How To Add Comments in MtG
1.
Go to “Special” ( “Build Line Library”

2.
You will see a list of blank lines in which you can write comments.

3.
When you print student reports or send reports to Edline, you will have an option to highlight line library comments.  Highlighted comments will be printed on EVERY STUDENT’S report card!

4.
If you want to add a comment to ONLY ONE STUDENT’S REPORT, use the arrows to toggle the “Total Grade” column information until it shows the words “Individual Student Comments”.  Then, type the NUMBER of the line in the line library that has the appropriate comment for the student into the box underneath “Individual Student Comments”.

5.
If you want to add a note to ONE SPECIFIC ASSIGNMENT, you can use “Special” ( “Compose Score Annotations” to make five unique assignment notes.  You can then use the “Annotations” menu to attach one of those five notes to a particular assignment.

