Entering LHIN level Annotations in QI RAP
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data. After logging in, click on the “LHIN annotation”

2. Click on the plus sign on the bottom left hand corner
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3. A new row, in gold, will appear and you will be prompted to
enter a date. Enter the final month in the quarter to which
you are adding an annotation:

NOTE: Q1 = June, Q2 = September, Q3
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5. When you click on the annotation (English) or
annotation (French) box a blue text box will appear.

Type your annotation into that box. If you wish to

have bilingual annotations you must enter English in
one box and French in the other. If you only enter a
comment into one language box and click save, the

comment defaults into the other language box.
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NOTE: There is no spell-check or word count
function in the annotation box in QI RAP. You may
wish to type and edit annotations in a Word
document, then copy and paste the annotation into

QI RAP.

6. When you are finished entering your annotation
click the save/disk icon on the bottom left hand of
the screen.
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