Note: Only Agency Trainers have this functionality.

Use this process if you already applied Notes, and need to edit them in bulk, for example as a
Global Search and Replace. It can be useful across a group of documents.

Tag the records you wish to edit > right click > Administrative Tools > Replace Phrase

Apply to All Tagged Rows, click OK.

CHAVES

A& CONSULTING INC.
Additional questions? Contact ORMS Support at

1-888-354-2006
ormshelp@chavessupport.com ‘



mailto:ormshelp@chavessupport.com

In the “Search For” box: type the current phrase/notes you wish to replace

In the “Replace With” box: type the new phrase/notes.

Uncheck “Search for Each Record Title”

o
Check the option “Search in Record Notes”

Click OK. The Notes field for the group of documents should now contain the new phrase.

Test this function on a small group of records, before applying to a large group of records.
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