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Job Aid: Customize My Tabs 
Step Description  
1 Select the plus (+) sign: 

 
 
This will open up the following window with All Tabs: 

 
2 1. Select Customize My Tabs 

 
This will open up the following window: 

 
 
 

2. From the Customize My Tabs window, select the tabs you want to appear on your 
display from the Available Tabs. (For example: Review Levels) 
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Step Description  
3. Then select Add  
4. The Tab will move from Available Tabs to appear under Selected Tabs  
5. Select the Save button to Save. The selected tab will now appear on your display. 

Cancel will cancel your choice.  
 

 

 
 

 

 

 

 

 


