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BIS Help Guides

How to proofread mentor comments using
Managebac

This guide is aimed at proofreaders. Users with regular teacher accounts are not able to access
this function.
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Step 1 — Visit the BIS Managebac page

e Visit
https://bavarianis.managebac.com

Fggg,!;},’:,m o Enter your username and password
SCHOOL eV,
Click on 'Sign in'
Bavarian International School e.V.
Eamsgb. concom (@) If you cannot remember your
i password, please click on 'Forgot
- [ your password.
ManageBac

Step 2 — Navigate to reports section

nternational Sch- x|\ l' H ] . ]
ver rm n In
/ /bavarianis.managebac.com - i -;Q?W e = ® ove you ouse o Sett gs
ternational School e.V. I Frodric Nevers & Logout ) , ,
_ R ’ e Click on 'Reports
ashboard | [y Profile | ¢ Admin i= Classes ¥ Groups 4 Settings Q DP & Help
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~ | Project EE | Mentor Group | Curriculum T
I e Years
ric! [ Addevent | [ Fullcaler Primary Years IAN
__ Non-IB NATIONAL
i (E=—
Wed Thu Fri Sat sun Mon — 7
| 19 20 21 22 23 ! ime |
| Attendance [————
Billing
26 27 28 1 2 7""“"’9""1“
& QuickStart Guides
:vents or Deadlines BB Cnainee
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Step 3 — Select the reports to proofread

e Click on 'Proofing & review'

wiew e Back o Reports o Click on the 'Reflections' tab
a g Middle Years & High School @ Middle School «7 Reflections i Generats Reports
| i Click on the term you would like to
Saarch hu Student Name - L Transcripts
Widdis Vears 2] Acaderic Torm: | Final currentt %] proofread reports for
Student Advisor Coordinator Head Counselor
Reflection Reflection Reflection Reflection Reflection

L' 4
v
4
Step 4 — Proofread individual report and save changes

el BEC S B N B e View the comments for an individual
. student by clicking on his or her
e name (a green tick indicates the
y report has been completed by the

e RO (N— mentor)
contributions to the class discussions but he rarely listens to the rest of the class when thi( - are talking.

To be successful in a school it is important to be fully involved to the range of activities olfzred. It is clear from

his physical education report that he could be playing in more team representing the schy sl

— ; o Proofread and make changes in the
text box
E———
The changes are NOT saved
— automatically, and you must click on
'Save Changes' for each student
= () Atthe moment, it is not possible to

view the reports by mentor group,
SO you may need to divide up the
work alphabetically e.g. proofreader
1 does students whose last name
start with A to E, etc.
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