
Writing Workflow Notes 

Writing notes is a critical piece of every workflow. Write notes for each step regarding 
the verification of information, any communications with the member, the reason for a 
step being completed or snoozed, and any other relevant details. Write notes with 
enough details so any staff member or volunteer can take over the workflow for you if 
you are out of the office. 

When writing a note, do NOT click the "Save this note to profile" checkbox. 

Correct: 

 

Incorrect:​
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