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1 Navigate to the My eRooms page and select the appropriate Room (A) from the list of
available Rooms.
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Thiz SW room is used for a project to capture customer feedback from Castleray plc.
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2 Navigate to the area where the note is to be created and select create (B).

@ HM Revenue

&Customs

% My Services > My eRooms > Business Contact Unit: Castleroy plc > Website Feedback > Businesses i Corporations > Correspondence

Correspondence < edit

a folder created by Site Admin on 05 Sep 07
create

7 Mame

™ ®1pac Castleroy.doc @l
I Elpac Content.doc &

Modified et
20 Sep 07 2:20pm Thomas Adamson
12 Oct 07 2:37pm  Jessie Gilroy

HMRC Home  C tus
logout @ 5 g
Size
o e create button
25 k (w1}

c, create  add file close  access  notification  custom fields

selectall cut ocopy copylink paste delets b mark read b markunread I i

Comments

add acomment  take a vate

@& Crown Copyright | Terms & Conditions | Privacy Palicy | Accessibility

Shared Workspace Quick Reference Guide - Customer Member



@ HM Revenue
& Customs = Shared Workspace =

3 Select Note (C).
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What type of item would you like tGate?

o @ ﬁ & > D @ IS} ‘ G Note icon

Folder Discussion Note Pall Calendar Project Plan Datahase Inbiox Other File Link Dashboard

Folder 4 container in which you can store, organize, comment and wote on files, links, and other pages, To add something to a folder, just drag and drop it onto the
folder’s icon,

Discussion & multi-person conversation, where you can read other people’s comments and contribute your own, You can have as many topics as you want, so if there
isn't one that cowers your topic, just creats a new one.
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4 Enter a title for the note in the Title field (D).
5 Record your note in the field (E).

6 When your note is completed, select OK (F).
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Enter the title and text of the page.
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@ For more information, see Notes,

. Note
ﬁ If you have the plug-in, you can amend the font size, colour etc (G). You can also choose
to have an attachment box (H) to attach any documents and/or include space for
comments and votes.
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