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1. Adding Comments‐     ***You must add 1 comment per student. Do not add more than 2 comments. 

Open Grade book 

Make sure you are in Reporting Term Q1 

Click on the Final Grade tab. 

Right click on the final grade of the first student listed in your Grade book.  Click “Show Score Inspector.” 

 

  



In the “Score Inspector” click on the Comments Tab. 

Click on the comment you want to add and then click “Insert Selected.” 

Next click the little down arrow in the upper right‐hand corner. This will take you to the next student in your Grade book. 

Click on the comment you want to add for that student and click on “Insert Selected.”…repeat for each student. 

After you have added a comment for each student click on “Close.”  This will close the score inspector. Choose your next class period and repeat 
the process. 

2. Manually Overriding a Grade 

Open Grade book 

Make sure you are in Reporting Term Q1 

Click on the Final Grade tab. 

Right click on the score you would like to change. 

Click on “Show Score Inspector.” 

Click on the “Score Tab.” 

Click on the box that says “Manual Override.” 

Change the Grade and the Percentage.  

Click “Close.” 



 

 

 

 

 



3. Printing Final Grade and Comment Verification Report 

Open Grade book 

Make sure you are in Reporting Term Q1 

Click on the Reports Tab. 

Click on Final Grade and Comment Verification Report. 

When the report sheet opens…. at the bottom of the screen it says Reporting Term…click on Q1 

Click Run Report in lower right hand corner. 

Click on Open Report.  Click OK. You will see the report.  Click Print.  

Click on X in the upper right hand corner to close report and get back to grade book.  Repeat for each Class Period. 

 

 

 



 

4. Finalizing Grades 

Open Grade book 

Make sure you are in Reporting Term Q1 

Click on the Final Grade Tab. 

Double Click on the grey box called “Q1 In Progress” 

**After you have verified all of the final grades. Check the box that says “Final Grades Complete”. Then click OK. 

 



5. Decimal Point on Grades 
Open Grade book 
Click on “Tools” 
Click on “Preferences” 
On the Grading tab it will allow you to change how many numbers after the decimal you would like for your grades. 


