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QUICK REFERENCE GUIDE 

October 17, 2025 

Set Up Note Types and Standard Notes 

Agencies can create standard notes for use in the Billing module of SWIFT. The Standard Notes feature can 

streamline bill creation by providing a catalog of standardized wording for use on invoices. Standard notes can 

save time, reduce errors, and provide consistent information internally or for your customer. You can select a 

standard note for either the header of the bill or at the line level.  

Users must have the AR-Billing Set-up role to create standard notes. 

Step 1: Set Up Note Type 

Before creating standard notes, there must be an available Note Type. Note Type is a required field when 

creating standard notes. If your agency has at least one note type, you may skip this step and move to Step 2.  

1. Navigate to the Note Type page using instructions below. 

Navigation Options Navigation Path 

NavBar Navigator NavBar icon, Navigator, SWIFT, Set Up Financials/Supply Chain, Common Definitions, 
Notes, Note Type. 

 

2. The Find an Existing Value page displays for Note Types. Select the Add a New Value button. 
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3. Enter a SetID. This is usually the same as your business unit.  

4. Enter a name for your new Note Type. 

5. Select the Add button.  

 

Step 2: Set Up Standard Notes  

1. Navigate to the Standard Notes page using instructions below. 

Navigation Options Navigation Path 

NavBar Navigator NavBar icon, Navigator, SWIFT, Set Up Financials/Supply Chain, Common Definitions, 
Notes, Standard Notes. 

 

2. The Find an Existing Value page displays for Standard Notes. Select the Add a New Value button. 
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3. Enter a SetID. This is usually the same as your business unit.  

4. Enter a name for your new Standard Note Code. 

5. Select the Add button. 

 

6. Complete the Standard Note Description section as described below. 

Field Name Field Description 

Effective Date Enter a date into the Effective Date field. It automatically defaults to the current date. 
Note: Make sure that the date is prior to the date that will be on your invoice. 

Status  Allow the default of “Active.”  

Description Enter a Description. 

Note Type 
Select the Magnifying Glass and choose a Note Type. If none exists, refer to Step 1 in 
this guide to create a Note Type before proceeding.  

Text Enter wording for your standard note. 

Checkbox Leave the “Show on Collections Workbench” checked.  
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7. Select the Magnifying Glass icon under Document in the Print On Document section.   

 

8. Select one of the Invoice links. You must select this document type to have the standard note available 
when creating bills. 

 

9. You should see “INVC” in the Document column. Select the Save button.  
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10. You can now navigate to the Billing module to add the standard note to a bill as needed. For instructions 

on creating bills, refer to the Enter a Bill with Standard Bill Entry Quick Reference Guide. From either the 

Header – Info 1 or Line – Info 1 pages, select the Notes link in the Go to: section. 

 
Note: Choose header notes or line notes, depending on where you want the standard note to display on an 

invoice.  

11. The Header – Note or the Line – Note page displays. Select the checkbox next to the Standard Note Flag 

field.  

12. Select the Magnifying Glass icon in the Std Note field.  

 

13. The look up standard note window displays. Select Standard Note Code that you want to use. 

 

14. The standard note wording now displays in the Note Text: open text box.  

 
Note: For Standard Notes, the text cannot be edited. If you need to revise the note, deselect the Standard Note 

Flag checkbox before editing and then save.  

https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-bi-create-bill-standard.pdf
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15. View the Pro Forma to be sure the note displays in the appropriate location.  

  


