REMS Documentation CIVICa

Add a Note to a Learner

This document focuses on adding a note to a learner via the Notes button at the bottom of the
learner screens in the Enrolments, Applications, Enquiries and Learner Details modules within
Portal.

A lot of set up is required to ensure correct administration of notes. Different note types can be
made available to different parts of the system and users must be given the rights to View/Amend
notes. This is all in carried out in the Core system prior to using the Portal.

Please note that ‘Register Notes’ are a completely separate function to the standard system notes
described here. They are covered in detail in other Portal Help documents in the Registers section.

In this example the learner is located via Learner Details. Click the Notes button highlighted to
access and add a new note.

(2016/2017) Learner Details for Isabella Benson - 1663546

Title Miss Given Isabella Other Family Benson Preferred Isabella Gender Female
Address Queensbridge Road ULN External? D
Moseley Date of Birth 28/12/1999 Excluded? D
Age 17 Age at 31/08/16 16
(Town/City) Birmingham Personal Tutor Abi Carter
Tutor Group
Postcode B13 8QB Lnr TMGs: Alis ALPS College
Other Addresses
Home Tel. 0121 444 7610 School Bishop Challoner RC School
Maobile Tel. 07690 777888 Ethnicity White - English / Welsh / Scottish / Northen
Personal Email  elaine.nis ivica.co.uk i i BRITISH Information Form Address Label
CollJOth. Email Leamer Agreement
ePortfolio ID Fee Summary
Emergency Contact Mrs Anna Benson Home 0121 444 7610 Mobile 08978 176615 Daytime/\Work

%} Contacts |u “Notes* | Corresp. [/ Documents General Info Edit Back

Click the New button to add a note.

Note Type All Note Types [=] [Clinclude Expired Notes [“INotes | created only

Created Created By st ded By Type Note
en

No Records Found Matching Your Criteria

Notes listed: 0 New Close

Click on Note Type to select the appropriate category for the note.
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Notes for Isabella Benson (1663546) ﬁ?‘
Created 10/01/2017 By Alan Bradley Note Type |Er|ro|ment (LENR) v‘
Last Amended 10/01/2017 By Alan Bradley Expires Attitude to Study (reference) (JATS) ~les
I Cir i (JEPA)

Maturity and Determination (reference) (JMAD)
Other Comments (reference) (JOTH)

Overall Attitude to Study (reference) (JOVR) ——
Late starter - Isabella’s family has just meved to Birmingham from Worcester Percentage Attendance (reference) (JPCA)

Percentage Punctuality (reference) (JPPU)

Potential and Suitability (reference) (JSUT)

L14 Learning difficulties and disabilities (L14)

L15 Disabilities (L15)

L16 Learning difficulty (L16)

Accident (LACC)

Leamner Activities (LACT)

Behavioural (LBEH)

Employer Contact (LECO)

EMA (LEMA)

Enrolment (LENR)

Employer Reference (LERF)

Exams Access Arrangements (LEXA)

Leamer General (LGEN)

Health and Wellbeing (LHAW)

Learner Additional Support Needs (LSPN)

Exam Attendance (QEAT)

Exam QOrders (QEEO)

Exam Access Arrangements (QELA)

Exam Qutcomes (QEOC)

Exam Seating Student (QESS)

Exam Sitting (QEST)

Quick Note (QNOT) v
Additional Support (SADS)

Email Staff ~ Template Submit Back

o Note Type: Select the appropriate note type from the drop down list — Learner Enrolment
(LENR) in this example.

e Text: Type the content of the note into the body of the screen.

e Expire: Enter a date for the system to automatically ‘expire’ the note — if required. Leave
blank for note to remain on the system.

Submit to save.

(2016/2017) Leamner Details for Isabella Benson - 1663546

Title Miss Given Isabella Other Family Benson Preferred Isabella Gender Female
Address Queensbridge Road ULN External? |
Moseley Date of Bitth ~ 28/12/1999 Excluded?  []
Age 17 Ageat31/0816 16
(Town/City) Birmingham Personal Tutor  Abi Carter
Tutor Group
Postcode B13 8QB Lor TMGs: Alis ALPS College
Other Addresses
Home Tel 0121 444 7610 School Bishop Challoner RC School
Mobile Tel. 07690 777888 Ethnicity White - English / Welsh / Scottish / Northert
Personal Email  glaine i ivica €0 uk i BRITISH Information Form ~ Address Label
Coll /Oth. Email Leamer Agreement
ePortfolio ID Eee Summary
Emergency Contact Mrs Anna Benson Home 0121444 7610 Mobile 08978 176615 Daytime/Work

(9} Contacts| §*NOTES* || Coresp. (| Documents General info Edit Back

Once notes have been added to a learner in this way the text on the NOTES button appears in
upper case. Folders and colours are used to indicate the following:

e NOTES in Red — note is new and is less than 2 days old
e NOTES in Green - note is quite recent and less than a week old
e NOTES in Black — notes exist for this learner and are older than one week

Click on the NOTES button to view.
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Notes for Isabella Benson (1663546) X
Note Type [All Note Types v| [include Expired Notes [INotes I created only
Created Created By Last By Type Note E
Amel

10/01/2017 ABRARE 26/01/2017 ABRARE LENR Late starter - Isabella’s family has just moved to Birmingham from Worcester

Notes listed: 1 Find Delete New Select Close

The system now displays the following details:

Created Date
Created By

Last Amended Date
Last Amended By
Type of note

First line of text

Pushpins

In other Portal screens where learners appear in lists (e.g. in Staff, Courses, Groups, Registers)
the note appears as a pushpin attachment with a coloured top — colours to indicate how old the
note is as described above. Click on the pin to view the note.

Register Marking

Alan Bradley
Register 1ASCHE-D-609 Chemistry AS One Year Session 25 200012017 Fri  17:00
Add a learner to register No Learners 20 Room 1238 > Register (Header) Notes
Leamer ID Nt [HW Family Name Given Name 9 Dec 16Dec  [6Jan 13 Jan Last Period  [Mark |Auth Reason Notes Mins Late
1663529 Allinson Sophia i [ / ! [ | [None v o
1663514 Arden Rebecca i i / i # None 3|
1663481 v Armitage William (Willy / ! i ! [ ~| [None v 3|
1663501 Baker Michael (Kayleigh) i i / i [ V| [None v |
1663498 Barkeley Joanne / ' i ! [ ~| [None v 3|
[~ 16563500 77 9 Bedtord Tauren T T U T T TNone. T
[ 1663546 {j v n Benson Isabella # # # ! 5|
1663488 Coleman Paul 7 T 7 T [ VT [None ~T 3]
1663495 Collins Patricia i ’ i r [ V| [None v |
1663545 L Dalton Evelyn # # i ! [ v| [None: v |
1663496 S e - Douglas Lucy ' I ' ! [ V] [None vl |
1663492 Eccles Peter i I i ! [ v| [None: v |
1663506 {j McDermott Dylan / ! / ! [ ~| [None v sl
1663479 v " Mitchell Andrea i 4 i ! [ V| [None v |
1663412 Myers Angela i I i ! [ v| [None: v 3|
1663505 Oliver Jason [ ! i ' [ | [None v |
1663497 Pagett Nicola i ! i ! [ | [None v] 3
1663499 Scanlon Bridget i i / i [ V| [None v |
1663515 Thorpe Gary i i i i [ v| INone vl sl
Legend
Infil ISR Transferred. NGRERfGlGd  Complete Present 0 Destination Mail Al Email AL SMS Al Submit Back
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