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Student Notes

Path: Menu icon E > Students > Student Notes

Overview

This feature allows you to post pertinent notes regarding a student. If the Category assigned to the
note is marked to do so, the Student Note can appear in a popup when a user accesses that student’s
information.

User Permissions

In Classic: Management > Site Level > Maintain User IDs and Permissions
In 360: Management > Staff > Permission Groups
To view notes, a user must have the permission General Operations > View Student Notes.

To add or edit notes, a user must have the permission General Operations > Maintain Student
Notes.

Prerequisite — Add/Edit Student Note Categories

In order to use the Student Notes feature, user defined note categories must be established, otherwise
an error displays.

No Categories Defined

Code Tables for Student Note Categories have not been defined.
These are needed in order to use the Student Notes option.

X

Add/Edit the Categories

1. Choose Menu icon E > Utilities > Code Tables.
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Student Notes

2. Scroll to and select Student Note Category.

Name Y T
Street Direction

Street Type

Student Note Category

Targeted Program
Teacher Role
Term Type

Termination Reason

=+

Add

Code Tables
~
Exclusive to

Category Y Type Y 360 Y \ctions
Registration/EnrollmSystem Y E
Registration/EnrollmSystem Y E
Student System N :
Courses State Reporting y EditCodes
Courses State Reporting Y E
Courses System ¥ :
staff State Reporting N :

- W

3. Select the Actions icon > Edit Codes. The Code Table for the Category displays.

Student Note Category
Code Y Description Y
Academic Awards
Behavior Behavior related

Notes
Safety Security
Add Code

Display in Only display
Student Notes once per
Popup? Y session? Y Default Y
Y Y
Y Y

Inactive Y

Actions

Edit

Delete

4. Select Add Code (or Actions > Edit for existing codes).

Add Code

Code*

Safety

Description
Security Note

[J Default
[0 Inactive

[ Display in Student Notes Popup?

[] Only display once per session?

v X

Save Cancel

e Code — Create a unique code (e.g., Safety).

e Description — Enter the description (e.g., Security)
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e Display in Student Notes Popup — When the Student Summary page is accessed, if the
student has any notes which have been assigned a category where this setting is checked, a
popup will be displayed showing those notes:

Student Notes

« Today is Michelle's birthday!
» This student has a negative lunch balance.

X

Close

In the 2022.1 upgrade, this will be changed so the popup shows when any student-
specific page is accessed, not just the Student Summary page.

If this setting is NOT checked, the note is only visible on the Student Notes page.

e Only display once per session — If this is checked, notes assigned this category will only
show in the popup the first time a user accesses a student-specific page for a student.
Accessing other student-specific pages for this same student or returning to the current page
will not cause the note to be displayed again. This remains true as long as the user stays
logged in. If they log out and back in, the trigger resets and the note will again show when a
page for that same student is accessed.

For most categories, this should be checked. Otherwise, users may become annoyed at
having to see the same message over and over as they switch between pages for a student.

e Set as Default — Check to make this category appear as the default category when notes are
added.

¢ Inactive — If checked, the category is not available for use when new Notes are added but
remains in previously created notes.

5. Choose Save.

6. Continue adding Categories or select Close.

Add a Student Note

NOTE: The Attendance screen and the Gradebook > Scores screen provide Mass

Tools icon > Mass Add Student Notes that allows you to post a pertinent note to
multiple students in the selected gradebook.

1. Select Menu > Students > Student Notes.
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2. The Student Search window displays.

Student Search Searching students available in Academic Year 202021  Recent Students -
Last Name First Name Student # @ Edwards High School ™ Active -
Student Filter - Student List - Q =
Student # Y First Name ¥ LastName ¥ +  Grade Y Birth Dale ¥ School ¥ Homeroom Teacher ¥ StalelD Y
197154 Michelle Barker 1 03/19/2003 Edwards High School 244538538
141639 Jeanne Barker 1" 01/16/2004 Edwards High School 673838874
135471 Levi Bridger 12 08/10/2003 Edwards High School 541524869
185m3 Coral Bridger 10 05/27/2005 Edwards High School 8327144657
148692 Storme Broman 10 02/19/2008 Edwards High School 103209530
v
Items per page 100 ¥ 1-1000f 636 P |
Start Qver _Student Filters __Create Student List Cancel
e —————————————————— ——

3. Select the name of a student or enter search criteria and select Search. Once a student is
selected, the Student Notes window displays.

