
​How to make attachments in an advising note be visible in the​
​Student Portal​

​To ensure that all attachments are visible in the student portal, make sure you attach the​
​document​​before​​you lock the note.​
​If you lock the note before attaching the documentment, that’s okay!  You can still make the​
​attachment visible in the student portal.​

​Step 1.  From the note, click the attachment link.​

​Step 2.  At the top of the note, click Share.​



​Step 3.  In the pop up, click the arrow next to Who can Access to expand the screen.​

​Step 4.  Make sure the Customer Access is toggled on for both the note and the student.  Click​
​done.​

​Now the note and attachment will be visible in the student portal​


