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STEP 1

Forms Tab - Manage Filing

The manage lwing page, chikh is under the forms tab, wets you see the chowesawer pakvets 
that ha.e been kreated and chat status they are in•

I  Gn prokess means the lwing needs to be submitted
I  Pending re.iec means it has been submitted and is caiting for an LAAx staff member 
to re.iec the lwing
I  Compwete means the lwing has been re.ieced and appro.ed•
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STEP 2

Forms Tab

Cwikv on the forms tab to sewekt betceen the manage lwing page and the eRkew upwoads 
page•
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STEP 3

Forms Tab - Excel Uploads

The eRkew upwoads page is chere you ciww upwoad your LD4 eRkew lwes, and if appwikabwe your 
ERports and Produkt in Gn.entory data•

STEP 6

ProCle Tab

The prolwe tab shocs information about the chowesawer akkount•
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STEP 5

tonAacAs Tab

Contakts shocs the information of the primary kontakt and any sekondary kontakts or 
oflkers for the chowesawer• The primary kontakt is the person cith responsibiwity for the 
akkount, and is the person cith chom the LAAx ciww begin their kon.ersations cith if they 
need to kontakt the kompany•
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STEP F

Filers Tab

(iwers tab shocs chikh lwers )users of the system7 ha.e akkess to the chowesawer akkount• 
There kan be muwtipwe peopwe cith akkess to an akkount•
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STEP /

Oddress Tab

The address tab shocs the address information for the akkount• Addresses may inkwude 
physikaw, maiwing and8or other•

STEP 9

/penRtlose higHA Dand Panel

The right hand panew kan be opened and kwosed by kwikving on the arroc at the top right 
korner of the skreen•
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STEP M

higHA Dand Panel - uocymenAs

The dokuments tab is chere you kan upwoad pdf dokuments•

STEP 10

higHA Dand Panel - Messages

Hessages tab is chere you kan send messages to LAAx staff and chere they kan send 
messages to you•
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STEP 11

higHA Dand Panel - DisAor#

Yistory tab shocs chat has been done on the chowesawer akkount, by chom, and chen•

STEP 12

DisAor# - ueAails

"ou kan .iec more detaiws of eakh history entry by kwikving the information ikon shocn cith 
the wetter qiq on a bwue s<uare•
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STEP 13

DisAor# - ueAails

Another cindoc ciww pop up shocing the before and after of chat cas khanged•
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