Customers - Documents

SALES

CUSTOMERS - DOCUMENTS

The Documents tile allows you to link, view or delete a customer's digital doc-

uments effortlessly. All your customer documents can be kept in one place by
making use of this link.

These documents need to be saved in a shared folder on the server.

Ribbon Access: Sales > Customers

BPO: Version 2.5.0.0 - Example Company v2.5.0.0
Equipment / Locations Contract Finance /HR Inventory an!jec\s Mar

[ o = (=] == (B [B 2=

g (=) "i s 5 5 o le =

(Customers| Services Commercials | POSLite Quotes Orders Invoices Credit Statement
| Notes  Run

_' Sales Service Reporting Utilities

1. The Customer Listing screen will be displayed.
2. Select the Site where the Customer can be located.
* The example has Durban selected.
3. Select the Status for the Customer.
* The example has Active selected.
4. Select the row of the customer you wish to link documents to.
5. Click on the Documents tile.
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TECHNOLOGTES Customers - Documents

$ - Customer Listing - BPO: Version 2.4.0.11 - Example Company (— (e l[x
| @ | tome | Equpment/Locatins Contract Fiance /MR Inventory  Mak [Projects  Manufactur Sdes  Sevice  Reportng  Utit) - & X
O X005 J =& B0 & |
Add  Edt Delete Sync View | Savelayout Workspaces [acte <] Refresh | Export Reports | Print |
x bt Statement
Format Current Reparts A Pnt 4 &
CustomerCode  CustomerType CustomerName Department DeptiName  SiteDesaription | CustomerCreditiimit = CustomerWebSite CustomerPhonehumber Cu
Qe ge b O 0 L = 0 0 B
CuUso01 RE Cash Sales Account Durban 10,000.00 000 000 0000
HOPOO1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567
. DERO01 RE Derton [ Technologies Durban 250.00 www.dertonweb.co.za 031 123 4785
OFF001 RE Office Supplies Unlimited Durban 75,000,000.00 www.cnn.co.za 031 789 4561
YES001 co Young Electric Durban 100,000.00 082555555
WES001 RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za 031 789 4561
TIADOL RE Titan Group Durban 100,000.00 www.web.co.za 0318529632
BOT0001 m Bothas Networking inc Durban 50,000.00 www.web.co.za 031 789 4563
SAMOO1 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567
DANOO1 m Danny Storm IT Cafe Durban 75,000.00 031 785 4785
PANDOL RE Panda Copiers Durban 50,000.00 031 123 4567
HACD01 m Hack PC - IT Shop Durban 0.00 031789 4561
PINOOO1 GV Pink Shoes Durban 0.00 031 456 7894
HIL000001 HILLCRESTP  Mary Contrary Durban 0.00 083 559
Call History JUs001 RE Just In Time Durban 50,000.00 www.justintime.co.za 031 123 4567
LIT0001 RE Litte Bee Honey Durban 0.00 www.bee.co.za 031 123 4567
GREDO1 RE Green Tea Supplies Durban 75,000.00 031 456 7891
FINOOO1 RE Fine Hair Salon Durban 0.00 www.finehair.co.za 031 123 4567
BET0001 RE Betties Summer Shop at t. Durban 0.00
biancad RE North West Branch Durban 0.00
DANO0D2 m Dancing Shoes Durban 10,000.00 031 123 4567
BIG0001 co Big Bargains Durban 10,000.00 031 456 7897
MANODO1 RE Mandy Norton Durban 0.00 -
. »

| User : Julsndsk | 13/01/2021 | Version:2.4.0.11 | Example Company

6. The Documents for Customer - [customer code] screen will be dis-
played.

7. A list of all the documents currently linked to the selected customer will
display.

LINK DOCUMENT

8. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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Customers - Documents

Documents for Customer - DER0O1 - BPO: Version 2.4.0.11 - Example Company

s - o—
i [Projects  Mar Pr Sales  Service  Reporting  Utilti*

e _| Home | Equipment/Locations Contract Finance /HR  Inventory

Oz X0 { = &

Add | Edt Delete Back | Savelayout Workspaces | \View Refresh
&

Status

CustomerDocumentDescription Documentiame DocumentPath
ol e e
C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A

LA
» Contract Escalation Notification - 22 Jul 2019 2019-)ul-22_CO0000009.pdf

| User : JuisndsK | 13/01/2021 | Version: 2.4.0.11 | Example Company

Open Windows ~

9. The Add a Document for customer [customer code] screen will be dis-

played.

E/T Note that the Repository Path field is populated with the path configured in

your Company Configuration.

