Adding a comment to a student

On the Student ILP Page from the Heading menu “Meetings and Comments”, select

“Comments”.
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Click on “"Add New" to add a new comment.

Select the Comment type and then write your comment in the note section.
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“For the Attention of:” section you can select who are notified about the comment. The Select drop-
down will list all tutors assigned to this student, whilst the search box will allow you to search for all
staff at HRC. When you have selected/searched, a tutor, you can add them to your comment by

click on “Add”.
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You can select if the comment is linked to a meeting with the student. You can then select the
reason for comment. You can also link with an enrolment such as English or Maths. Make sure to
press “Save” to save the comment.
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