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Manage Observations Settings

In the Compliance Module, Users can 
view and manage Observations that have 
been submitted through the Notify app 
or Webform Portal

In this video, we will show how to 
customise the ‘Categories’, and  
‘Classifications’ that a user can select 
when submitting an Observation.

Introduction
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Observation options are available in 
Settings, which can be found under the 
profile icon, towards the top of the 
screen.

Settings

‘Vault Settings’
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Click to expand the ‘Compliance’ Section, 
then click ‘Observations’.

Observations
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Categories and Classifications are 
displayed as pick-lists, with the available 
options contained within.

Observations cont.
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To add a new Category, click the ‘+’ icon, 
and type the name of the new Category. 
Then, click ’Save’.

Add a Category
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To add a new Classification, first select 
your desired Category. 
Then, click the ‘+’ icon.

Add a Classification
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Type the name of the new Classification, 
then click ‘Save’.

Add a Classification cont.
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To edit an existing Category or 
Classification, select the desired item
from the picklist.

Then, click the ‘edit’ icon.

Edit a Category or Classification
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Type the name, then click ‘Save’.

Edit a Category or Classification cont.
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To delete a Category or Classification, 
first select the item from the pick-list and 
click the ‘Delete’ icon.

Delete a Category or Classification
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Click ‘Yes’ to confirm.

Deleting a Category will delete any 
Classifications below it.

Note that this change is permanent and 
cannot be undone.

Delete a Category or Classification cont.




