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Changing the Case Company, Location, 
Department

•	 Company: If the client has more than 
one company, click the pen/edit icon 
under client name. Click the drop down 
and select the correct company. Click the 
disk/save icon. This change is accessible for 
Review Managers only.

•	 Location (or similar): Click the pen/
edit icon, click the drop down and select 
the correct option. Click the disk/save 
icon. This change is accessible for Review 
Managers only.

•	 Department (or similar): Click the pen/
edit icon, click the drop down and select 
the correct option. Click the disk/save 
button. This change is accessible for Review 
Managers only.

Information
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Changing the Case Types 

In Description, click the pen/edit icon next 
to Case Types. Add or remove a Case Type, 
then Save your changes.

 

NOTE: These Case Types must already exist in 
your account. 

If you would like to edit the Case Types 
please contact the services team at 
support@integritycounts.ca.

Description
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Case Tagging

•	 Review Managers can now tag a case by 
clicking on the (+ Add tag) button and 
entering in the tag of their choosing. 
Reviewers can view tags that have been 
created by Review Managers.

•	 In Case Search, click the columns button, 
and select “Tags” to add that column to 
the displayed results.

Case Tagging
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•	 Click on Activity Log to view any activity 
that has happened on the case.

•	 Any activity on the case is logged 
including but not limited to case creation, 
viewing the case, changes to the case, 
messages in the case and closing the 
case.

Activity Log
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