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26.12. How to access Temp folder

Introduction

mSupply uses the operating system to store generated reports and prints out like excel and PDF
documents. They may be instances where viewing the temp folder is required. There are various way
to navigate to the temp folder.

Using mSupply

View any customer or supplier invoice. Pretend you want to print the invoice. As shown below choose
to view the PDF file on disk.

Once the report or print out is generated you will be shown the option to view the file. Choose Show
me as shown below. You will be shown the file inside the temp folder location.

The Smart Geek Way

This guide is for windows. On your computer desktop hold down the “Window Key” and click the “R”
key. A window such as below will be displayed. This is known as the Run window.
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We want to open the %temp% folder so type as shown and click OK to run. You will then be displayed
the Temp window as shown in the image below.

The folder “mSupply” should contain all the files that mSupply will generate.
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