
Adding Comments to Term Grade 
 

1.​ Select the A+ icon and select All Reporting Terms.  
 

 
 

2.​ Click on the first student within the column for the correct term. 
  
 

3.​  Select the comment icon.​ ​ ​ ​  
 
 
 
 
 
 
 
 
 
 
 
 
4. Select the Comment Bank at the bottom of the screen.  
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5. Select the + sign next to the comments to insert them.  

 
 
Always remember to SAVE when done! 
 
 
Fill Comments:  

1.​ Select the calculator icon. 
2.​ Select the Fill icon. 
3.​ Select Comments Only and Save. 
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