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1. Log in to Khafre at 

How To Add a Note to a Client File 

http://www.khafreonline.com/app 

 

2. Click the home icon in the upper right corner of the screen 
• The Welcome! screen displays 

 

3. Click the Pipeline tab in the left-hand navigation menu 
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• The Open Work File dialog box displays 

 

4. Click the green check to the right of the file you wish to open 
• The file opens 

 
5. Click the Notes tab in the left hand navigation menu 
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• The Notes dialog box displays 

 
6. Click the New button 

• The New Note dialog box displays 

 
7. Select the type of note you are creating from the “Note Type:” pull-down list 
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8. Select whether the note should be visible to the client when they log into MyKhafre 
9. Type your note 
10. (Optional) If this is the Master file, mark which copies you want this note to be added to. If this is a copy 

file, mark whether you want the note to be added to the Master file by checking the appropriate boxes 
11. Click the Create button 
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