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Users have the ability to replace a currently attached document with a different document. This option would be
used if there is a newer revision of the document or if the incorrect document was uploaded.

To replace a Site Document, you must first access the customer record.
From the main menu, arrive at the Customers list with this path: Accounts Receivable> Customers.

The Customers list will be displayed. Locate the customer in the list, and then click on the hyperlink in the
Customer # column to open the customer record.

Customers

- = Add Customer Bi Export to Exce Mo Master Customers Wy Terminated Customers  Custom Grid Layout

DCrag a column header and drop it here to group by that column

Address £ | city i | Stan i | BalanceDue i | Total RMR
Holmes Fans 0556 Washington Street Chagrin Falls ( il 50.00
3601 Saguaro Street Tucson AT 50.00
Columbus [ $30.00
634 Morgan Street Cincinnati $30.00
City [ £0.00
Columbus S &7 $55.00

Columbus (o 222 56 £30.00

1-1000f 78items &3 Refresh

The Customer record will be displayed. Click on the Sites/Systems tab, and then in the Site Number column, click
on the hyperlink of the Site to which you want to replace a document.
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The Site record will be displayed. Click on the Docs tab. Locate the document, and then click on the Replace
button.



The Windows file explorer will open. Locate and select the document that will replace the existing document. The
previous document will be deleted and the selected document will be listed in the grid area.
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