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Log onto the System

1. TypeUser ID
2. TypePassword
3. Click ontheLog On button.

Chancery SMS

User I

Password

Change Password
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Search for a Student

1. Typeinthestudents Last Name, First Name, or ID.
2. Click Search button.
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Adding a Student Comment

1. On the Student Demographics page, Click COMMENTS on left toolbar.
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3. Enter Comment Date, Entered By:(NAME), Comment Type, and Comments
information.
4. Click OK.

b ol B iea B i Fplielac] oo Ve Dol b feens. sl (e ] e e

B R fen Reie Teh S &=
Ors - O 2] B Pum v @ 3- 4 g3
[0 v bty e B s BT e T e ey il L B b el 1 e e ] e B o e e Ll D w e i
il = Pamiiai k- il ™ Il - I
= = 1 ri

AETEON. el A L

Vg e ol gty

i - o I
[y
T Iy e 1
DT o i &1

- | = | & | Comrwmi

— [T - | )

8 T T TP U0 Tt il s ¢ Tl e g DR b 7 7 e L 2 B e T Ty e 1 e T Y L i ] » £ e i B TP [

B Saend © Pakiad Hiad Bioaly & B Bl 1l | Ve ds

My i0de, Clak IFIL
] T |

< e | Ert ey

S Brea

:-__ . 1 L' e [LilE Bl By i Cimresd | Nl
LOLAES Varrhpm g 4 i e

Prepared by Application Support 9/2/09 6



Editing a Student Comment

1. ToEDIT Commentsclick the checkbox next to the comment date > go to
Actions > Edit Student Contact Comments.
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2. Edit Comment information as needed.
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3. Click OK to save.
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Deleting a Student Comment

1. ToDELETE Commentsclick the checkbox next to the comment date > go to
Actions > Delete Student Contact Comments.

W Hip Ve remw e b b P e P prdni] i d eyl | Blape i1 RS ol Drnier faparr

. i T [FE-CTT o B sl '_",
B L B o B L S T D0 e« L e S | ML L o T R TRE — 51 e A e L T B D e Y
Ak Licii 5 TR 'TeL P [ LR PR TR Y
mctars
P —
[ 1= el ONCECT LN
D W Lol V TR ORI

Elule! CLrd ! Chrwaivdd

=1 14] 1~

.I '. .II i
s U4 F] Chewid, Erimind By (lisea ) Cownid, T
7| B LILTIEE LL Al IR dp @igww [ oue gy

2. Confirm the deletion by clicking OK.

Microsoft Internet Explorer, b__<|

\?‘i) Are wou sure you wish bo delete the selected items and any associated information?

[ ok | [ Cancel
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