How to Move an AvidXchange file from ComputerEase Cloud to a Local Drive

Note — The user will need to have permission to “Access Data” in order to perform this task

1. From the main ComputerEase Cloud page, open Access Data.
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2. Two File Explorer windows will appear. From within one of the File Explorer windows, browse to
CEDATA (X:)\ Data\ avidxchange
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v Computer v CEDATA (X:) v CEDATA + CEDummy ~ + (&3 [ Search CEDummy
Organize ~  Includeinlibrary =  Sharewith ~  New folder =~ 1 @
9 Favorites Name | Dste modifiea | Type ES | =
B Desktop 1 celive /2012017505 PM File folder
18 Downloads 1| data ¢ 5/12/20171200PM  File folder
1! Documentsfon 5/12/20171205PM  File folder |
& Libraries 1 figlet 4/20/2017 404 PM File folder
1! gdiplus 4/20/2017 404 PM File folder
1% Computer J. netcopy 7/20/2017 5:05 PM  File folder
&2 G5 (WClient) (P:) ) odbe 7/20/2017 505 PM File folder
- CEDATAGX) |, patches 7/20/2017505 PM File folder
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~
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900 37720017 14 PM File folder
1492 5/10/2017 %:07 AM  Filefolder

4 5/23/2017 9:06 AM File folder
avidxchange @ 5/25/2017 4:52 PM File folder

3. Inthe avidxchange folder, copy the APN file(s) you need to process.

~ Mame Date modified Type Size

& APN_fc048735.xml 5/25/2017 452 PM XML File 1KB



4. From the File Explorer window, browse to C$(\\CLient) to access your local drive or browse to a
network location that AvidXchange has access to. Create a folder (we suggest calling it
AvidXchange) and paste the copied file(s) from step 3.
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CE DEV 10/15/201510:41 ...~ File folder
=18 Computer CE Payroll 6/28/201712:34 PM  Filefolder
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5. Have the customer contact AvidXchange and ask them to point AvidXchange at the folder you
have created on the local or network drive.
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