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Notes can be added, edited and deleted by all Users in the system.

Notes are created to capture information relevant to a specific plantation, row and crop item.

Per note, photo’s can also be uploaded.

The ‘Priority level’ per note can be set – after which it will be 
displayed in a designated colour in the ‘Plantation Notes’ window:

1. Low Priority 

2. Medium Priority 

3. High Priority 

4. Critical  
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Notes can be managed from desktop, laptop, tablet and mobile phone devices.
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By clicking on the ‘Notes’ option below the ‘Plantation 
Management’ menu, the first note can be captured by 
clicking on the ‘Add a new item to get started’ wording.

The ‘Plantation Notes’ window is opened, and at the top 
it is indicated that this is a ‘New Note’.

The plantation for which the note is being captured, must 
be selected.
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Next, the specific row must be selected where the issue is found.

In doing so, the selected row’s crop items are displayed.

The specific cell must now be selected to capture a note for a 
specific crop item.



Capturing a Note

Page 9

In the ‘Note Details’ section, the following information is 
needed before creating the note:

1. A title – which will be displayed in the ‘Notes’ 
window;

2. The priority level must be selected as either 
‘Low’, ‘Medium’, ‘High’ or ‘Critical’.

3. And a detailed description must be entered to 
describe the issue.
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In the Photos section, the default state will be ‘No Photos’, 

indicating that no photos have been attached to this note.

To upload photos, click the ‘Upload Photos’ button.

A Windows File Browser dialog will open, and the applicable 

photo’s can be browsed for and selected.

Photos can be uploaded individually (one-by-one), or multiple 

in photo’s can be uploaded in a single operation.

When uploading multiple photos in a single operation, please 

be patient until the thumbnails show in the Photos section 

before leaving the page, as the upload process might take some 

time depending on the number of files as well as the size of 

each photo.

To upload only 1 photo, double click the file or click once to 

select the file, and click Open.
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The photo will be uploaded, a thumbnail of the photo will be shown in the Photos section, and a 

notification will be shown in the bottom-right corner, indicating that the upload process was successful.
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To view a note photo in full resolution, hover over the photo and click 

anywhere in the thumbnail EXCEPT the X icon in the top-right corner.

To exit the photo viewer, click the X icon in the top right of the screen, 

or anywhere outside of the photo (anywhere in the dark-grey 

transparent background that surrounds the photo).
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To save the note and the photos, click the ‘Create Note’ button.

The note’s title and priority level is displayed in the 
‘Plantation Notes’ window after saving it.
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Clicking on the note’s title, the note’s 
description is displayed – as well as the 
uploaded photo(s).

Below the note, the plantation and crop item is 
displayed.

1. The pencil icon opens the note to edit 
or add information.

2. If needed, the note can be deleted.
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As soon as the first note is created and saved, more notes can be added by clicking on the ‘Create New Note’ button.
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The process of uploading note photos on a mobile device is very similar to desktop, EXCEPT that when the ‘Upload 

Notes’ button is tapped, the user will have an option to either use the Camera or the Gallery App (photos and videos 

on the demo device):

To upload a photo which is taken while recording the note, select Camera:

◦ Next, use the Camera app to take a photo.

◦ Depending on the operating system of the mobile device and operating system version, options displayed 

might differ. On Android, the User has  the option to Retry, or OK to select the photo.

After tapping OK, the photo is uploaded to the note.
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To upload an existing photo, select Gallery.

◦ From the Gallery App on your device, select either one file, or multiple 

files by tapping and holding on a file to enable multiple-file selection, 

and tap on subsequent files to select all required files.

◦ Once all files are selected, press the ‘Select’ button in the top-right 

corner. Here the options on your device might be different depending 

on operation system.

◦ The selected files will be uploaded to the note.
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Photos uploaded to a note can be deleted on both new and existing notes.

In the case of an existing note, the Note Description must first be clicked, 

and then the ‘Edit’ icon selected.

To delete a photo, click the X icon in the top-right corner of the photo.
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A confirmation dialog will be shown to ensure that photos are not deleted accidentally.

To delete the photo, click Yes.

The selected photo will be deleted, and a notification will inform the user whether 

the deletion was successful.

Save the changes when done.



NOVTEL FORUM LOGIN LINK

https://novtel.org.za/novtelforum/

For registered Novtel Clients, a Forum Login is created 
from where they can access all available manuals and 
latest product versions and  release notes.

https://x.com/NovtelSoftware

www.linkedin.com/company/novtel-software-training
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