
How to Submit a Communication Note 

 

On the home screen, scroll down until you see communication notes. On the right hand side, click on the 
arrow to open communication notes. 
 

 
 
After clicking on the arrow, you will see previously submitted communication notes. To begin a new 
communication, click on “Add Communication Note” located under the blue bar. 
 

 
 
 
In the pop-up box, use the 
drop down arrow to select 
the grant the 
communication note is 
referencing.  
 
Click in the “Comments” 
box to write the message. 
 
To add an attachment to 
the communication note, 
click on the blue “Save and 
Submit Later” button. 
 

 

 
 
 

Click on the “Submit Immediately” button to save and submit the communication note to DOCR. 



If the “Save and Submit Later” button was selected, you can now edit the note, add an attachment, or 
submit the note. Click on the arrow in the blue Communication Notes bar to expand the communication 
notes section again. The communication note you just wrote should appear at the top.  
 

 
 
 
 
To edit the message, click on the blue “Edit 
Note” button in the screenshot above. 
A pop-up box will appear. 
 
In the pop-up box you can change the award 
type or make changes to the comments section. 
Click the blue “Save” button to keep changes. 
Click the “Cancel” button if you do not want to 
add comments to the communication note. 
Click on the “Delete” button to discard the 
communication note. 
 

 
 
 
 
 

 
To add an attachment, click on the white “Add Attachment to Note” button under the communication 
note. A pop-up box will appear. 

 



Click on “Choose File” to select the 
document you want to attach. Enter 
any comments or a description of the 
attachment in the comment box if you 
choose to do so. Click on “Add” to 
attach the file to the communication 
note. 
 
 
 
 

 
 
Your attachment will now appear under the message of the communication note. Click on the “Edit” 
button to make changes to the document. Click on the “Download” button to open the document. Or 
click “Delete” to remove the attachment from the communication note. 

 
 
When the communication note is ready to send, click on the “Submit” button to send it to DOCR. 
 

 
 
 



One more pop-up box will appear. Click on “OK” to submit the communication note or “Cancel” to 
return to the previous screen. 
 

 
 
A green bar will appear at the top of the Home screen, confirming the communication note has been 
successfully submitted. 
 

 
 
 
The communication note will now appear under the Submitted Communication Notes section. 

 
 
How to Respond to a Communication Note 
 
On the Home page, click on the arrow in the blue Communication Notes bar to expand the section. Any 
communication notes from DOCR will appear here. To reply to the note, click on the “Respond” button. 
Note: If an attachment is needed, click on the “Add Attachment to Note” button before the Respond 
button. 



 
Write your response in the “Comments” box and click on “Submit” to send the communication note to 
DOCR. 
 

 
 
The original communication note with response will now be found in the Submitted Communication 
Notes section. 

 


