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Colourisation of Notes in Portal 
 
When system notes are added to a learner in Portal they are identified by means of either: 
 

 Folder pop-ups added to the Notes buttons in individual learner screens. 
 

 Pushpins adjacent to the learner name or learner ID in list and register screens. 
 
Colours are also then used to indicate how old the notes are. 
 
 
Notes Buttons 
 
Where no notes exist for a learner the Notes button appears as:  
 
Once notes have been added however, colours and pop-ups are used to indicate the following: 
 
 

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

 Green – note is quite recent and less than a week old  
 

 Black – notes exist for this learner and are older than one week  
 
 
Learner Details Biographical Screen & Note Details 
 
Click on the Notes button to display the Notes for this learner. 
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Pushpins 
 
In other Portal screens where learners appear in lists (Registers, Courses, Groups etc.) the note 
appears as a pushpin attachment with a coloured top – colours to indicate how old the note is as 
described above: 

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

 Green – note is quite recent and less than a week old   

 Black – notes exist for this learner and are older than one week   
 
Click on the pushpin to display the content. 
 
Groups / Learners 
 

 
 
Registers / Learners 
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