10. Click on the search button in the File field.
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Customers - Documents

a ® Add a Document for customer DERDO1 - BPO: Version 2.4.0.11 - Example Company — (o [ x
% | Home | Equipment/Locations  Contract Finance [HR  Inventory [Projects  Mar Procursment  Ssles  Service  Reporting Uit - & Xx
Save Back
/® a
File [Drop fie here lol*
Path
Repository Path |C:'\ProgramData\CO3 Technolegies'8PO *
\SharedDocumentCustomers},
File Description
Open Windows

User : JulandaK | 13/01/2021 | Version : 2.4.0.11 | Example Company

11. The Select File screen will display.

12. Locate the file on your server / computer that you wish to link.

A Ensure that the document name appear in the File name: field by clicking on

the document to select it.

13. Click on Open.
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Customers - Documents

‘ * Add a Document for customer DERDO1 - (1 rsion 2.4.0.11 - Example pa — (B jix
e Home | Equipment/Locations Contract Finance /[HR  Inventory  Maintenance [Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiliti? - ®F X
Save  Back
Fi @
File |Drop file here Pl
Path

@ Select File q—@ X

Repository Path | C:\ProgramData\CO3 Technolog
\sharedDocumentCustomers\ | & v <« Users » JulandaK > Documents > Customers v O Search Customers

P
File Description Organize » New folder B @ e

JulandaK () Name Date modified Type
3 Contacts B2 20210112 Customer Invoice 2021/01/08 200PM  Microsoft Excel W.
I Deskiop '

%] Documents
Customers
SQL Server Management
Visual Studio 2015
& Downloads 3
/¢ Favorites y
& tinks ®
B Music L

[&] Pictures
o Caiod Cavnan v < . . t)

File name: | 20210112 Customer Invoice 4 V‘ Al files () s

@ — o Cancel

Open Windows = | User:Julandak = 13/01/2021 | Version: 2.4.0.11 | Example Company 4‘

14. The File and Path fields will be populated with the details of the selec-
ted document.

15. Type a description of the document in the File Description field.
16. Click on Save to save the link.
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Customers - Documents

$ - Add a Document for customer DER0O1 - BPO: Version 2.4.0.11 - Example Company = RN
% || Home | Equipment/Locations  Contract  Finance [HR  Inventory i [Projects  Mar Procurement  Sales  Service  Reporting Uit - &
e
Process @ &
File | 20210112 Customer Invoice.xisx b
Path | C:\Users\JulandaK\Documents'\Customers 4__@

Repository Path | C:'\ProgramData\CO3 Technolegies'8PO
\SharedDocumentCustomers},

File Description | Customer Invoice - Example Company DER0O1|

Open Windows ~

User : JulandaK | 13/01/2021 | Version : 2.4.0.11 | Example Company

17. When you receive the Document Processing message to confirm that;
* The document: [document name] for customer

[customer code] has been saved.
18. Click on OK.

E/j BPO does not save the physical document, but a link to where the document

has been saved.
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Customers - Documents

$ - Documents for Customer - DEROO1 - BP0: Version 2.4.0.11 - Bxample Company

@ | Fome | Equpment/locstons Contract Finance [HR  Inventory  Maintenance [Projects  Manufecturing  Procwrement  Sskes  Service  Reporting Uttt

QX0 F| E <

Add  Edt Delete Back | Savelayout Workspaces | View Refresh

Format i Current l

CustomerDocumentDesaription Documenthlame

DocumentPath Status
¢ e e o e
» | Contract Escalation Notification - 22 Jul 2019 2019-Jul-22_CO0000009.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A

Document Processing q—@ X

L
The document : 20210112 Customer Invoice.xdsx for customer DER0D1
has been saved.

O— [ ]

Open Windows =

| User: JuiandsK | 13/01/2021 | Version: 2.4.0.11 | Example Company |

19. The Documents for Customer screen has been updated with the doc-

ument you have linked.
20. Click on Refresh to update your screen, if required.
21. Click on Back to return to the Customer Listing Screen.
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Customers - Documents

e - Documents for Customer - DER0O1 - BPO: Version 2.4.0.11 - Example Company [= (e ]ix]
@ | Home | Equpment/Locatons  Contract Finance [HR  Inventory M [Projects  Manufacturi Seles Service Reporing Ui’/ - & X
=

