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How to locate an Approval Memo
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The paper Icon means 
there is an attachment 

Right click on top of 
the paper clip icon
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Select “Edit attachment” from 
the drop down menu



IMPORTANT NOTE:
Remember to Allow Pop-Ups in 

your web browser.

If you do not allow pop-ups, the system 
will not work properly.

4



5

1. A Pop-up will come 
out with the Approval 
Memo under 
“Attachments ”
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2. Select the attachment 
that will appear under 
“File” so you can 
download the Approval 
Memo.

3. Close window when 
finished accessing 
document.
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