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How to Use SPACMNT (Space Mountain) to Record Comments

1. Select Student
a. Type student ID number and press enter key, or
b. Type student name: “last, first” and press enter key, or
c. Search for student using wildcards: last%, first% and press enter key

2. Click on "Next Block” to display existing comments.
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Next Block:Drop-dowh menu or lcon

3. Ifthe form contains a comment, click on “Insert Record” before you enter any data.
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Insert Record:lcon or Drop-down menu
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to page through them.
N y To add a new comment, first click on “Insert Record”

ID:: [Featreit |Lastname, Student and you will get a blank record which you fill out and
save. You do not needto “Insert Record” if there are no
comments.

Comment Type: m ElSIS Migration, General Appointments @ [ Confidentiality =

Originator: COUF EICounseIing—Foothill From Time: Add Date: 14-APR-2010 @

Contact: EI To Time: Activity Date: 14-APR-2010

Contact Date: 14-APR-2010 @ Last Updated by: |3058

Comments:

appraved math g for math proficiency-per Rose Myers, :D
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4. To select an option for a field, click on the down arrow to the right of the field. You can either highlight
your selection and click OK, or type in the Code.
Shortcut: If the code is always the same just type it in.
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ID: 10474298 ¥ Phillips, Birdie T.
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CMTY  Community Education 04-FEB-2009
CNSL  Counseling -Legacy 09-MaY-2010
After entering your comments, click on SAVE or you data CONV - Conversion Value 21-)AN-2010 |
will be lost. The system will then automatically enter COUD  Counseling-De Anza 10-MAR-2009
your user ID in the field “Last Updated bhy:". COUF  Counseling-Foothil 10-MAR-2009
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Find Cancel
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5. Once you finish typing in your comment you must save it. You can either click the “Save Record” icon or
click on the File drop-down menu and select Save.
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