Event text—notes, comments, and instructions

R25 lets you enter a wide variety of text to annotate event data and
convey information or instructions to departments/customers,
service providers, and other R25 users—within the event record
itself, in standard reports, and on the R25 WebViewer. The following
table describes:

* The kinds of text you can enter for an event and suggested uses.

* How to access the text entry form for each kind of text in
SpeedBook/Edit Event.

* Some of the event-specific reports that include each kind of text.
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To enter comments You can enter as much text as you want in any of the text forms
and other text displayed in R25.

H Edit Event - 'French Culture Club’ - Notes [_[O]<}e— Closeicon

Some special arrangements will have to be made to set up the ﬂ
meetings for this group. Their organizer seems to he pretly
dizorganized and had some trouble heing clear ahout what she
wants, She is going to call me backwithin the weaelk with same

maore specific information akout the AV equipment they'll be

needing; and Ive sent myselfa To Do to call her if | haven't heard by
Friday.

| hope this ane isn't gaing to he trnuhle!|

[

1 Open the form for the kind of text you want to attach to the
event.

Enter as much text as you like.

When you’re finished, click the Close icon to save your entry
and close the form.
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