





Editing a Note

1. To edita COI note, select the note you want to modify and click Edit. The Edit Note/Reminder popup window

will be displayed.

Messages (1/4)
New = 38 12| New Note/Reminder | o7 Edit |
From Subject Date ~
| . | sheia Jackson Review for non-compliance Apriat101pm |
q Sheila Jackson Review attachment Apr 1 at 12:56 pm
pvi@amelevator.com RE: COI Expiry Notification for & & M Apr 1 at 1157 am
iﬁ Sheila Jackson COl Expiry Notification for A & M Ele  Apr 1 at 11:55 am

2. Inthe Edit Note/Reminder window, modify the Subject and Message field as needed.

3. If you would like to convert the note into a reminder, place a checkmark beside Make a Reminder. See

Using Reminders for more information.

4. Click Save to save your changes.

... Edit Note/Reminder x
Subject: Review for non-compliance

Message:  Review existing documents to ensure all policies are compliant.




