
Adding Canned Comments for Report Cards

Make sure you are in Campus Instruction Beta & have your Gradebook selected

1.  Select one of your assigned sections 

2.  Click the blue Settings button above 

students’ names.

3.  Check the 

box that says 

Use Canned 

Comments. 

**IMPORTANT 

You MUST 

repeat steps 1-3 

for all sections to 

be able to add 

comments!

4.  Your Report Card Comments 

column will now look like this. 

(if you don’t see the CC, you need to 

do steps 1-3 for that section)

5.  Pull down the 

top menu to a 

standard where 

you want to add 

a comment.  

When you click 

on the blue CC, 

this window 

will pop up and 

you can select 

the desired 

comment(s) and 

click Add 

Comments.

**You can also just enter the number code 

by using the master list found at the link 

below and entering the number in the box 

that says Enter Code

http://sccsd.freshdesk.com/support/soluti

ons/articles/1000054983-numbered-

comments-for

http://sccsd.freshdesk.com/support/solutions/articles/1000054983-numbered-comments-for


Adding Comments from the Post Grades Tab

**You must complete steps 1-3 in GRADEBOOK for all 

sections to have the option to add canned comments

6.  Click the Post by 

Student button.

7.  Select a student 

from the pull down 

menu.

8.  Select the 

Add button 

next to the 

standard you 

want your 

comment to 

show under 

and the 

window from 

step 5 will 

pop up. 


