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History Summary Page 
One of the most useful pages on IO Insight is the History Summary Page.  This 
provides an overview of all client contact, updates and changes.  This page has a lot of 
useful features that enable you to navigate your way around the clients history.  These 
include sorting and filtering the histories, previewing history records and editing 
records.   
 

Please remember that it is not possible to delete history records – if you have a 
record that needs deleting, please contact a system administrator. 

 

History Overview 
 
 

 
 
 
 
 

From the client Summary page, click on the History 
Tab (circled left in red) to access the History 
Summary Page.  This will display an overview of all 
client contact, updates and data changes since the 
client was created, showing the record with the most 
recent start date at the top of the page.   

 

Sorting and filtering the histories 
 
The order of the history records can be 
changed by clicking on the column header.  For 
example, if you wanted to sort the entries by 
history Type.  Then click on the Type column 
header (circled right in red).   
 
Thus, the order is changed: all the Consent 
histories have been grouped together (circled 
in green) and all the Status histories have been 
grouped together (circled in blue).   
 
You can sort the histories by any column header in the history overview page. 
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Another way to sort histories is by filtering out different history types.   
 
Clicking on the tabs along the top of the History Summary Page allows you to view only 
specific history types. For example, clicking on the Status Tab (circled below in red) 
will show you only Status histories. 
 
 
At any point, you can return to the original History Summary Page by clicking the All 
Client History Tab (circled above in blue). 
 

Previewing a history record 
 
 
You can review a history record from the History Summary page by clicking on the 
magnifying glass icon (circled below in red) next to the record you wish to view. 
 

 
This will bring up a preview 
window, where you can view all the 
information in that record.  Click 
the         to exit the preview 
window. 
 
You cannot edit a record in the 
preview window. 

 
Another way of previewing a record is by hovering your cursor still over the Notes 
column.  A small pale yellow preview box will appear, which enables you to read the 
record Notes in full, without entering the history record.  This is particularly useful if 
you are trying to quickly locate a record. 

 
Editing a history record 
 
You can edit a history record previously entered.  
This can be done by clicking on the pen and paper 
icon (circled left in red) next to the history you wish 
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to change. 
This will open the history, where you can edit any of the fields of the record.  
 
Once the changes have been made, click the                                button at the bottom  
of the screen.  
 
Please do not edit a record that does not belong to you. If you believe the information 
in a record not entered by yourself to be incorrect, please contact the PA responsible. 
 
Click the                                             button at the top left hand corner of the page to 
return to the history overview.  
 

Please remember:  Deleting a history record is not possible.  If you need a record 
deleting, please contact a system administrator. 
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