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Revisions 
 

Q: What are Revisions?  

A: Revisions are notes that require correction before they are approved. Notes 

marked Finish Later also show here. It is best practice to log in regularly and see if any 

revisions have been assigned to you.  

 
 
How to open the Revisions report: 
 

 

 

The link to the report is at the top of the dashboard (DSP/Adult Services/Site-Based Services). A new screen will 

appear. The Revision Reason and the link to the note will appear on the far right of the screen.  

 

Example: Add which park you visited to locations and change the number of miles 
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How to start the Revision:  
 
  = 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 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. 
 

The revision reason will also appear at the bottom of the note. Locate 
the correct field and make the change. Click on the Finish button to 
save. You will return to the Revisions screen. Repeat these steps for all 
notes. When you have completed all revisions, you can click on Process 
Report in the bottom left-hand corner of the screen, however that is 
optional.  
 
To exit the report, close the web page. You will return to the dashboard.   
  
  

 

 
 


