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Notes/Documents   

Each Request Type will include a Notes/Documents tab. This informational tab displays and provides access to all uploaded 
documents, system-generated notes created throughout the process, and any additional user-entered notes associated with 
the request.  
 
 

The following illustrates the tab as it appears upon creation of the Request Type, prior to the addition of any system-generated 
notes or uploaded documents.   
 

 
 

The following provides an example of how the tab will appear with system-generated notes and uploaded documents.    
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To access the uploaded , double click on the document name to view. The document will open within OnBase. 
 

 
 

 
 

Click the  at the top right to exit the document. 
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Adding Notes:  
 
While the Request Type is in “In-Progress” status, notes can be added to the Notes/Documents tab. 
 

To add a note, click the  sign in the  table. 

Enter the details of the note to be saved within the Request Type. Once complete, click in the header. 
 

 
After saving the note it will be displayed in the  table. 
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To delete a saved note, click the  in the  table.  
 

 
 
 
 

A confirmation prompt will be displayed requesting verification that you want to delete the note.   
 

 
 
 
 

Click to confirm.  
 
 
The note will disappear from the  table. 


