Navigate @ LUC Training
Adding Notes* to Students

*Notes are appropriate for documentation not related to specific appointments.
For notes that relate to specific appointments, please see "Adding Appointment Summaries"
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& You have a couple of options
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You can also search by name or LID
at the top right of the page.
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Preparing people to lead extraordinary lives

Once in the Student Profile page,
select "Add a Note on the Student"
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99001518341 Report on Appointment
Sophomore Schedule an Appointment
MOST RECENT ENROLLMENT Add to Student List
Spring 2020

Add Note

Note (Required)

Note Subject Add and format a note.

B I i | Paragraph vie e .
Finance
Relations
Note Reason .
Choose a note reason (or multiple reasons).
Note URL
Visibility
7 L) — Oy If you click on the student's name under Visibility,
"= Attach File [ Choose File | No file chosen ) ut—— student will see the note.
4 ¥ If you click on your own name under Visibility, no other Advisors

will be able to see this note.
Cancel Save Note

You can attach files.
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To view existing Notes on a Student Profile,
click on History tab

The History tab shows a list of all Notes for a student

All LOCUS notes will be converted here.

Clicking on the Expand All is a good way to see a scroll of the note content.
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Tue, Jan 21, 2020

Clicking on Edit Note opens it.

n dropping CPST 310 for the summer due
fal. Needed override for CPST 349 bec

Edit Note ‘7

Note Added «
Wed, Mar 23, 2016

Non Enroll outreach: Several email exchanges. Pian is to register for Fal classes soon. Will take theo for minor and a few others.

Edit Note

Note Added «

% find some course for R eology Department o see if

s for her to register for the ¢

s Scudies and recommend speaking with
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www.LOCUS Notes.edu/12/

Notes converted from LOCUS will show the comment

category the note was originally entered with in the Note Reason.
They will also contain the original sequence number in the URL field.
This is simply for technical tracking purposes; you can ignore.

Need help? Email navigate@luc.edu



