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Adding and Viewing Record Notes

1. Introduction

You can add notes to documents, files, and locations in order to provide additional relevant information.
Notes that you or any user have added to a record are visible to everyone with access to that record,
and are also subject to Freedom of Information requests. In accordance with record keeping best
practices, notes cannot be edited or deleted, and this includes editing to correct spelling errors — just add
a new note with the correction, if required.

2. Procedure

Adding Notes to Documents and Files

1. Select the document or file to which you want to add the note (it will be highlighted in blue), click on
the HOME Tab and then click Notes.

3 = Content Manager
HOME SEARCH ACTIONS FYB RESOURCE KIT MANAGE ADMINISTRATION

i 1O O + (MR e e 2
CGO=:h w WO % 3 hd W 2
Go Go  Properties Container Records Contained Records Close Refresh Reload New Notes Reference Mail Favorites Current Retrieve -
Back Forward (= Alternative) + Alternative) All Search - Location Temporary
Quick Navigation Records Management
Shorteuts  Search for Search by Matching criteria
Recent | Recoras || creator ~|q]
Q, Records - number...
EECeRk © Records - number.d2018/123423 - 1 Record

Containers
| [ 2 v 0rrne mimiens

2. Existing notes will be displayed in the Record Notes window. Although you may see a flashing cursor
in this window, new notes cannot be added here. Click Add Notes.
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3. Type your note in the field then click OK.
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4. All notes will be spell-checked. Remember — you can’t edit the note after it's been added, so review
anything shown in the Check Spelling window.
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5. Your note will appear in the Record Notes window (notes are displayed here in reverse chronological
order). A ‘user stamp’ showing your name and the day, date, time you added the note will appear
above it. Click OK to save the note to the record.
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View a Note

1. Either, click the Notes button on the Home ribbon to open the Record Notes window or click the
Notes tab on the view pane underneath the record.
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This is the note being added to the file.
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Contact Us

For further support or questions, please contact Records Services on 8313 5334 or
records.services@adelaide.edu.au
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