
How to Upload Class Notes 
1. From the Online Portal main menu, select the Note Taker icon to begin.

2. A new page will display, welcoming you to the Note Taker module.



3. Select Courses/ notes from the menu to begin uploading your course notes. 

 

 
 

4. A new page will display, listing all courses you have applied to be a note taker.  

 



5. Once selected as a note taker, you will be given the option to upload your notes by selecting “Upload lecture 

notes” under the “My lecture notes” tab.  

 
 

6. A new page will display, prompting you to upload your notes.  

 



7. Before selecting a file to upload, please list the date the notes were taken, using the “Lecture Date” field. Using 

the “Browse” button, select a file from your computer to upload; a total of five (5) notes can be uploaded at a 

time. If necessary, please write a comment before submitting your notes.  

 

8. Once all files have been uploaded, and any comments listed, select the “Submit” button to complete the 

uploading process.  

 
 

 

 

 



9. Once submitted, a message will display informing you that your ”File(s) successfully uploaded”.   

 

10. To view any of your uploaded notes, select the “View Uploaded Notes” tab.  

 

 



11. A new page will display, that lists all uploaded files and comments in a grid format. Select “View Notes” to 

review any uploaded files.  

 




