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Administration > Request Management > Request Search > Details > Comments
Adding Comments
Adding comments to requests is a valuable way to keep notes, ask questions, or communicate with the request manager or other stakeholders.
· Navigate to the request details screen for the request you want to comment on.
· Locate the comments section & enter your comment in the text box provided.
· Click the "Add Comment", insert desired message and tag any user if needed. Then use the "Save" button to save your comment.
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