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NOTES TAB

A user who has access to the folder can enter a folder note. A folder note is any comment
about the correspondence folder that could provide additional information to someone
who is viewing the folder. Once added, a folder note can not be altered or deleted.

When the user clicks the ‘Notes’ tab, the notes window appears as shown in Figure 1. All
notes are marked with the date, time (Central time), and the user name who entered the
note.
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09/06/2005 03:12 P COT Kenneth Phifer
MO ORIGINAL LETTER IN THE ECHM, FILE. SO | COPYED IT.
07#19/2005 04:10 PM COT Ronald Only
SIGMED EMAIL RESPONSE FROM PETE DOMENICI'S OFFICE UPLOADED. MO FURTER RESPONSE TO PETE

DOMENICI AND MR.OBERLUCH NECESSARY. 7/18/05

0572052005 10:23 AM CDT Wilma Bradley

Page is still missing, not sure why the letter was sent to the agency wimissing page.
Follow-up letter has been scanned under miscellaneous. Final response should acknowledge both letters in the first
paragraph. (Thank you for your letters dated etc.)

03/01/2005 11:50 Akt COT Wiriam Wallace

This one was also mentioned to Stacy, missing pages. Per Stacy put back.

Print Notes Add Note

Figure 1: Folder - Notes Tab

ADD NOTES

To add a note to the folder, the user clicks the <Add Note> button. The pop-up shown in
Figure 2 is displayed.
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/3 add Note - Microsoft Internet Explore o ]
Add Note
abc
hd |5
Save | Cancel |

Print Notes | Add Hote |

Figure 2: Add Note

The user types the notes in the box as seen in Figure 3. Before saving, the notes can be
checked for spelling by clicking the ‘abc’ icon.

<3 Add Note - Microsoft Internet Explore - 0] x|
Add Note
Motes can be added at any time. ;l

Save Cancel

Figure 3: Add Note Dialogue Box

Clicking <Save> saves the notes to the folder as shown in Figure 4. Clicking <Cancel>
closes the dialogue box and returns the user to the Notes Tab.
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09/03/2006 05:43 AM COT Ed Koenen

Motes can be added at any time.

Print Notes | Add Note I

Figure 4: Notes Tab

PRINT NOTES

To read notes, the user can scroll down through them or use the <Print Notes> key.
<Print Notes> displays all the folder notes in a pop-up screen as shown in Figure 5. To
print the contents, the user clicks ‘File” and “Print’.
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Folder Notes

Ed Ecenen
Friday, September 08, 2006 9:04:30 A

Folder Owmer: Inain Group Status: Active

Control Processing

Number: 000090 Code: CES51

Mission Staff: Eural Agency: Rurﬂ Busmess-Cooprerative
Developtment SETVICE

Division: Hone Group: Correspondence Control Officer

097082006 08543 AW CDT Ed Ecenen

Motes can be added at any time.

Figure 5: Print Folder Notes




