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The ‘My Notes’ feature enables you to record notes that only you can view. The notes you create can be linked to
specific plans — for example, if you want to remember to pass on some positive feedback about a team member
provided to you by a colleague. You can also create notes to remind you of items for discussion with your own
supervisor, or create a generic note about a particular issue you'd like to discuss with each member of your team.

= All notes are created, edited and deleted via the ‘My Notes’ icon.

= |If a team member is not attached to the note, the note will only be visible, editable and able to be deleted
via ‘My Notes'.

= Ifanote is created in reference to a specific team member, the note will be viewable within the ‘Notes’ area
of the team member’s plan as well as via the ‘My Notes’ icon.

Creating a note

Step 1: Click on the ‘My Notes’ icon at the top right-hand side of the screen.

Step 2: Click on ‘ok’ to continue if you receive the following prompt.

Microsoft Internet Explorer PZ|

'E Are wou sure you want ko navigate away From this page?
- ‘¥ou are about ba exit without saving your changes!

IF you wish b exit withaut saving, click OK.
Otherwise, cick Cancel to remain in the Farm.,

Press OF to continue, or Cancel to stay on the current page.

Step 3: Click on the ‘New’ button.

Motebook
Ij New

Entry Date

Step 4: Enter the date of the note. You can either type directly into the field, or choose from the available buttons:

1 will move the date backwards or forwards by 1 day
2 will populate a calendar to choose from
< | [Mar w2009 || = X
1 z 3 4 S ] 7
g 9 10 11 1z 13 14
15 16 17 ia 19 20 21
1 2 2z 23 24 25 6 27 et
Date of Entry 0z2/03/2009 e I 29 30 31 1 2 3 4
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Note Details

Fields marked with * are required.

Date of Entry
Mame
Subject *

Motes

0z/03/2009

Step 5: To attach the note to a team member, click on the ‘search’ field to the right of the ‘Name'’ field.

*The system will not allow you to type the name directly into the field.

Note Details

Fields marked with * are required.

Date of Entry
Name
Subject *

HNotes

02/03/2009

Click on the word ‘Myself’, the name of a ‘Team Member’ that appears in the list, or you can perform an individual

search.

To perform an individual search, type in part of the surname of the person you wish to search for and then click on
the magnifying glass button.

glass button.

results.

Select Employee

3 Myself
m Team Member

ElFanny Marshia Young
[ElFiora Julie Bishop
ElMasine Richards

Search
Search:  richards

Last Name First Mame

Richards Mazine

page|l  |of 1

® Recently Selected
=

&

Email

Anne.Sanger@adm menash.et.

Records 1-1of 1

If you need to clear the search results and conduct a new search, click on the ‘X’ next to the magnifying

Entering no name into the search field and clicking on the magnifying glass button will return all possible
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Step 6: Click on the name that appears in the search results to add it to note.

Select Employee

2 Myself
m Team Member

= Fanry Marshia Young
[=]Flora Julie Bishop
=] Maxine Rickerdls

Search
Search: | richards x |0
l=""Teitame  Frsthiome  Emai ]
Richerds Wexine Anne Sanger@adm.monash ed. >

~—— ks

Pagell  |of 1 Records 1 - 1of 1

® Recently selected
=

Note Details

Fields marked with * are required.

Date of Entry 02/03/2009 z][=

Namme Maxine Richards Search clear
Subject *
Hotes

Step 7: Enter details into the ‘Subject’ field and the notes you want to record in the ‘Notes’ field.
*The subject field is a mandatory field.

MNote Details

Fields marked with * are required.

Date of Entry 02/03/2009 < | =
MName Maxine Richards Search Clear
Subject * Workload Allocation
Motes Need to finalise before Manday

Step 8: Click on the ‘Save’ button.

MNote

HSa-.'e 4 Print DReturn

The note can be viewed, edited or deleted via the ‘My Notes’ icon.

Notebook
E] hew
Entry Date Employee Subject Action
02/03/2009 Maxine Richards wiorkload allocation
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Step 9: A spell check utility is available by clicking on the ‘Spell Check’ button when the note is in edit mode.

Note

H Save L_;u Print D Retur m Spell Check

lNote Details

Fields marked with * are required.

Say ‘Yes' to any prompts to allow scripts to access Java applets.

Internet Explorer

ri@ Do you want ta allow scripts to access Java applets?
&l

Step 10: Perform any corrections as necessary.
*Words can also be added to the dictionary by clicking on the ‘Add’ button within the spell check utility.

B Check spelling
Mot in dictionary:
Need to finalise FfgE Monday [

Iagnore Al

Ad

Suggestions:

Charge

Changs &l

e

Cancel

Step 11: To exit ‘My Notes’, click on the ‘Dashboard’ tab to return to the ‘Home Dashboard’ view.

If you create a note specific to a member of your team, you will be able to view the note when you are reviewing
that staff member’s plan. View the note by clicking on the ‘Notes’ button once the plan has been opened from the
‘My To Do List’. Remember the note cannot be edited in the Notes tab, only via the ‘My Notes’ icon.
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Home Reports

| Dashboard | " Flans

2009 - Monash Performance Development Online [Employee: Maxing Review Period: 2009]
HSaue Drraft @Submit @Send Back @Request Input |5 Print Pregiew D Motes S spell Check

S—
Employee Notebook
Claze
Date Subject Description
Mar 2 2009 warkload allacation Meed ta finalise before Monday
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