How to Apply A Comment from your comment bank to Multiple Students

1. Create your comment in a comment bank (see the instructions on how to do this)
2. Go to “enter comments and review report cards)
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3. Select “enter marks/comments by class”
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4. Click on the heading of the column where your comments would be entered (for grades 10 – 12 this is the “grade” column, for grade 9 it is the title of your class column)
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5. Select “apply group comment”


















6. If you know the number of the comment you want to use, just type it here, or if you want to look through your comments, click here.   Once you choose the comment, select “insert”, then “continue”
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7. Select the students you want the comment to be applied to, you can also select all.  Determine where you want the comment to go.   Select apply.
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Welcome to StudentsAchieve. The blue tabs in the menu found at the top of this window will allow
you to quickly navigate within the application. If you cannot find what you're looking for, consult the
Help section found on the right of the screen, below the menu.
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