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View a Document Archive for an Expense Sheet in Java

Purpose The steps below explain how to quickly display the document archive
attachment for an Expense Sheet in Java.

1) Navigate to Menu > Job Cost > Registration > Expense Sheets. Search & select the Expense
Sheet that you would like to display.
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2) Scroll down to the ‘Document Archive’ island. Click inside the Archive No field, next to the blue
archive number-- not on it.
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3) Thenyoucan—

a. Right click, select ‘Field-related Windows/Document Archives’
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4) You will then go to the Document Archive for that Expense Sheet.
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5) Inthe table area, click in the field next to the uploaded Document Name. DO NOT click on the
document name, as this will display the document revisions!
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6) On the menu bar at top, select ‘Action/ Show Document’
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7) Select ‘Open’ to view the uploaded document, or ‘Save’ to save a copy to your computer.
(Usually just Open to view).
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8) The document is then displayed.
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