O 2 K| =[S
@M @@ \’lewRefrEi\‘__@

Add  Edt Delete | Back | Savelayout Workspaces

ormat i Current i
Status

CustomerDocumentDescription Documentiame DocumentPath
v oD e e o
» Contract Escalation Notification - 22 Jul 2019 2019-Jul-22_C00000009.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
| Customer Invoice - Example Company DERO01 20210112 Customer Invoice. Xisx C:\ProgramData\C03 Technologies\BPO\SharedDocumentCustomer... A |
. I

| User : JulandaK | 13/01/2021 | Version : 2.4.0.11 | Example Company

Open Windows =

EDIT DOCUMENT

1. From the Documents for Customer - [customer code] screen,
2. Select the row of the document you wish to edit.

3. Click on Edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
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Customers - Documents

$ - o_——»mmmcmmr-mmz-mvmmx-mm
| @ | Home | Equpment /Locations  Contract  Finance [HR  Inventory i [Projects  Manufacturi Seles  Service Reporting Uttt

“ a1 4 & IE = e
Q22X = = &
Add  Edit Delete Back | Savelayout Workspaces | View |Refresh

Format a Current 4l B Al

CustomerDocumentDescription Documenthlame DocumentPath Status
¥ | ok ol o e
Contract Escalation Notification - 22 Jul 2019 2019-Jul-22_CO0000009.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
B Customer Invoice - Example Company DER001 20210112 Customer Invoice.xsx C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A

b

Open Windows = | User : JulandaK | 13/01/2021 | Version : 2.4.0.11 | Example Company

4. When you receive the Document message to confirm;
* Are you sure you want to edit the document [document
name]j, for [customer name]?
5. Click on Yes.
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$ - Documents for Customer - DEROO1 s L —JCeJEe
@ | tome | Equpment/locaons  Contract  Finance /MR Inventory  Maintenance /Projects  Manufacting  Procwement  Seles  Service  Reporng  Uities - & X
a1 =] =
\ 7 =] = )
O2XO H & <
Add Edit Delete Back Save Layout Workspaces View Refresh
&
CustomerDocumentDescription DocumentName: DocumentPath Status
v ol ol ol ol
» Contract Escalation Notification - 22 Jul 2019 2019-3ul-22_CO0000009.pdf C:\ProgramData \CO3 Technologies\BPO\SharedDocumentCustomer . A
Customer Invoice - Example Company DERO01 20210112 Customer Invoice.xisx C:\ProgramData \CO3 Technologies \BPO\SharedDocumentCustomer .. A
Document ¢————&)
V.
Are you sure you want to edit the document,
‘2019-Jul-22_CO0000009.pdf", for Derton / Technologies?
o o
Open Windows ~ | User:JuandeK | 14/07/2021 | Version:2.5.0.3 = Example Company v2.5.00

6. The Document maintenance for customer [customer code] screen will
be displayed with the selected file information populating the fields.

7. To edit the document currently linked to the customer, click on the
search button in the File field to display the Select File screen.

8. Locate the file you wish to replace the current file with, on your server

/ computer.

E/T Ensure that the document name appear in the File name: field by clicking on

the document to select it.

9. Click on Open.
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TECHMNOLOGSTES

Customers - Documents

i Open Windows ~

$ - 00— —> for DEROOL = lmx
[ ; | Home | Equpment/locaions  Contract  Finance /R Inventory [Projects  Manufacturing  Pn Sales  Service  Reporting  Utities - & x
save  Back
: 9 >
File:[2019-2u-22_CO0000009.pcf / /
Path | C:\ProgramData\CO3 Technologies'\BPO ‘
\SharedDocumentCustomers\3\
Repository Path | C:ProgramData\C03 Technologies\6P0 CE—
\SharedDocumentCustomers\ & selectFile ¥ %
File Description | Contract Escalation Notification - 22 Jul 2019 1 « Users » Julandak > Documents > Customers v @&  Search Customers o
Organize v New folder =~ m @
0 This PC A Name Date modified Type
== C on NEDBOOGS 34 20210112 Customer Invoice 2021/01/08200PM  Microsoft Excel W...
B Desktop I3 Customer Sales Agreement 2020/01/1012:06..  Microsoft Word D...
|| Documents .
& Downloads i
D Music 9
=] Pictures .
@ videos
= Local Disk (C))
- CD Drive (D:) v < >
File name: | 20210112 Customer Invoice 4 vl Allfiles (*.) v
°_> T

| User:JulandaK | 14/07/2021 | Version:2.5.0.3 | Example Company v2.5.0.0 Z

10.

details you have selected.

11.
required.
12.

CO3 Technologies (Pty) Ltd © Company Confidential
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Click on Save to save the link.

