
 

 
 
 
 
 
 

Using MTG for Progress Notices 
 
Building the library of comments: 
In order for you to not have to retype all the comments, Please see the 
attached Progress2006.mtg attached to this email. 

• Save the file to your desktop but do not open it 
• Open MTG and one of your current gradebook file 
• Click on the pull down menu “SPECIAL” 

o Click on “Build the Line Library”…this is where you define your 
comments.  

o Click Import / Navigate to your desktop / click on the 
Progress2006.mtg file you saved from the email 

o Click Done 
o If you want to add addition / personal comments, feel free. 
o Save 

• You will follow these steps for all additional gradebook file. 
 
Apply comments to individual students: 
To apply a comment to a specific student… 

• With a gradebook file open, Click on “SPECIAL” at the top of the list 
• Click on the first selection, “Attach Individual Student Comments”.  

You will need to have a print out of your comments to know what 
Number to type. 

• Select the student you want to attach a comment to, type the 
number(s) separated by a comma that reflects your line library.  

 These comments will appear when you 
export for posting on LearningPoint.  
 
If you want to check, export (like 
normal) but prior to posting on 
LearningPoint, open the folder “grades 
for posting” and click on Classes.htm.  
When page appear, type in a student’s 
name, comments are at the very end of 
the report. 



 

 
 
 
 
 

To enter Citizenship and Work Habits 
 

You will need to Customize Letter Grade Entry 
• Click the pull down menu “SPECIAL” and choose CUSTOMIZE 

letter grade entry 
• Add Work Habits and Citizenship 

 
• Add An Assignment 

o If you are using categories with weight, just add the 
categories with 0% 

 
 


