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Approval process - Business Central: Add comments and 
documents

When you handle documents in the Business Central, you can add comments and documents. Let's have a 
look at how it works.

Select the action "Approval Entries" in the role 
center.

Start by selecting the document you want to process.
Today we will focus on the invoice from "Lewis Home 
Furniture".

Select the action "Document" at the top of the page.

Adding a comment to a document, awaiting your 
approval, is quite simple. Place the cursor in the field 
for "Approval Comments".

Select the action "New" in the ribbon.
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Adding a comment to a document, awaiting your 
approval, is quite simple. Place the cursor in the field 
for "Comment".

Type in a comment. Press "Enter" to save the 
comment.

Select "Back to return to the document.

In the "Approval Comments" your comment is 
shown.

Adding further documents during the approval 
process is an easy way to include important details 
like spreadsheets, contracts, and photos.
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To add any type of attachment, simply locate and 
select the document you want to add to the invoice. 
Hold the left mouse button and drag the file to the 
"Edit - Documents" page.

When hovering over the Documents area, release the 
left mouse button to attach the file to the invoice.
Besides dragging the attachments to the document in 
Business Central, you can also add documents by 
selecting the "+ Add" action placed just above the list 
of attachments. When selecting the "+ Add" action, 
you can easily browse through your documents using 
the File Explorer.

Select "Close" to return to the document.
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