
Tutorial Series

Add a Note



The Welcome Screen

Press the Continue 
button to proceed.



The Issue Visitor Pass Screen

You will be taken to 
this screen 

automatically



The Issue Visitor Pass Screen

Please press the 
Notes Tab to 

continue.



The Add Option Records Screen

Press the Edit Notes 
button



The Add Option Records Screen

Press the Yes button 
to add a Note or no 
to close the screen.  
To continue. Please 

press Yes.



The Add Notes Input Screen

Depending on your 
input you can check if 

this is a change 
request or not



The Add Notes Input Screen

Add your Note by 
typing in this area.



The Add Notes Input Screen

When finished press 
the Close Window 

button.



The Issue Visitor Pass Screen

The Note has been 
saved



The Issue Visitor Pass Screen

This ends the 
entering Note 

Tutorial.



Tutorial Series

Thanks for Watching!
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