
Comments can be added to  
➔ Final Grades - Q1, T1, etc. 
➔ Standards for Progress Reports and Report Cards 
➔ Individual assignments 

 

Adding Comments to Final Grades 
 
To add comments to the final grades, such as quarters, trimesters and cycles 

1. Open PowerTeacher Pro and select your class  
2. Click on “A+ Grading” and select “Scoresheet” 
3. Click in the final grade score for the first student 
4. Click on the comment icon on the right in the Score Inspector 
5. Type or paste comment into the white box.  
6. To personalize a comment, include the student’s name. 
7. You can also select the “Comment Bank” 

a. Scroll through the pages to select comment(s) you want for the student 
b. You can click the star to create your favorites list  
c. Click “save” 

8. To fill down comments, select the fill icon.  If the comment contains a name or personal 
pronoun, click the green “Smart Text” box in the popup window.  

9. Add or edit comments for all students.  
10. Click “Save” when done.  

 
 

Adding Comments to Standards-based Progress Reports and 
Report Cards 

1. Open PowerTeacher Pro and select your class.  Select  
a. Homeroom for Progress Reports 
b. Morning Meeting for Habits of Mind 
c. Content classes  

2. Click on “A+ Grading” and select “Standards” 
3. Note the small blue “Comment” icon in the top bar with the comment identifier, such as 

PR.01.  Click in the box below that icon. 
4. Click on the comment icon on the right in the Score Inspector 
5. Type or paste comment into the white box.  
6. To personalize a comment, include the student’s name. 
7. You can also select the “Comment Bank” 

a. Scroll through the pages to select comment(s) you want for the student 



b. You can click the star to create your favorites list  
c. Click “save” 

8. To fill down comments, select the fill icon.  If the comment contains a name or personal 
pronoun, click the green “Smart Text” box in the popup window.  

9. Add or edit comments for all students.  
10. Click “Save” when done.  

 

Adding Comments to Individual Assignments 
 
Adding a comment is different from entering information in the assignment description for all the 
students in the class will see. To add a comment to a specific assignment for a student or 
several students: 

1. Open PowerTeacher Pro and select your class  
2. Click on “A+ Grading” and select “Scoresheet” or Assignments.  
3. Click in the box where you would enter the grade for the student for that assignment 
4. Click on the comment icon on the right in the Score Inspector. 
5. Type or paste comment into the white box. You may add word lists or other links to 

indidualize instruction. 
6. To personalize a comment, include the student’s name. 
7. You can also select the “Comment Bank” to use a stored comment.  
8. Add or edit comments for select students.  
9. Click “Save” when done.  
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