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To Correct a Wrong Note Type or Date on a Document 
 

1. On the Manage Workflow in the Documents component, single click on the note that was created under the 
wrong note type. 

2. Click Modify. 
 
 
 
 
 

 

 

 

3. Select Addend Note. 
4. Click OK.  
5. In the addendum, indicate what the new Note Type will be. 
6. Click the blue hyperlink, Note Details.  

 
 
 
 
 
 

7. The Notes Details window will 

pop up. In the Type drop 

down, select the correct Note 

Type. 

8. Change the date of service, if 

needed. 

9. Click OK.  

10. Click Yes in the Change in Note 

Details Detected window. 

11. Click Sign to sign the 

addendum and save the 

changes. 

 
 
 
 

 
 

 


