Retrieving or Re-Activating an Archived File








1. Log In to ProWorks



2. Scroll down to the bottom of the main dashboard page and select View All
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3. Enter the Street Name attached to the file
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4. Select to View the transaction

[image: ]

5. Within the transaction dashboard, scroll to the bottom of the page and select to Unarchive Transaction
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[bookmark: _GoBack]This will place the transaction back into the Existing Transactions block of the ProWorks Dashboard
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