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Third Quarter All Student Comments
2004-2005 School Year

Modified:  February 11th, 2005

~Matt Montagne

1. Write all comments in Word
2. When you are finished with your comments in Word, log onto FA Web as you normally would do.

3. Click on the Gradebook tab at the top of the screen.

4. Change the current Marking Column to QTR3-Mid.   DO NOT enter your comments in the QTR3 Marking Column.
5. Click in the cell under the QTR3-Mid column next to the first student’s name in your class.
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Click the Comments button.

7. Go ahead and do a Copy>Paste from Word and your comment will appear (please note:  you will not have a menu to do an Edit>Paste while you are in FA Web, so you’ll need to do a Ctrl-V keyboard stroke in order to perform a paste).

8. Repeat these instructions for all of your students.

9. When all of your comments have been entered in FA Web, you’ll need to change the Posting Status of each class to Ready.  Do this by clicking the Posting Status link on the page and changing the status from Not Ready to Ready.  

Note-if you’d like a visual cue that a comment has been added for your students, click the Customize button.  Click the check box that says, “Indicate Comments Present.”  The cells under the QTR3-Mid column will turn green for students who have a comment.

Click the Comments button to make the comments window appear for the student








