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Inbox 
 

 

 Click on "Notes" side menu and select " Inbox" navigation 
menu. 

 " Inbox " page is displayed as below. 

 

 Enter all the details such as Loco, From, Today dates and Click 
on Go Option. 

 

 

 Click on Subject link to send the Note. 
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 Click on Reply link to Reply/copy the note to any person.  
 

 

 Click on Forward link to Forward the Note. 
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 Enter all the necessary details and click on button to 
save the Note 

 Successful message is displayed and the given information as 
saved successfully. 

 Click on Send button. 
 Successful message is displayed and the given information as sent 

successfully. 

 


