
ARCHIVE
HOME > Edit, View, Delete

1. Click Department/Area > Select an Archived Record > Edit

Click to edit record details.
(Department, Name, Upload Document, Document Date, Description, Comments/Notes)

Click to save input progress.



2. Click Department/Area > Select an Archived Record >View

Click to preview the uploaded record.

Options to Download and Print the record are also available.

Record Details Displays the Record Name, Document Date, Description, and Notes.

Click ‘View’ to enlarge the preview in a new window.

Options to Zoom and Rotate the record are also available.



3. Click Department/Area > Select an Archived Record >Delete

Click to delete the uploaded record.

Reason Input the reason for deleting an item.
Note: If you are not the administrator or approver of the Enterprise, this window

will pop out and the deletion request is subject to approval.

Click OK to confirm the deletion request.


