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FileNet  
Accounts Payable Processing 

Agency View 

AGENCY DESKTOP – PROPERTIES  

Opening the item 
will bring up the 
PROPERTIES 
screen 
 
This view provides 
the detail of the 
item, as well as a 
COMMENTS 
section providing 
background and / 
or instructions for 
the next step 
 
The choices in the 
MORE RESPONSES 
box will move the 
item to the next 
step 
 
 

 

 
 
 
 
When closing the PROPERTIES, ATTACHMENTS, or HISTORY windows, always use the SAVE or 
CANCEL button. If the upper right “X” is used, the Work Item will be locked so that no one but the 
User who locked it can unlock it 
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FileNet  
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Agency View 

AGENCY DESKTOP – HISTORY  

The HISTORY tab 
opens a window 
that shows every 
previous action 
related to the 
Work Item 
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FileNet  
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Agency View 

AGENCY DESKTOP – ATTACHMENTS  

The 
ATTACHMENTS 
TAB provides 
access to all 
documents 
related to the 
original Work 
Item 
 
The Work Item 
can be opened by 
clicking on the 
Icon to the left of 
the Item,or by 
using the 
“ACTIONS” drop-
down box 

 

 

 

 

 

 

 

 

 

 

 

 

Click to open 
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Agency View 

AGENCY DESKTOP – ATTACHMENTS  

The “ACTIONS” 
drop-down box 
provides choices 
for the next step, 
including the 
ability to Open, 
Print, or attach 
the Invoice to an 
e-mail 
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FileNet  
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Agency View 

AGENCY DESKTOP – ATTACHMENTS – SUPPORTING DOCUMENTS  

Using the 
“Supporting 
Documents” 
queue, and the 
“ADD 
DOCUMENT” 
drop-down, the 
User can browse 
for, select, and 
update the Work 
Item by attaching 
a document using 
the “Add 
Document Using 
Entry Template” 
function 
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Agency View 

AGENCY DESKTOP – ATTACHMENTS – SUPPORTING DOCUMENTS – ADD DOCUMENT USING ENTRY TEMPLATE 

By choosing the 
“Add Document 
Using Entry 
Template” 
function, a new 
screen will be 
generated that 
allows the User to 
browse for the 
necessary 
document, and 
add it to the Work 
Item 
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Agency View 

AGENCY DESKTOP – ATTACHMENTS – SUPPORTING DOCUMENTS 

The Work Item 
now shows the 
added document 
as a Supporting 
Document 

 

 

 

 

 

 

 

 

 

 


