
Students Failing (or any grade) 
Go to Message Center, select Grade Message as the message type 
 

 
 



Bottom part of the screen

 
Click on Next.   
This screen will come up.  Click on Expand all.  Select the grade.  I usually select D or F.  Select all 
Term 1 

 



 
Click next.  This screen will show up. 
 
 
 



 
Change the language from “has earned a grade” to something like:  “is failing/near failing” 
 
Review Recipients 
 
Send 


