
  

Add a Duty Note 
 
 

• Right click on the required shift and select Add Notes from the drop-down menu. 
 

   
  
 
 

• Select Duty Note as the Note Type from the drop-down menu. 
 

• Enter the note contents as required then click OK. 
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• Duties with Notes will show on the roster with a Note icon in the bottom corner 
 

 
 
 
 

• Hovering over the shift will show the contents of the Note 
 

 

 


