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Quarter 4 Interim Comments:
Important Note-Please remember to write your comments in Word and then cut and paste into the comments program.  Also, if anything does not look right when you start this, please call me right away.
1. Login to FAWeb and open a gradebook, and the “Grades” tab.
2. Click on the “Customize” button.  The following dialog box will appear.  Make sure the “Indicate Comments Present” is checked.  Then click the “OK” button.
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3. Select the marking column called QTR4-Mid.  THIS IS VERY IMPORTANT!  You must choose the right marking column.  This is not a marking column that will ever get categories or assignments.  It exists SOLELY for the purpose of writing interim comments.  Your screen should look like this:
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4. Click in a cell in the QTR4-Mid Grade column.   *NOTE*  For teachers of students in grades 5 and 6, you will not put a grade here.  For core content area teachers and fine arts/PE teachers of students in grades 7 and 8, a grade reflecting current progress will appear.  Feel free to over-ride the current grade if necessary (just click in the cell and type a new grade).  A grade will NOT have any impact on the student’s quarter or semester grade, or report card.  It is just an advisory grade regarding current progress.

Teachers of students in 7th and 8th grade -reminder-all students will receive a current grade on their interim progress report.  

Click the “Comments” button.  The following dialog box will appear:


5. Copy/Paste your comment from Word and then click “OK.”
6. Save often.

7. When you have finished writing comments for an entire class, click on “Posting Status”.  The following dialog box will appear.  Click on “Ready” and then click “OK”.  Click “Save” one last time and inform Edie that your comments and/or grades are now ready.
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Thanks to Kristin Bayer for providing the framework for this handout.
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