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OVERVIEW 
 
 

This document will guide you through the steps of adding a note to a record.  
 
These notes can be viewed by anyone that can access the record.  
 
If you need technical assistance, call our help desk at 775-684-4166 or email 
OVRHelp@health.nv.gov. 
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                         Adding a Note to a Record 
  

  
Fig.  1 

With the record open, click on ‘Actions’. You will see the option ‘Show Notes’.  
(RED Arrow Fig. 1) 

 
 

 
Fig.  2 

Click on ‘Show Notes’ to display the window shown above. (Fig. 2) 
Click on ‘New’ button. (BLUE Arrow Fig. 2) 
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Put the cursor in the large box to type in note.  

(RED Arrow Fig. 3) 
 

After your note is finished, click on ‘Save’ button. (BLUE Arrow Fig. 3)  
Then click ‘Close’ button. (GREEN Arrow Fig. 3) 

 
 

 

 

 

 
Fig.  4 

 

Once the record has been closed, upon redisplaying the same record you should see a 
green box at the bottom stating ‘NOTE PRESENT’. (Fig. 4) 
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Viewing a Note  
 
 

 
Figure 5 

You may double click on the  box at the bottom of the record 
(Previous Fig. 4) or follow the instructions in Fig. 1 (Actions/Show Notes).  Then select 

which note you would like to view, as shown above. (Fig. 5) 
 
 

* Each time you need to make an additional note, please make certain to click on 

 button BEFORE typing.  
 
 
 

 
 

 


