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Write, read and answer notes on a report.

12.1 Write a note

12.2 Read and answer

Pages 54 to 55 of the full manual
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CHAPTER 12 - COMMUNICATION NOTES

12.1
Write a note
@ Everyone with Communicate

© Report > Communication Notes, or Notes in the app 1:05 © - 2\ B 6.1l B 4 AN B 6.l @D 4

Every report has one conversation. Everyone on the report can A
read it. Only users with the Communicate permission can write. = [ communication Notes

o New general note Quality Assurance
Report ID: KOL-RAP-021
Tap to open the form.

e Title 1) New note oyl New general note
Hide note form

What the note is about.

e Category —> .

Tap to open the list.

Reminder, Formal notice, Urgent, Confirmation, Action el
required, Agreement or Causes delay.

Category

Reminder

Formal notice

Urgent

Confirmation 4—
Action required

Agreement

Write notes for the team..

Causes delay

e Write the message

To the team of the report. Attachments B §6) Attachment

Optional: images, PDF, Word, or CSV.
o Add attachment
Images, PDF, Word or CSV. Optional.

Send note

m

Notes Site Progress Alerts Profile

e Send note

The team receives it.

NEXT

Read and answer notes.
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12.2
Read and answer

Everyone with Communicate

Communication Notes > Team communication

Questions and answers stay with the report as part of

its record.

Filter

All, Sent, Received or Drafts.

Search
By subject or text.

Category

Shows the tone before you read.

Attachment
Tap to open it.

The answer

Replies appear on top, with sender, role and

date.

NEXT

Chapter 13: pay for the report.
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= @ Communication Notes
~

Team communication

All  Sent Received Drals

Search notes by subject or body

B You Confirmation ' . Category
R1_company_administrator

confirmation for this task

I hav me tasks which are under deviation, should |
complete that task

recipient / 1 attachment

A\ @ @ .l &8 4

= @ Communication Notes
~

Team communication
Al Sent Received Drafts

Search notes by subject or body

Formal notice
Task
Yes you can complete that task, | am available for 2 days
1 recipient / 0 attachments

6 Sept 2026

Mette Nielsen Confirmation

R1_company_administrator
confirmation for this task

| have some tasks which are under deviation, should |
complete that task

. The answer
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