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How To Make a Note in a Client File Visible to the Client

1. Login to Khafre at http://www.khafreonline.com/app

P Khafre

Welcome to the KhafreOnline Back Office System. Please login with your username
and password.

Login

Username: | |

Password: | |

(/) oK

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

File and Document
Management System

™) Khafre ror - T .
A Master Branch Trainer - Training Branch - Master Branch Administrator

Welcome!

Alerts/Reminders (143) Welcome Master Branch

Personal Information

Pipeline
Product Orders

Indirect Pipeline

Debt Settlement Qualifier

Doc. Requests (5)

Purchase Leads

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

Open Work File

Commercial Mod Test 03-21-2010 09:18 PM Qf
|:| Copy of Commercial Mod Test & 03-19-2010 09:43 AM Yes Open |
(| Copy of John Masterson *  03-19-2010 09:51 AM Yes Open - |’
O Copy of John Masterson & 03-12-2010 11:03 AM Yes Open - |
O Copy of John Masterson * 03-05-2010 03:01 PM Yes Open |’
(] Dan Test *  D2-10-2010 03:22 BM Yes Open |
O Greg MacMeal * 02-15-2010 03:53 FM Yes Open -’
O lake Smith *  02-23-2010 12:54 PM Yes Open - | =
(| Job Test *  01-06-2010 09:53 AM o
| Joe Plumber 1234 Sth 02-24-2010 04:10 PM o
O John *  10-23-2009 04:22 BM T
(| John Test *  01-07-2010 12:58 PM
O John C Masterson 03-19-2010 10:33 AM
[ lohn Doe *  02-24-2010 04:10 PM
(] John Masterson *  03-19-2010 09:52 &M Yes Open |
| John O Test *  10-06-2009 12:24 PM Yes Open - | .
O 1ohn Smith *  12-08-2009 03:59 PM Yes Open - |’
(] John Smith *  D2-26-2010 03:18 BM Yes Open - |
O John Test 2 *  10-07-2009 11:24 AM Yes Open - |
[ Johnathan Test *  01-20-2010 06:48 PM Yes Open - | i

Page Size: 1:“2‘5 |I|E|E] |@] Refine Selection |E] New File |] Export

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

Master Branch Administrator
File and Document
Management System

’ Kh afre Master Branch Trainer - Training Branch -

BeEIRBR

Distressed Mortgage System

Alerts/Reminders (42)
Notes (12)
Homeowner Info

Subject Property

John Masterson

5. Click the Notes tab in the left hand navigation menu

\_ﬁl Create Copy |E.‘_._| Transfer |_\ Switch To
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o The Notes dialog box displays
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o Ext] - Date/Time pore o Ty e ——er D
s 03-30-2010 11:41 Generic Hey what is the status of the . |
o nia Note Workout Training Branch
03_30_2‘2;0 Lz Master Branch Trainer gj:ee”c Hay thanks Training Branch
DB-SD-QEI:‘D 11:37 Master Eranch Trainer ﬁ::eerlc ::-iilzre is @ new note regarding this Training Branch
* 03_05_28;0 HEEE Master Branch Trainer s:;:”c test Training Branch
* * 03_03_22;0 B2:37 nia ﬁ:::”c Hey Thank for the help Training Branch
e o 02-25-28;0 02:51 o it Branch Trainer s::eerlc ;d:_l:: Credit card statment for Visa Tty Eere
+ o+ 022420100348 goetneerlc Hey whats my status Training Branch
02-11-2010 12:26 o ctor Branch Trainer ﬁ::eerlc Training Branch
* 02_10_22;0 83351 Master Branch Trainer s:::”c Hey Training Branch
02-05-22;0 LEEL Master Branch Trainer ﬁ::eerlc Do not view for client Training Branch
. 02—05—2}2;0 10:57 o ﬁoetn:ﬂf Hey New Note Training Branch
01_20_22;10 U339 g ﬁ::eerlc Put Mote here for Lance Training Branch
* 01_18_22;0 B3:05  yaster Branch Trainer ﬁ:tn:rlc Hey B Of A settled 20% Training Branch
01-18-2010 02:29 Generic . Pt
= * ftol nfa I Testing note Training Branch
. 1-25 = ™ — -
- Page Slze: = | > pl & |1 New [i=|view All Notes

6. Click the green check to the right of the note you wish to update
e The Note displays

Generic Note - 03-30-2010 11:

37 AM

Note Author: Master Branch Trainer

MNote Type: |Generic: Mote

(VTOR 7] Reply

7. Change the Client Viewable Yes/No radio button to "Yes"
8. Click the OK button
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