Adding a Note in Navigate

1) You can find Navigate through your Wingspan login
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2) Search for the student by name or you can search through your assigned students.
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3) On the right side under options you can select “Add a Note on this Student”
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4) If you want the student to be able to see the note you will need to click the box next to the
student’s name so they have access to the note. Otherwise the default status is for the
faculty/staff who support this student to have access to the note. Make sure to “Save Note.”
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5) If a note is posted to the student’s account it will look like a “Staff Alert” on the right side of the
student’s page.
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