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Prime Instructions |Jobs — How to Add Note to History

1. From any screen in the job select Pencil icon (Add Note To History) on the right hand side of the screen.
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2. Use the Template drop down to select the template you wish to use.
Templates can be set up through Administration.
*If you do not want to use a Template you can simply write in the Note box.
The Classification and Note Fields will auto fill as per the template you have selected, you can edit/add to
these as required.
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3. You can create a reminder for an internal staff member so they can see the Note you are adding, or if they
need to action the Note further etc.
Select the user from the drop down list, then select a date and time for when the Reminder is due by.
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4. Once you are happy with the Note select the Add Note To History button.
You will see the green success message when the Note has been added to the history and the form will
reset itself. You will be able to see the Note in the history and the details of the Reminder you created.
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