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Step 1 - From your ‘Pages’ top tab, click on the computer next to the subject on which 

you are starting 

 

 

 
 

 

 

 

 

Step 2 -  Once your new screen opens, be sure to switch your grade columns to ‘Post 

Columns - Term  (you should already be on Tri 1 for your Term, you won’t have to 

worry about switching that until Tri 2) 
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Step 3 - You can put your grade or performance scale in and then click on the white 

paper to write.   
 

 
 

 

Step 4 - To send to the office, click on ‘Post Grades’ (this posts both grades and 

comments) This will make your push pin turn red. 
 

   
 

Don’t forget that Social Responsibility, DPA and primary HACE are comment only 

courses and won’t have a spot for grades or performance scales. 
 

Step 5 - Go back to your Pages top tab and start with Step 1 with a different subject. 

 

*Note – if you want the same comment or ‘mark’ to show up for multiple students, you 

can enter it in the top box and do CTRL + D to ‘fill down’.  This will put the same 

comment or mark into everyone’s report that is below that top student.  Then you can 

go in to change name/gender or adjust the ‘mark’. 


