How to find Older Processed Documents

Most of the time if you cannot find an old document, it is
because you need to adjust the date range of the Processed
Document page. To look for multiple documents that were
processed at the same time, do the following:

1.Click in the Date Range box
2.Select the date range to look for your documents

3.Click on OKAY
4.Click on Get Documents

This will show you all documents that have been processed
during that date range. Note: Documents are kept for 1 year
from the date they were received.
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How to look for Specific Jobs or Specific Documents

Use the Job id Field or the Document id Field and select
the appropriate date range for this as well.
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