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1 Confidential & Proprietary  
 

Courseware’s Faculty Journal feature allows teachers to enter notes about an individual 

student. These notes are internal and only visible to other school staff. Please note, these 

entries cannot be edited once they have been added, but they can be deleted. The following will 

explain how to view a journal and add an entry. 

 

Viewing a Faculty Journal 

1. From the Courses menu, select a course in which the desired student is enrolled. 

2. In the People tab, select the name of the desired student. 

3. Click on the Faculty Journal button to the right. 

 

 
 

4. All Faculty Journal entries that have been made by any staff member for this student will 

be displayed. All new entries are automatically date and time stamped with the name of 

the person who made the entry. 
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Adding an Entry to a Student’s Faculty Journal 

 

1. Follow steps 1-3 above. 

2. Click Create a New Entry. 

a. A text box to enter a Title and a text area to type a Note will appear. These are 

very simple text entries with no formatting abilities. 

3. Once satisfied with the note, click Create Entry. 

 

Deleting an Entry from a Student’s Faculty Journal 

1. When viewing a student’s Faculty Journal, click the  icon to delete the entry. 
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Adding Entries from the Inbox 

If sending a message to one or more students from the Inbox, a copy of the message can be 

added to the Faculty Journal for all recipients of the message.  

1. In the Inbox menu, click the Quill button to compose a new message. 

2. Select a Course in which the desired student(s) is/are enrolled, and begin typing the 

student’s name(s) in the To field or use the      icon to the right. 

3. Enter a Subject, and use the text box provided to type a message to send to the chosen 

recipients.  

4. There is a checkbox under the Subject field to Add as a Faculty Journal Entry. 

a. Checking this box will post a copy of the message to each recipient’s Faculty 

Journal. Message attachments will not be include in the entry. 

 


