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Overview

This job aid describes how to create notes on the Person page.

Step-by Step Instructions

1. Navigateto the Person page. Click the Client Contact tab.
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Note: For navigation steps to the Person page, refer to Searching for Persons job aid.
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2. The Notes page displays. Click New.
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3. The New Note pop-up appears. Enter and Select applicable inforamtion then Click
Save.

Note: Text must be entered when creating a note either in the summary or
comment section or both.
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4. The Notes page displays the newly created note.
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