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Managing Your ‘Personal Journal/My Notes’ Entries 
The Personal Journal/My Notes feature enables you to leave notes to yourself. You are the only person with access to your ‘Personal journal. 

Note: Your Personal Journal is not available when you are taking a test.

Tip: If you want to learn how to add notes directly inside an open lesson, see the Help document named “My Notes.”

Adding Your Personal Journal / My Notes Entries
You can add your Personal Journal/My Notes entries from the Tools menu or from the Journal button on an open lesson The Journal entries are added in date order. 
Steps to Add to the Personal Journal/My Notes from the Tools Menu
1. Click Tools – Personal Journal/My Notes. 
Your Personal Journal opens. 
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Personal Journal

Enter the text for your journal entry in the fields below. Entries may be of any length. Your journal log list is displayed at
the bottom of the page. Click on any entry to display the text for that entry for viewing or editing.

Description: Save

Message Text:

Journal entries:

Dlview all

Date
O Irving a new way to look at this 4/8/2009 10:44:31 &M Remove Entry
O nursing 101 4/8/2009 10:44:54 &M Remove Entry





2. Enter a Description of what you want to remember. This description also serves as a title when you need to retrieve the notes.

3. Enter the Message text you want to remember in reference to the Description.
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Message Text:
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4. Click Save.
The new journal entry lists below in chronological date order with any previous entries.
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view Description Date

[0 Hand Washing Reminder 8/6/2009 10:27:32 AM Remove Entry
O Trving a new way to look at this 4/8/2009 10:44:31 &M Remove Entry
O nursing 101 4/8/2009 10:44:54 &M Remove Entry




Note: To remove any entries you no longer need, select Remove Entry button to the right of the entry. 

Editing Your My Personal Journal / My Notes Entries
You can retrieve your notes from either the Tools menu – Personal Journal My Notes or from the Journal button on an open lesson. 

Steps to Edit a Personal Journal/My Notes

You can edit your Personal Journal/My Notes ‘Description’ and ‘Message Text’. 
1. Click Tools - Personal Journal/My Notes.

2. From the Journal entries at the bottom of the page, click the ‘Description’s’ link that your want to edit. 
The example below shows that the Digestive Surgical Procedures link was selected. 
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Message Text:

|Recognizs the digestive system surgical procedures and the organs |
they are carried out on.

Journal entri

Olview all

view Descri Date

O Hand Washing Reminder 8/6/2009 10:27:32 &M Remove Entry
O Digestive Surgical Procedures 8/6/2009 10:50:44 &M Remove Entry
O nursing 101 4/8/2009 10:44:54 &M Remove Entry




3. Edit the ‘Description’ and ‘Message Text’ as needed. 
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4. Click the Save button. 

Viewing One or More of Your My Personal Journal / My Notes Entries

f you retrieve from your Personal Journal / My Notes, you can view one or more entries at the same time as well as print multiple entries simultaneously. 

Steps to Add to the Personal Journal/My Notes from the Tool Menu

1. Click Tools – Personal Journal/My Notes.

Your Personal Journal opens. 
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Enter the text for your journal entry in the fields below. Entries may be of any length. Your journal log list is displayed at the bottom of the page.
Click on any entry to display the text for that entry for viewing or editing,

1 Bl
Message Text: -
Journal entries:
Oview all
View Description Date
O Hand Washing Reminder 8/6/2009 10:27:32 AM Remove Entry
[0 Dpigestive Suraical Procedures 8/6/2009 10:50:44 AM Remove Entry
O Nursing 101 4/8/2009 10:44:54 AM Remove Entry




2. From the Journal entries listed on the page below, select each checkbox to the left of each Journal entries ‘Description’ that you would like to view. If you want to view all the Journal entries, click the ‘View all’ checkbox. 
The example below shows two Journal entries were selected. 
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Oview all
view Description Date
Hand Washing Reminder 8/6/2009 10:27:32 &M Remove Entry
Digestive Surgical Procedures 8/6/2009 10:50:44 &M Remove Entry
O nursing 101 4/8/2009 10:44:54 AM Remove Entry




3. Click the View Notes button below. 

The example shows that both entries that were selected now show at the same time. 
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Hand Washing Reminder
Avoid barrier creams and oil-based lotions that can break down latex gloves
Digestive Surgical Procedures

Recognize the digestive system surgical procedures and the organs they are carried out on.





4. (Optional). If you want to print your “My Notes”, click the ‘Preview’ button. And then click the Print button at the top of the page. To close the print page, click Close button in the upper right. 
5. To return to the Personal Journal page, click the Back button on your Browser. 

Tip: You can continue to view, add, edit or delete entries from this page. 

Printing One or More of Your My Personal Journal / My Notes Entries

If you retrieve from your Personal Journal / My Notes from the Tools menu, you can view one or more entries at the same time as well as print multiple entries simultaneously. 

Deleting Your Personal Journal / My Notes Entries
You can delete your notes from either the Tools menu – Personal Journal/My Notes or from the Journal button on an open lesson. 

Steps to Delete Your Note Entries from the Tools menu

1. Click Tools - Personal Journal/My Notes.

2. Click the Remove Entry button to the right of the journal entry you want to remove from your notes. 
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The example below shows that the ‘Advanced Nursing’ entry was removed. 
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Tip: You can continue to view, add, edit or delete entries from this page. 
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