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3. To a Student Note, select a Topic (see page 3 for options, you can select more than
one in this field), indicate who initiated the conversation, if applicable and enter the
date for the note.

Enter the text of the Note following FERPA and best practice guidelines

Indicate if you want the note to be visible to the Student (NEW)

Select a Relates To if you want to associate the note with an academic record, etc.
Click OK when done.

Use this card to understand how to add student notes

Find ...

1. Navigate to the Student (Search by URID, Name in the Global
Search or use Find Students report).

2. From the Actions button, select Note and then Add Student
Note. You can also add a note directly from the Note History

page (see page 2 of this QRC)
Add Student Note

01/27/2021 01:52 AM

N o o &

{ Actions ) Student * =
Note Topic(s) % | w Legacy Transfer Credit .=
i (Academic Advising)
Actions
StUdent Conversation Initiated b % Institution [A =
Academic Faculty b
Note Date *| 03/02/2021 [ H 85:09 PM ‘
Academic Record >
Note + | Mormal v B I U A % D i)
Admissions ) Student ID
ENG 107 COLL COMP PSY 101 INTRO PSYCH BIO 133 HUMAN BIO MTH 104 INTERMED ALGEBRA BI
isi . 142 HUMAN ANATOMY PSY 212 DEV PSYCH-LIFE BIO 143 HUMAN
Eauizing ’ Date of Birth (
Duplicate Records ¥ .
Email i Share with Student Yes e v ‘
Financial Aid 3 ; =
Relates To : (record for: - =
: School of
Holds ? Programs of S-md!,. | Nursing/Undergraduate,
Nursing RN [NUR_RN] - BS) -
Mote Add Student Note 4}” e Active
.

Personal Data ¥

(@) 0

UR STUDENT




Manage Students Academic Record

STUREC-11: Add Student Note (Academic Advising, Academic Records, etc.) (2 of 3)

ROCHESTER

Cont. ...

4. Notes are visible for a student on the History tab on a student’s profile

C)

History

5. After accessing the History tab, select the Note History page to view a student’s notes. Note that you can also add a note directly from this page using the
Add Student Note button.
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Add Student Note Expand Notes
Turn on the new tables view (D

1 item ME [E = /@ L
Creation Date & z Share with

Time Date & Time Note Category Note Topic(s) Mote Creator Note Content Student Relates To

03/02/2021 05:03 03/02/2021 05:02  Academic Advising Legacy Transfer Credit (Academic ENG 101 COLL COMP PSY 101 INTRO Yes ({record for: School of Nur @

PM P Advising) PSYCH BIO 133 HUMAN BIO MTH 104 sing/Undergraduate, Nursing RN

INTERMED ALGEBRA BIO 142 HUMAN [NUR_RN] - BS) - Active

ANATOMY PSY 212 DEV PSYCH-LIFE
BIO 143 HUMAN

6. You can only edit Notes that you have added yourself. Student Records Administrators (typically Registrars or the AS&E UG Records Office) can delete
notes if needed.
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