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When to use this function? when you want to add the same note to more than one student.

Log into MlavCONNECT

FACULTY AND STAFF
LOGIN

Using Advanced Search or a list of techiIDs, find your Search
group of students = New Search
. & Keywords (First Name, Last Name, E-mail, Student ID) ? Type
e Using advanced search parameters or .
® CUt and Paste a “St Of tECthS intO the Student Information First Name, Last Name, Student ID, Category, Tag, G¢
“Keywords” section of Advanced Search » Enrollment History. eolmen rems
Area of Study college/school, Degree, Concentration, Major
o}

Term Data classification, Section Tag, Term GPA

iii

Modify Sear Once you have your Group in the Results sections, Click on

the empty square next to “Name” to select all recipients

IMP NOTE: there is a LIMIT of

. L 100 Recipients for bulk notes. If
AME ® ST your group is larger than 100, m Modify Search
you will need to add notes in
. Scholar, Joe 14" groupings of 100.
. . Send a Message 10 Student
- Scholar, Joe 00" Then click on “Actions” and z
ol then choose ”Note" | Create Ad hoc Appointment Summary
3. SC_OBT,& Create an Appointment Campaign 25
Create a Survey Campaign 65
Schedule Appointment
| Tag
Note
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The “Add a Note to Multiple Users” screen will appear:

ADD A NOTE TO MULTIPLE USERS — X

I
Note (Required) A
Note Subject
Paragraph v B I @ Zvi,ZTv=v
J - 14122125
-

Joe Scholar
» Student, Tutor
g

Joe Scholar -

-

Relations

Note Reason

Note URL

I @ Auach File

[ Choose File | No file chosen

Visibility

Tscher Only”

| O Joe Scholar et al.?

Put your Note Text (applicable to
all students) here.

e

Notes automatically default to
NOT being visible to students in
MavCONNECT Student. So, if you
want the student to see the note
check here

recommend you do NOT make your
note visible only to yourself. Leaving it
public will allow others with deeper
access to view the note, and this
information may help them in their work
and support of the student.

Choose a “Note Reason” from the list of choices. “Other” is a good catch-all if you do not see
another applicable reason. If you would like us to consider creating a new “Note” reason, email
mavconnect@mnsu.edu. The system WILL let you add a note without choosing a reason.

When you are finished writing your note, click “Save Note”

Once you click “Save Note” you should receive this message:

res; () Saved note successfully.
ed

After adding a note, youcan g

a student’s profile to view it, under the

Joe's History

Oct 2024

Note Added =

Student’s History Tab. The History tab may also be ‘sortable’ to see notes

only.
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