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My Notes  
 

 

Q: What are My Notes?  

A: My Notes will show all notes that you have submitted. You can use My Notes to edit documentation 

afterwards or check how many services you provided and to which individuals. There is an option to adjust 

the date range for certain days, weeks, and beyond.  My Notes is a helpful tool when you forget to add 

information like a goal or support. 

 
 
How to open the My Notes report: 
 
The report is hidden in the side panel menu on the far-left side of the screen. Look for the Dashboard name 
(DSP/Adult Services/Site Based Services) in the header panel. There are three bars to the left.  
 

 
 
When you click on the icon, the link will appear. Click on the title Reports and then pick My Notes from the list.   
 
 

 
 

 
 
A new screen will appear, and this will be blank with the Arc logo in the center. You will need to enter a start 
date/end date and click on Process Report.  There is an option to select the participant’s name if you are 
looking for specific notes.  
 



 
 

February 26, 2024 Confidential  Page 2 of 3 

 
 

 
 

How to change the date range: 
 
Type the date using mm/dd/yyyy format or use the calendar selector for both Start and End 
Date. After you complete this step the Process Report button will turn from gray to blue. 
 
 
 

 
How to change the participant’s name:  
 
Click on the field named Client underneath the date selector. You will see a message ‘No 
data available’ Type either the first or last name and click on the correct option.  
 

 
 

How to populate My Notes:   
 
Click on the Process Report button in the bottom left-hand corner of the screen. It will 
be above the date in the footer panel. After a brief loading message, the list of notes 
will appear.  
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How to open a note: 

 
  = View Detail          = View History 
 

 
You will hover the mouse over that note and the row will appear slightly gray. Click on the pencil icon, it is a 
link to view detail on the note.  The clock icon will link to the history of when the note was started and 
changed.  
 

After a brief loading message, the note will appear on the screen. Click on the Finish button to save any 
changes to the documentation.  If the note is locked and you wish to make changes, contact your 
supervisor. If no changes are needed, you can close the web page at the top of the screen and return to 
My Notes.  
 
To exit the report, close the web page. You will return to the dashboard.   
  
  
 


