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How To Add a Note

Quick Reference Guide

Overview

Notes are used to track learner progress, record what is discussed in advising appointments, and to
share information with other advisors or the Learner. There are two types of notes, Academic Advising
Notes, which can be seen by all advisors, and Private Notes, which can only be seen by the advisor that
creates them and individual advisors that they add. Both note types can be shared with a Learner.
Learners will see any notes shared with them in their Learner360

Learning Outcomes

This quick reference guide will enable you to:
1. Create an Academic Advising Note
2. Create a Private Note
3. Add an Advisor as a viewer on a Private Note

Adding an Academic Advising Note

Log into Pirate360 and follow the instructions below:
1. From the Advisee Case record for a Learner, click on the “Notes” tab
2. Click the “New” button
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3. Select the “Academic Advising” note type
4. Click “Next”
Note: Academic Advising notes can be seen by all Advisors
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5. Enter a title for your note

6. Use the picklist to choose whether you want to share this note with the Learner
Note: If you choose “Share,” the Learner will see a notification in Learner360 that a new Note has been
shared with them. They will be able to access the note at any time through Learner360.
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7. Use the “Meeting Notes” field to enter detailed notes.

8. The “Meeting Notes” field uses rich text, which means you can use features such as bold, italics,

bullet lists, hyperlinks, and embedded images
9. Enter any next steps in the “Next Steps” field.

Note: Next Steps is only a text field on this note. Use Tasks for a more detailed way to track progress for

learners, colleagues, and yourself.
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10. When you are finished, click “Save.”
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After saving, you will see the new note record. This note will be displayed under the “Notes” section on
the Learner’s Case. Once a note is created, only a Director or Admin can delete it.
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Adding a Private Note

11. From the Advisee Case record for a Learner, click on the “Notes” tab
12. Click the “New” button
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13. Select “Private” as the Note type.

14. Click “Next”
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15. Enter the details for this note (see steps 5-10 above)
Note: Even though this is a Private note, you can still share it with the Learner by setting the “Share with

Learner” filed to “Share.”
16. Click “Save” when you are finished.
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After you save, you will see the new note record. Right now, only you can view this note (and the

Learner if you chose to share it with them).

17. To allow another Advisor to view this note, click on the menu icon in the “ECU Note Participants”

section, and select “New.”
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18. On the “New ECU Note Participant”
19. Select the Participant type as “User.”

screen, click on the “Participant” field.
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20. Once the Participant type is set to “User,” use the lookup field to type the name of the Advisor you

want to share with.

21. Select the advisor from the list below
Important: When you are sharing private information be very careful who you are sharing it with. If you

see multiple of the same name in the Search Results, do not share the note.
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22. Use the picklist to set the Participant Role as “ECU Viewer.”
23. Enter any comments you want to share with the person you are sharing the note with.

24. Click “Save” when you are done.
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25. You will now see the Advisor you added listed under the “ECU Note Participants.” This means they
will be able to see the note even though it is private.
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