
                                                                                                             

How to Make Comments on a Student Essay  

Teachers can make comments on a student’s essay in the Portfolio. 

Step 1: Go to MY Access! and click on the Portfolio tab.  

 

Step 2: Filter for the Group, Assignment, Dates, and Submission on which you would like to 

comment.  Once you have filtered for the data you would like to see, the portfolio will populate 

with the student submissions and scores. 

Step 3: Click the Comment Bubble at the far right of the student’s name and submission to 

make a comment. 

 

This will bring you to the Comments section. You have a choice of making a general comment 

that will appear alongside the essay or an “embedded comment” that will be connected to a 

certain highlighted portion of the essay. 

General Comments: 

Type comments in the comment box and click the Save a Comment button on the bottom right. 

 

 



Embedded Comments: 

Follow the directions in the blue box to make an embedded comment that will be connected to 

a highlighted area in the text. 

 

 

The student can either click on the Comments tab in their writing space to see the comments.  

 

 

The student can also click on the Comment Bubble in their student Portfolio, which will turn 

red if there is a comment to view: 

   

 

The student can choose to comment back to the teacher with a General Comment, which the 

teacher can see by clicking the Comment Bubble in their portfolio, just as the student can 

above. 
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