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1. On the Reports page, the Copy Subject Text button allows you 
to copy text, relating to a specific subject, from one pupils report 

to another.   

 

Fig 1. 

 

This can be really useful when you have pupils at a similar level, or 

when using a group template report. 

 

2. For this example, we’ll copy the “General Comments” text from 
William’s report into Harriet’s.  You can see William’s report text 

below. 
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3. Open the Report you wish to work on.  Select the Subject and then click the 

Copy Subject Text button. (see Fig 1.) 
 

 

 
 

4. This will direct you to the screen below.  This page allows you to select the 

Subject and Pupil you wish to copy from.  Select the Pupil from the list and 
click Copy To Report. 

 

 
 

 

5. You’ll see that the copied text has been added to your report. 

 
 

 
 

 

In our example, you can see that the text has been modified to 
change all names from “Billy” to “Hatty” and all pronouns from “he” 

to “she”. 

 

You can continue to work on your report, altering the text as 

necessary. 


