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Job Aid: Customize My Tabs

Step Description

1 Select the plus (+) sign:

Search... Search

| Home Reviews Landing Page Contacts Error Corrections  +

This will open up the following window with All Tabs:
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All Tabs s o i Eage
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2 1. Select Customize My Tabs

Add Tabs to Your Default Display

This will open up the following window:
Customize My Tabs

Choose the tabs that will display in each of your apps

Custom App:

[ ams &

Tabs Selected Tabs
About Mass Update and Mas Home (default)
Accounts ~ Reviews Landing Page
Badges Adg | Contacts
E] Error Corrections

Ui
Badges Received v

Chatter
Claims E] E]
Dashboards Remove Down
Documents

Drawloop Admin

Drawloop Component Group s
Drawloop Components

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.

Customize My Tabs

Choose the tabs that will display in each of your apps.

Custom App:
| ams ]
Available Tabs Selected Tabs

Profile Overview @ Home (default)
Q&A ~ Reviews Landing Page
Quality Questions ada | Contacts Up
Questions Error Corrections
Recognition () (2]
Report Builder E] B
Reports Remove Down
Review Routing Rules
Review Status
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