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REFERENCE GUIDE 

   

 USE:  To locate documents on the system. 

   

   Step 1.  Press the Docs button available on the top of the most pages.   

 
 
 
 

 
Step 2.  A list of all new documents that have not been viewed or printed in the last 7 days will display on the next screen.   
PDF and PCL files can be viewed and printed, either individually or as a group.   
 

* TIP:  To locate a document at a later date or after it has been viewed from the Docs page, go to 
Search and select the Documents tab. 

 
Step 3.  To view the document complete one of the following: 

• Select the Transaction Number. 

• Check the Select box next to the appropriate document(s) and then select View/Print. 

• Select View/Print All to batch print all the documents meeting the search criteria. 

 
 
Step 4. A VIEW/PRINT DOCUMENTS page 
displays providing download information 
timeframes.   Press Continue.  
 
Step 5.  After the completed report is 
displayed, it can be printed by pressing the 
print icon.  
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