Cancel, delete or remove a document

Use these instructions to delete, cancel or remove a document from a claim and/or

a party record.

Only business unit and team managers have system rights for removing a
document. The 'Remove Document' button is disabled for other users.

How to:

e Delete a document

e Quick steps
e Cancel a document

* Quick steps

e Remove a document

e Quick steps
e Remove a document linked to a task, a serious injury or purchase order document
e Remove a document without an associated contact

e Quick steps

e Tips

When a document is created from or uploaded into Eos, a contact associated with the document is
automatically created.

Documents are physically removed from Eos by removing the associated contact. The 'Remove
Contact' function is only available in a party record. Before removing a document associated with a
claim record, the relevant contact must be moved from the claim record to the party record so that the
contact can be removed. This ensures the automatic removal of the related document. Note that if
you create an incorrect document, you can delete it during the generation process. The 'Document
Properties' screen will be open.

Delete a document

Quick steps
1. Open party record and go to the Documents tab

2. Select the document. Click Properties



3. Click Delete
4. Click Yes
e Note: You can't delete a Bulk Print document
Step 1

Open the party record and go to the Documents tab. Select the document and click Properties to
open the 'Document Properties' screen.
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