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Changes:

· Most areas have been changed so you don't have to click on a choice.  Just type in the grade.  This was done in an effort to speed up the process.  

· The letter N (Needs Improvement) is now used instead of a checkmark (which was a square root symbol not available on older computers).  This should eliminate the need to print from a Windows XP (Dell) computer.

Suggestions for use:

General use:

· Use CAPS LOCK

· Within a subject for a given quarter you may find it easier to use the arrow keys on the keyboard (rather than the Tab key), then click to the next subject with the mouse, then use the arrows, etc.

Create the files:

1. Open the provided file (read-only) to create a "master" document with your building, name, and principal.  Save in your folder on the server with a filename of your choice.

2. Open the master file, type in the name of a student, Save As (that student's number or name) in your folder.

3. Keep the file you just created open, change the student name, Save As (that student's number or name) in your folder.

4. Continue for each student

Enter the grades:

1. Open a student's file.  Enter grades.  Save.  Print.  Close the document; keep Word open.

2. Open the next student's file.  Enter grades.  Save.  Print.  Close the document; keep Word open.

3. Continue for each student.

4. Close the program.

Printing Tips

1. Legal paper should be in tray 1, letter paper in tray 2.

2. Go to File to Print (don't use the shortcut button), select the correct printer, go to the paper properties, make sure it is legal, Tray l.  At any one session you should only have to do this once, then you may use the shortcut button.

3. Any "other" printing you do that requires "letter" paper, be sure the paper properties are set for letter and Tray 2.

NOTE:  Due to "protection" the form has Spell Check disabled.  If you wish to "unprotect" (under Tools) to use spell check, please use with caution.
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