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Introduction

The Notes screen provides a central location to enter information common to a student. This feature enhances communication by allowing people working with a specific student to see what interventions have occurred in the past and creates a permanent record of these interventions. Notes can be used to document meetings with a parent, keep track of attendance letters sent by the school, log home visits, record minor incidents (behavior), etc. Notes are also used to print information on the High School transcript and track where the transcript has been sent.

Important!

Whatever you enter in Notes becomes a part of a student’s record and is subject to state and federal laws and School Board policy governing student records. Use caution and good judgment when entering information in Notes. Keep in mind that what you enter becomes part of the student’s permanent record. Do not enter anything that you would not want the parent, student or school staff to read.

STU175.FMX
Notes List XE “STU175.FMX Notes List ” 
· Demographics Toolbar Path: Notes Button
· Path: Common View > Notes

This form displays a snapshot of notes that pertain to a particular student. 
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	Field Name
	Description

	Entry Date
	The date the note was entered. Populates from STU176 Note Detail. 

	Topic
	A brief description or topic for the note. Populates from STU176 Note Detail.

	Note Type
	The type of note. Populates from STU176 Note Detail.

	Follow Up
	The date this note was or is to be followed up. Populates from STU176 Note Detail. A reminder about following up displays when entering eSIS on that day.

	Completed
	The date the follow up for this note was completed. The note flag continues to prompt when entering eSIS until a Completed date is entered. Populates from STU176 Note Detail.

	School
	The name of the school where the student is enrolled. Populates from STU176 Note Detail.

	Detail Button
	Calls STU176 Note Detail to enter/view more details about the note.

	Petition
	If checked this indicates that there is an open petition regarding this note.

	Status
	The status of the petition. List populates from SYS950 Petition Status Codes.


STU176.FMX
Note Detail XE “STU176.FMX Note Detail” 
· Demographics Toolbar Path: Note Button > Detail Button
· Path: Common View > Notes > Detail Button

· Demographics Toolbar Path: Note/Incident Button > Add Note Button 

This form includes more detail about a note. Access to the note can be limited based on the security privileges of the person entering the note and the security level assigned.

If a Student Note has a follow-up date and the completed date has not been entered, a prompt displays when logging in to eSIS as a reminder of the need to follow up.
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	Field Name
	Description

	Topic
	A text summary that identifies the note. This is a free form text area.

	School
	The name of the school where the student is enrolled. Populates schools entered on SYS040 School Details.

	Entry
	The date the note was created. Use date format for your District. Today’s date auto-populates. 

	Note Type
	The type of note. List populates from SYS365 Note Types.

	Follow Up
	The date you want a message to display as a reminder to follow up with the note.

	Reported By
	The name of the person who was the author of the note/incident. List populates from SYS270 Author Types. 

	Completed
	The date the follow-up to the note is completed. The reminder message continues to display when entering eSIS until a Completed date is entered.

	Security Level
	The level of security (user authority) is to be given to this note. This restricts access to the note. The levels include: Administrative, Supervisory and Personal. Administrative can also see Supervisory and Personal notes. Supervisory can also see Personal notes. Personal can only see this level.

	Call to Office?
	Indicates that a call from the office is to be made automatically on the follow-up date. 

	Delete on Transfer
	Indicates that this note is to be deleted when the student is transferred.

	Narrative
	A description of the incident/occurrence/issue/meeting.

	Note Created By
	The name of the person who created the note and the date the note was created is automatically generated. Cannot be modified.

	Note Last Modified By
	The name of the person who last modified the note and the date it was modified. Cannot be modified.


STU177.FMX
Follow-Up Notes  XE “STU177.FMX Followup Notes ” 
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All Student Notes set up in STU176 Note Detail with a follow up date appear in this form.

If a Student Note has a follow-up date (current or later) and the completed date has not been filled in, the Note is automatically flagged and a reminder message displays.
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	Field Name
	Description

	All Follow up/Follow up that require completion
	View all notes that require(d) a follow up (with or without completed date) or only view notes that require a follow up and do not have a completed date.

	Follow Up
	The date for the follow-up. A flag pops up when entering eSIS on that day as a reminder to follow up with the note. Populates from STU176 Note Detail.

	Completed
	The date the follow-up to the note is completed. Choose the Details Button to enter a Completed date. The note flag continues to prompt when entering eSIS until a Completed date is entered. Populates from STU176 Note Detail.

	Pupil Number
	Unique 9-digit Student ID number, assigned by eSIS at registration.

	Student Name
	The student name.

	Note
	The note type code. Populates from STU176 Note Detail.

	School
	The name of the school where the student is enrolled. Populates from STU176 Note Detail.

	Topic
	A text summary. Populates from STU176 Note Detail.

	Details Button
	Calls STU176 Note Detail.


STU326.FMX Student Notes/Incidents 

Demographics Toolbar Path: Note/Incident Button

This form is used to view notes about a student in relationship to an incident. Student incidents can also be added from this form.
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	Field Name
	Description

	Date
	The date the note/incident was created. Populates from STU552 Student Diploma Screen Note Detail.

	Type
	The type of note/incident. Populates from STU176 Note Detail.

	Description
	A description of the incident. Populates STU176 Note Detail.

	School
	The school number where the student is enrolled. Populates from STU176 Note Detail.

	User
	The name of the person who created the note and the date the note was created.

	Detail Button
	Calls STU176 Note Detail.

	Add Note Button
	Calls STU176 Note Detail 

	Add Student Incident Button
	Calls STU195 Student Incident Details.
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 “The only kind of learning which significantly influences behavior is self-discovered or self-appropriated learning - truth that has been assimilated in experience.”

Carl Rogers
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