
Quick Start Guide 

Filtering 

Add/Edit Filters 

Click the Filters link (available on certain screens) to 

filter by specific Vendors, Sites, Customers, or Users. 

Filters 

Use the filters at the top of the screens (such as Date 

Range and Type) to narrow down your search. 

Status 

If you cannot find a record, check the Status to 

ensure you are viewing all of the records you 
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