Adding Comment and Conduct Codes for Grade Export
To Add COLUMNS for Comments and Conduct:

1. Open GradeQuick. Select the View Menu and choose Student Information.
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2. The Student information window will open. On the right hand side scroll to the bottom.
Highlight €1, €2, and CON as shown below. Click OK. The columns for comments and conduct
should now be visible.
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To Add a COMMENT to Student Records:

1. Select the €1 or C2 field next to a student name and click the Edit menu then choose School
Note Library.
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2. A window with the comment codes will appear. Highlight the code for the student’s conduct
and click Insert in Data Field and then click Close. Your comment code will be displayed next to
the student’s name. Repeat for all students that you wish to enter comments for.
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A=Parentteacher conference requested
B=Not completing assignments
C=Modified curriculum grading
D=Aftitude is unsatisfactory
E=Notworking to capacity
F=Woarking hard

G=0utstanding student

H=Puts forth extra effort

I=Students has shown improvement
J=Consistently does good work
K=5tudent is near a higher grade
L=Comes to class prepared
M=Student participates in class
N=Student has a good attitude

O=A joyto have in class

P=Student is highly motivated
Q=Completes assignments
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To Add a CONDUCT CODE to Student Records:

1. Select the €O field next to a student name and click the
Edit menu then choose School Note Library. A window
with comment codes will appear. You must change to the
conduct codes file. Click the down arrow next to Library

File and select Conductcodes.snl.

2. Highlight the code for the student’s conduct and click
Insert in Data Field and then click Close. The conduct
code will be displayed next to the student’s name.

3.

Repeat for all students that you wish to enter comments

for.
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