paste into Word, go ahead and click next to the text, “Progress Report.”  Do a Ctrl-A on your keyboard and follow that up with a Ctrl-C.  Open up Word and then do a Ctrl-V to paste the text.  Either print the revisions and place in mailboxes or you can email the advisor the changes.

-The second “choose your own adventure” option involves clicking the Print button located under the Preview tab.  Then do a File>Print to get your hard copies for the revisions.
8. Either place a hard copy of the revisions in the advisor’s mailbox or email the suggested revisions.  

9. Click the Exit button when you are finished with FA Web (do not click the X in the upper right hand corner of the window…be sure to actually click Exit in FA Web).

10. Advisors—once you receive the revisions, please go ahead and make them in FA Web, click Save, and then make certain the Posting Status is set to “Ready.”

11. At this point you may do 10 jumping jacks and/or a small dance (see Will Piper to learn the various moves and choreography) and rejoice in the fact that your third quarter comments and have come to an end!
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Thank you and Go Bucky!!! 
~Matt
