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The Documents section in Osprey is customisable and will allow you to rearrange.

Add and Remove Columns
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You can tap any column heading to sort Documents either ascending or descending.

DETAILS CREATED C
Mew Deal Room Document 23,/09/2
Cheque Requisition Slip - Fee Earner Bill 17/09/2
Bill 2 for Aging 16/09/2
Bill for Aging 1 16/09/20
WIP Limit Test 365 Add-in 02/09/20
Outlook imported e-mail 02/09/20
Client BO0O002 data csv 01/09/20
Mew Document 13/08/20
PN

It is also possible to drag the columns around if you wish to reorder them. Simply hold down the left
mouse button while hovering over a column heading and drag and drop the column to where you would
like it to appear.

The following table shows all the columns available



Favorite

Type

Ref Number

Client No

Client Surname

Matter No

Matter Description

Retention Period

Details

Created Date

Processed Date

Created By

Custom Type

Last Modified Date

Last Modified By

Size

Web Enabled

Checked Qut Date

Checked Out By

Checked Out Comment

Is Checked Out

External Checked Out Date

External Checked Out By

External Checked Out Comment

Is External Checked Out

Email From

Email To

Emall Ce

Email Boe

Email Subject

Email Body

Email Date

Is Email Attachment

Journal Subject

Journal Body

Journal Entry Type

Journal Company

Journal Duration

Is Journal Attachment

Rearranging the Column Order
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Click the Column Heading and slide it to the desired position



Resizing The Columns

To resize the Columns use the horizontal arrows to adjust them to the size that you Require. These
settings will then save for when you next log into the app.
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