T [ << < J sarker, Michelle "shelly" = | * 5of 669 Student Notes
d #9995231641 Grade 11 - Edwards High School - Default Calendar
o
& oesre
Display Classroom
More Student ¥ 4 Category ¥  Note ¥ Order ¥ Status Y Start Date ¥ End Date ¥ as Bold ¥ Note Y  Actions
le “Shelly* .
v %ELML Award Bilingual debate award 2 Active 10/12/20 nae :
. Michelle *Shelly” . . .
-~ E:;"” Michelle Shelt g Mathalete competition citywide champion 1 Active :
Created By Mathman, Jim Last Edited By
Created On 07/20/21 Last Edited On
Note Mathalete competition citywide champion.
< >
Items per page: 100 h 1-20f2
+
) Datais filtered. CLEAR FILTERS
Expand All _Collapse Al Add Note Mass Add _Filter

4. To create a new note select Add Note from the bottom bar.

Add Entry - Barker, Michelle "Shelly" Kay [#9995231641]

Category* - l

Note*

1000 characters left

Status*
Order* Active e
Start Date = End Date o)
mm/dd/yyyy mm/dd/yyyy
[] Display as Bold
[ Classroom Note (will be shown as an alert)
Save Cancel
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e Category — Select from the available dropdown.

NOTE: If Display in Student Notes Popup was selected for the chosen category, the
message This note will appear in the Student Notes popup will appear below the Category
field as a reminder this note will appear in the popup.

Category

[Academio -
Thiz note will appear in the Student Naotes popup

e Note -- Enter the desired text.

e Order — This number determines where this note will be displayed in regard to any other
existing notes.

e Status — Active is selected by default. Changing this to Inactive will prevent the note from
being shown.

e Start Date — Enter the first date this note should be displayed. If this is left blank, the note will
show immediately.

o End Date — Enter the last date the note should be displayed.
o Display as bold — If selected, the Student Note displays in bold font.

e Classroom Note (will be shown as an alert) — If selected, an alert will show for the student,
indicating a note exists.

5. Choose Save.

Mass Add Student Notes

On the Gradebook and Attendance pages, the Mass Tools menu has an option to Mass Add Student
Notes. This option works similar to the other Mass Tools options on these pages — select the option,
then use the column of checkboxes that appears at the left side of the grid to select the desired
students:

=& Tyler SIS ] 22vs-Edwards High .. ™ 202021 | A - AON ]
' Gradebook

GEOMETRY (H3010-01) P1

(Al - (Ally - (Al -

Term-4 is open for posting until 12/29/21

Scores Assignments Categories Report Card Grades Analysis . Scores tab does not match Report Card Grades tab. View deta\lsl
L CLS-800
[IKAVIER
50 Pis
Bead Chapter 1
Tem-4 Sem-2 Year-Q
O gfdents  studenthame a1
] 9992326421 Barker, Jeanne Marie Mass Add Student Notes
Select students by clicking the boxes to the left of the student name column, then click Next.
[0 9995231641 Barker, Michelle Kay
[0 9899697552 Brescia, Traci A Next Cancel |
[0 9899518917 | Buerger, Carly R (P) A100% 50
[0 9999954343 [Colling Jeraka R (P)
[0 9899076900 | Curei, Christopher & (P) F 0% [0] MSNG
[0 9899283994 Digennaro, Summer (P) E0% [0] MSNG
O 9999293299 | Diggs. Chris R (P)
[0 9899023816 |Eitzmaurice, Samuel M (P) E0% [0] MSNG -
> =] =] o bl
i = ¥ & & ©® 96 v & v B
Add Assignment  Attendance Roster Query Legend Print  Tools Mass Tools Canvas Classroom  Schoology Maximize Preferences Save Post
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Select Next to proceed to the window where the note can be entered:

Add Entry - Multiple Students

Category*

General v
This note will appear in the Student Notes popup

Note*

On a field trip with Mrs. Robertson's class on Friday, April 7.

937 characters left

Order* Status*

1 Active v
End Date

Start Date o 04/08/2022 =

mm/dd/yyyy mm/dd/yyyy

[] Display as Bold

[] Classroom Note (will be shown as an alert)

v X

Save Cancel

Viewing Student Notes

There are multiple places from which student notes can be viewed, but which notes are available in
each place depends on the settings on both the note itself and the category assigned to it.

Remember — notes will only show for users who have permission to View Student Notes.

The Student Notes Page

To view/add/edit an individual student’s notes, select Menu > Students > Student Notes then use
Student Search (or Filters) to locate and select a student. The Student Notes window displays with any
notes that have been entered by staff members who have access to that student. Select the More
column Down/Up arrows to display/hide note details.

