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2) Select the POST COLUMNS-TERM for the grade column, select the appropriate value in the
TERM dropdown and enter the marks in the appropriate column where the green push pin is
located.
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3) Enter the work habit upper case G, S N in the Tri 1 WH column
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4) Click on the paper icon in the Tri 1 Com box to open the comment bank. The blank space is to
write in personal comments. Click on the Arrow at the top right of the box to open the bank.
Notice the spell check for your convenience.
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5) Select the dropdown to choose the category of the comment you wish to use. Click on a
comment to add it to the field. Click OK when finished.
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6) When finished click Post Grades. Select the proper term and click OK
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