
 

 

Principal’s Section Enhancements: 

1. Find a Teacher’s plans, Quality Check them and leave a note/comment for the teacher. 
 

A. Log on and Click “Principal Center” tab 

 

 

B. Select the teacher by clicking on the drop down arrow and scrolling to find the teacher’s name. 
 

   

C. The teacher’s summary page will be returned showing lessons created, lessons marked complete, 
and lessons that have been Quality Checked.  To view the lessons, click on any of the “numbers” 
of lessons. 

 
 

Click “Principal Center” tab 

Select the teacher from the drop 
down and then click the “Search” 
button. 



Teacher’s Summary Page of Lessons Created 
 

      

D.  
E. Listing of teacher’s lessons – click on any column to view the related lesson 

 

 

F. View of a lesson

 

Click on any of the numbers to view the plans for 
this teacher, or click on the teacher’s name 

Click on any column item to view the plan. 

Click on any column heading to sort the 
data by that column. 

Click the “view unit” link to view the unit this plan 
originated from. 



 
 

 

  F: Adding a note to the teacher’s plan 

 

  G: Type your comment in the text box and click the “Save” button.  

     

H:  View of lesson after note/comment has been added.  You may leave multiple comments on each 
plan.  

The Save button triggers an emai sent to the teacher to let them know you have entered a note. 

Click this button to Quality Check the plan.  This shows 
the teacher on her/his plan that it has been reviewed and 
found to be good. 

Click the “add note” button to 
leave a comment/note for the 
teacher about this plan. 
NOTE: this will be emailed 
directly to the teacher. See 
next step! 

Type your comment in the 
text box provided. 

Click the “Save” button when 
you are done typing your note. 



 

 

 

The teacher will receive an email alerting them that you have entered a note. The Received From 
column will show that it’s from principal’s notebook. Once they open the note in CSCOPE, the Status 
will change to read. 

Now administrators will be able to check lesson plans easily and communicate with the teacher within 
the system.  
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