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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. 
 

 
 
Click the New button to add a note. 
 

 
 
Click on Note Type to select the appropriate category for the note.  
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 Note Type: Select the appropriate note type from the drop down list – Learner Enrolment 
(LENR) in this example. 

 

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

 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. 
 

 
 
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: 
 

 NOTES in Red – note is new and is less than 2 days old 

 NOTES in Green - note is quite recent and less than a week old 

 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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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. 
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