*' < [ < | Barker, MichelleKay — ~ [ > || > | 2ofe79 Student Notes
3 #9995231641 Grade 11 - Edwards High School - Default Calendar
o —
e
B®
Display Classroom
More Student ¥ + Category Y Note Y Order Y status ¥ start Date 'Y End Date ¥ asBold ¥ Note Y Actions
v  Barker MichelleKay  Academic District-wide Math-athlete finalist 2 Active 12/01/21 Y E
v  Barker MichelleKay  Behavior Mobile phone violation -3 week confiscation 1 Active 11/26/21 12172 Y E
A Barker MichelleKay  Safety Family requests student has adutt security walk-out to parkin... 1 Active 12/06/21 12/10/21 Y Y E
Created By sdmadmin, sdmadmin ast Edited By
Created On 12/06/21 ast Edited On
Note Family requests student has adult security walk-out to parking lot this week
< >
ftems perpage: 100 ¥ 1-30f3
¥
+ Datais filtered.  CLEAR FILTERS
Fxpand All__Collanse All__Add Note _Mass Add_Filter

Any of the entries can be edited by clicking in the cell to be edited (or Actions icon HPS Edit).

o tyler


mailto:TylerSISTraining@tylertech.com

Student Notes

Page 7

| < Barker, Michelle Kay v > || »> | 20f636

#197154 Grade 11 - Edwards High School - Default Calendar

BEo=
More Studemt ¥ 4 category ¥  Note ¥ order ¥ status ¥
A Barker Michelle Kay Acade.. T l Falling below minimum GPA to qualify for sparts participatic 1 Active ™
Created By sdmadmin, sdmadmin Last Edited By
Created On 03/18/21 Last Edited On

Note Falling below minimum GPA to qualify for sports participation

~  Barker, Michelle Kay  General commended Michelle for volunteering with trash pickup inpa.. 1 Active

+

+ Data is filtered
cxpand Al Collapse All Add Note MassAdd  Filter

CLEAR FILTERS

Start Date Y

03/18/2021 [£]

mmiddiyyy

03/04/21

EndDate Y

e/ dyyyy

ltems per page: 100 =

B

Student Notes

Classroom

Note Y

Display
asBold ¥

Actions

[m} 5

1-2012

Make any needed changes and select Save in the bottom bar.

If a student note was erroneously entered, select Actions icon [{] > Delete. The Delete Note

confirmation displays. Select OK to delete the note.

Delete Note

Are you sure you want to delete this Student Note?

v X

Cancel

Student Alerts

If the Classroom Note checkbox is checked on any of the notes for a student, the Notes alert icon will

be shown in the student header:

Barker, Michelle "Shelly” » 5of 665
ﬁaj?a

" #0005231 de 12 - Edwards High School - Default Calendar

= SO

Selecting any of the icons will display the Alerts window:

Alerts for Brooks, Tazshia

Alert Description

® Allergic Reaction - Alergic to rubbing alcohol causes rash

® Headaches/chronic - OTC as needed

[% Family requests student has adult security walk-out to parking lot this week.

Start

05/16/13

07/28/16

12/13/21
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The Student Notes Popup

Select Menu > Students > Student Summary and select a student. The Student Summary displays a
popup for any notes assigned a Category marked Display in Student Notes Popup.

If the Category assigned to a note has Only display once per session checked, that
note will only show the first time this page is accessed for the student with whom the note
is associated. This note will not show in the popup for this student again until the user
logs out and back in.

Student Notes

« Family requests student has adult security walk-out to parking lot this
week
« Mobile phone violation -3 week confi

X

Close

The Student Notes Card

If the Student Notes card is being shown on the Student Summary page, selecting the Go To Notes
button opens the Student Notes screen.

[« < ) parker, Michetieay = [ > [ ] 3otem Student Summary
#3995231647 Grade 11 - Edwards High School - Default Calendar Academic Year - 202123 -
Bow /
’ Rea Remained: [
Hispanic/Latino o Residency Change Meels Term Course-Section Mame Dropped  Td Ab
Gender Female - F- P R MIACL LN 12
Race ‘White FiE 1
State 1D 9995231641 Other PT  S1 HES1003 LIFE ON YOUR OWN 09
Student & S995231641 Bus 73
Tran on Wk P&  S1 HI03602 SEMINAR 11 nnz oo
Comment
Graduation Plan 2010 & beyond P ¥ HO036-02 SEMINAR 11 o 20

Student Notes

Behavior related Notes
# Mobile phone violation -3 week confiscation

Contacts

Name Relationship Home: Cell
Household Securi
Parents/Guardian:
« Family requests student has adult security walk-out 1o parking lot this week
Joe Barker  Father (555) 314-2828  (555) 314-6541 Lo

Renee Barker StepMother  (555)314-2828 (5553144558  w * Districtwide Matfathlete finalist
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