BASWARE Out of Office  Guide
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Select My Settings





In Substitute box click icon to select the name of the person who will action the invoices in your absence





Type in the name of the person who will action the invoices in your absence





Select the name





Select date range 


Click save





[Type a quote from the document or the summary of an interesting point. You can position the text box anywhere in the document. Use the Drawing Tools tab to change the formatting of the pull quote text box.]