The File and Path fields will be populated with the new document

Type a description of the document in the File Description field, if



Customers - Documents

$ - i for DER001 - BPO: Version 2.5.0.3 - Example Company v2.5.0.0 — (= ][ x
@ | Home | Equoment/locatins  Contract  Fnance /HR  Inventory  Mai [Projects Soes  Service  Reportng Utiibes - & x
e
. ] ® -
File | 20210112 Customer Invoice.xisx Padid
Path | C:\Users\ulandaK\Documents\Customers __®
Repository Path |C: ProgramData|\C03 Technologies BP0 .
\SharedDocumentCustomers\

File Description | Updated Customer Invoice|

Open Windows ~

User ; JulandaK | 14/07/2021 | Version: 2.5.0.3 | Example Company v2.5.0.0 4

13. When you receive the Document Processing message to confirm that;
* The document: [document name] for customer

[customer name] has been saved.
14. Click on OK.

E/j Note that BPO does not save the physical document, but a link to where the

document has been saved.
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Customers - Documents

» Contract Escalation Notification - 22 Jul 2019
Customer Invoice - Example Company DER001

2019-2ul-22_CO0000009.pdf
20210112 Customer Invoice.xisx

® - Documents for Customer - DEROO1 - £7°0: Vers a0
| e | Home | Equipment/locations  Contract  Finance /HR Inventory [Projects  Manufacturing Pre Sales  Service  Reporting  Utilities - & X
= A (=

== = £
QX0 | =
Add Edit Delete Back Save Layout Workspaces View Refresh

&

CustomerDocumentDescription Documentiame: DocumentPath Status
v o ol o ol

C:\ProgramData \CO3 Technologies \BPO\SharedDocumentCustomer... A
C:\ProgramData \CO3 Technologies\BPO\SharedDocumentCustomer... A

Document Processing 4—@ X

P
The document : 20210112 Customer Invoice.xlsx for customer DER00T
has been saved.

O— [ |

‘chm\m—nhmv

| User: JuandsK | 14/07/2021 | Version:2.5.0.3 | Example Company v2.5.00

15.

16.
17.

The Documents for Customer screen has been updated with the doc-
ument you have linked.

Click on Refresh to update your screen, if required.

Click on Back to return to the Customer Listing Screen.

Contract Escalation Notification - 22 Jul 2019
Customer Invoice - Example Company DER001
¥ Updated Customer Invoice

$ - Documents for Customer - DER0O1 - BPO: Version 2.5.0.3 - Example Company v2.5.0.0 [— J(o J(x]
| e | Home Equipment / Locations Contract Finance /HR Inventory [ Projects Sales Service  Reporting Utilities - & X
- 5 = \
= N
© 4 X|O| & = & .
Add Edit Delete | Back Save Layout Workspaces View [Refresh
&
CustomerDocumentDescription Documentiame: DocumentPath Status
v o ol o ol

2019-2ul-22_CO0000009.pdf
20210112 Customer Invoice.xisx
20210112 Customer Invoice,xisx

A

C:\ProgramData \CO3 Technologies \BPO\SharedDocumentCustomer... A

C:\ProgramData \CO3 Technologies\BPO\SharedDocumentCustomer... A

C:\ProgramData \CO3 Technologies \BPO\SharedDocumentCustomer... A
4

Open Windows *

| User: JuandaK | 14/07/2021 | Version:2.5.0.3 | Example Company v2.5.00
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Customers - Documents

DELETE DOCUMENT

1. From the Documents for Customer - [customer code] screen,
2. Select the row of the document you wish to remove.
3. Click on Delete.

O Short cut key: Right click to display the Process menu list. Click on Delete.
‘ = Documents for Customer - OFF001 - BPO: Version 2.4.0.11 - Example Company =8 | x
!7_@;__;Home ‘ wlmmnms Contract 7Frwmrell-ll Inventory [Projects  Man i Sales  Service Reporting */ - & L
a7 p = -
O (X0 R B &
Add  Edit |Delete | Back | Savelayout Workspaces | View Refresh |
Processing ) Format i Current a ol
CustomerDocumentDescription Documentiame DocumentPath Status
v o e o e
Contract Escalation Notification - 13 May 2019 2019-May-13_C00000080.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13 May 2019 2019-May-13_C00000080.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13May 2019 2019-May-13_C0O0000006.pdf C:\ProgramData\CO3 Technologies\BPO\sharedDocumentCustomer... A
(Contract Escalation Notification - 13 May 2019 2019-May-13_CO0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13 May 2019 2019-May-13_CO0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Bthact Escalation Notification - 13 May 2019 2019-May-13_CO0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer .. A
Contract Escalation Notification - 13May 2018 2019-May-13_C0O0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13 May 2019 2019-May-13_C00000080.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 22 Jul 2019 2019-Jul-22_CO0000080.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
|Contract Escalation Notification - 22 Jul 2019 2019-1ul-22_CO0000019.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer .. A
Open Windows ~ | User :Julandak | 14/01/2021 | Version:2.4.0.11 = Example Company

