
Teacher Comment Field Options: 
 
• Grading by Task or Grading by Student comment box when grading window is open.  

 
o Where to enter: Instruction > Grade Book > Posted > Rpt Crd Comments OR Post Grades > Post by Student 

or Standard/Grading Task > Report Card Comments Box  
 

 
 

--- OR --- 
 

  
 

o Where it appears: Report Card 
 

 
 
 
 
• Assignment Comment box Grade Book. 

 
o Where to enter: Instruction  > Grade Book > Click “>>” on Assignment > Comment Box 

 

 
 

o Where it appears: Student Summary Report and on Portal under Student Schedule > Grade book > Assignment. 
 

 
 



• Grade Book right click on name Comment box. 
 

o Where to enter: Instruction > Grade Book > click on students name > Comments > Enter comments 
 

 
 

• Where it appears: Student Summary report and on Portal under student schedule > Grade book. 
 

 
 
 
• Student Summary Comments box. 

o Where to enter: Instruction > Reports(Grade Book) > Student Summary > Teacher Comments Box 
 

 
 

o Where it appears: Student Summary report when printed.  Same comment goes on all student’s report. 
 

 


