View NEAR Hold Files

Welcome to the WebITOMS online training tutorial. This tutorial will explain the steps on how to view NEAR Hold Files for a specific order.

Click “My Orders” under My Options on the left hand side of the page.

Select the check box next to the Order ID, then run your mouse across Flat Files at the top of the page, and select the View link.

If you have access to multiple regions, you will need to select a region from the drop down menu, and click Retrieve.  If you know the ACT number you are specifically looking for, you may enter it in the Act Number box, and click Go.

You may then select which Flat Files you would like to view (Acorn, PO, Receiving, Billing, Expense Accruals, Income Accruals, Adjustment Accruals).

This concludes the tutorial on how to view NEAR Hold Files for a specific order.