4. When you receive the Delete Document message to confirm;
* Are you sure you want to remove this document?
5. Click on Yes if you are certain about your selection.
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$ - Documents for Customer - OFF001 - BP0 Version 2.4.0.11 - Example Company (=JaJx
|7 f\ Home ‘ Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting \*) - & X
p al . - — = 5
= =
O XO B E8 o
Add Edit Delete Back Save Layout Workspaces View Refresh
Processing a Format i Current . a
CustomerDocumentDesaription DocumentName DocumentPath Status
v e e o e
Contract Escalation Notification - 13 May 2019 2019-May-13_CO0000080.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13 May 2019 2019-May-13_C00000080.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13May 2019 2019-May-13_CO0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13May 2018 2019-May-13_C0O0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13 May 2019 2019-May-13_CO0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
»  Contract Escalation Notification - 13 May 2015 2019-May-13_CO0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer .. A
Contract Escalation Notification - 13 May 2019 20194 Delete Document 4—9 fDocumentCustomer... A
Contract Escalation Notification - 13 May 2019 2019- 7 iDocumentCustomer . A
Contract Escalation Notification - 22 Jul 2019 2019-: L fiDocumentCustomer... A
. | Avre you sure you want to remove this document,
CleTET So T he R ) B 2013-May-13_CO0000006.pdl’, from customer Office Supplies ~ [oocumentCustomer... A
Unlimited?
O— =1l ©
Open Windows ~ | User : JulandaK = 14/01/2021 | Version : 2.4.0.11 = Example Company 4

6. The document has now been deleted from the Documents for Cus-
tomer screen.
7. Click on Back to return to the Customer Listing Screen.
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TECHMNOLOGTES Customers - Documents

. L4 Documents for Customer - OFF001 - BPO: Version 2.4.0.11 - Example Company L=Jla | x|
| @ | tome | [locaions Conbract Finence /HR  Inventory M [Projects  Man i Sales  Service  Reporting */ =& x
( Al P - 3
O XO R B8
Add Edit Delete | Back Save Layout Workspaces View Refresh
Processing “ Format ‘ Current - o
CustomerDocumen tDescription DocumentName -~ ~ ) DocuméntPath. _ Status
v oD -0 : o0 N ok
» | Contract Escalation Notification - 13 May 2019 2019-May-13_CO0000080.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13 May 2019 2019-May-13_C00000080.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13May 2019 2019-May-13_CO0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Contract Escalation Notification - 13May 2018 2019-May-13_C0O0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
(Contract Escalation Notification - 13 May 2019 2019-May-13_CO0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
(Contract Escalation Notification - 13 May 2019 2019-May-13_C0O0000006.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer .. A
Contract Escalation Notification - 13 May 2019 2019-May-13_C0O0000080.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer .. A
(Contract Escalation Notification - 22 Jul 2019 2019-Jul-22_CO0000080.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
(Contract Escalation Notification - 22 Jul 2019 2019-Jul-22_CO0000019.pdf C:\ProgramData \CO3 Technologies\BPO\SharedDocumentCustomer... A
Open Windows ~ | User : JulandaK | 14/01/2021 | Version : 2.4.0.11 | Example Company

VIEW DOCUMENT

1. From the Documents for Customer - [customer code] screen,
2. Select the row of the document you wish to view.
3. Click on View.
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$ - &——»mmm-m:-mvmmx-mm [(=J(a]lx
\fmlsqm/m Contract  Finance [HR  Inventory i [Projects  Manufacturi Ssles  Service  Reporfing Uit - & x
- ] P [ = :
OXO | =S
Add  Edit Delete Back | Savelayout Workspaces | View |Refresh
Processing ” Format i Current i &
CustomerDocumentDesaription Documenthlame DocumentPath Status
v o o ofdc o
Contract Escalation Notification - 22 Jul 2019 2019-Jul-22_CO0000009.pdf C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
E Customer Invoice - Example Company DER001 20210112 Customer Invoice.xsx C:\ProgramData\CO3 Technologies\BPO\SharedDocumentCustomer... A
Open Windows + | User : JulandaK | 13/01/2021 | Version : 2.4.0.11 | Example Company

4. The digital document will open within the relevant program for you to
view the document in.
* In this example, an Excel document has opened.
5. When you have finished reviewing the document, close the document
screen that you are in, to return to the Documents for Customer

screen.
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20210112 Customer Invaice - Excel

4
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