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Purpose: To demonstrate the process of adding notes to a subject’s existing case. 

CASE NOTES 

How to Add Case Notes to a Subject’s Worksheet or Case 

1. From the Left Navigation Menu, select Task Management.  
2. Select the Case ID hyperlink from the Case ID column to open the Case Worksheet. 

  

Job Aid 



3. Navigate to the Add Notes card.  
4. Enter a title for the note in the Title text field.  
5. Enter a note in the Notes text field.  

Note: If the user is affiliated with more than one organization, selecting an organization 
from the Organization drop-down is required. 

 
6. Select the Add button to add the note to the case. 

 

 



7. The green success banner confirms the note has been added successfully. 

  



Additional Features for a Case Note 
 

1. Select the Notes tab to view the recently added note. 
Note: Notes added within the context of a case will display in the respective Case ID. 

 
2. The Case # drop-down allows users to view notes for all cases or a specific case 

associated with a different Case ID. Select All Notes from the Case # drop-down and 
then select Apply. 

Note: Communicative notes are part of communications between organizations. 



3. To view additional options for a note, select the ellipses. 

 
4. To edit a note, select the Edit option from the ellipses drop-down. 

  



5. In the Edit Note modal, make the desired changes in the Notes text field and select 
Save. 

 
6. To delete a note, select the Delete option from the ellipses. 

Note: Users can only delete notes they have entered. 

  



7. A confirmation modal will appear to delete the note. Select the Delete button. 
Note: Users can only delete notes they have entered. 

 

8. To make a note available to all organizations and user roles in the NBIS system who 
can view the subject’s profile, select the Mark External option. 
Note: Marking a note as external makes it visible to organizations not affiliated with the 
subject. 

  



9. A confirmation modal will appear to mark the note as external. Select the Confirm 
button to complete the action. 
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