How to Add and Print a Client Document
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e Click here to begin the process
of adding a document
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Click on the document you
want to add from the list of
available agency documents
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save cancel

Change the date if necessary
(defaults to current date)

Click here to save the
document...
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How to Add and Print a Client Document (continued)

[@ Tibswse  Uiwsd Sy Document was successfully
added for the client
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Click here to access the
document
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Optionally enter a note here
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Click here to print a copy
of the document

Filed signed document in client folder.’ Made a copy of the
signed document and gave to client.
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print save cancel delete

Click here to save the note you
entered and/or any changes you
made to the note or date
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