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MRef-08 - Manager Reference Sheet - Adding Student Notes.

Steps Action

1.

In the Manager Dashboard screen, click
on a student’s name to navigate to their
details page.
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Click the Notes tab.

This displays any Public notes attached
to the student’s profile, including the date
created and who created it.

To create a new Note, type into the text
field and click the Add button. Your note
will display at the top of the list.

Note: Any notes you write will be visible to
the student, their supervisors and their
Education Provider unless you select
private.
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