How To Add a Note on an Application r-nmatnx

Comtecting peaple To work

This guide provides a straightforward process for adding notes to application
records, ensuring that important changes and updates are documented efficiently. By
following the simple steps outlined, users can easily track modifications, such as
name changes, enhancing communication and record-keeping. The guide also
emphasizes the importance of saving notes and confirms successful entries, making
it a valuable resource for maintaining accurate application records.

1 When viewing an application, click the Notes tab to view any existing notes or add
a new note
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Candidate Details

Candidate Name Johana Frantz

Date Of Birth 26/05/1942

Reference 331FRAN69198D

Group Name Business Services - Recruitment
‘Organisation Business Services Ltd

Position Applied For Credit Operations Analyst
‘Consent Date 01Aug 2025 - 13:12:50
Application Status

Checks Required
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2  Click Add Note to add your own note to the application
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No notes have been added to this appigation '
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3  Enter a note title in the 'Title' field
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4 Add the details of the note in the 'Note Content' section
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5 Click Save
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1 have changed the applicants sumame from Frantzzz to Frantz.
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6 A message will be displayed on-screen confirming the note has been successfully
saved
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