NEW DOC LOOK UP SCREEN

Some changes have been made to the Document Look Up screen. You will now be able to look up documents that were
uploaded by Case District Office and Upload Agency. You will notice the Creator box is no longer available. You will also
notice that in the result area of the screen the Creator Column has been replaced by Upload User Id Agency. Now you

will know what user and agency uploaded a document.
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To search for a document that has been uploaded by an agency you need to choose an agency from the drop down box

in the Upload Agency box.
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Click on the agency you want to look up and the Upload District Office box will appear. Choose the District Office you
want to use.
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Once the agency and district office boxes are filled in you can find agency users to narrow your search. Click on the Find
Agency Users box and the Upload User List will appear. To choose a user click on the drop down box in the Upload User
List .
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In order to use the File Date Button and the Upload Button you need to have at date in the Begin date box. If you put a
date in the begin date box and not the end date box your search will only be for the date in the begin date box. If you put
in a begin date and an end date your search will include the begin date, the end date and all of the days in between.



