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Adding Information to Your ‘Personal Journal’ – LMS

(Learning Management System) 
The Personal Journal 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.

Steps to Add to the Personal Journal

1. From the Menu Bar, click Tools – Personal Journal/My Notes.
Your ‘Personal Journal’ opens.
2. Click the Create a New journal Item from the ‘Reference Menu’ on the left. 
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The ‘Journal Item Modification’ page opens on the right. 
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3. Enter a Description of what you want to remember. 

4. Enter the Message text you want to remember in reference to the Description.
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5. Click the Save button. 
The new journal entry lists below in ascending chronological order with any previous entries. The date in this view is when the entry was created.
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Note: To remove any entries you no longer need, select Remove Entry button to the right of the personal journal item. 
Steps to Edit a Personal Journal entry
You can edit any of your personal journal entries. 
1. From the Menu Bar, click Tools – Personal Journal/My Notes.
Your ‘Personal Journal’ opens.
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2. Click the Description name’s link to open the personal journal entry. 

3. (Optional) Edit the Description. 

4. (Optional) Edit the Message text.

5. Click the Save button.
The journal entry lists below.
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