My Views - EBM 1Q

“My Views” allows you to create custom reports based on criteria you specify.
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To create a new view click on the “+ New View” option in the right upper corner.
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Give your view a name.

While creating your view you will need to ensure you have selected at least one highlighted filter.
There are multiple highlighted filters available in different categories, pick the one that is most
meaning full for your data.

There are many additional filter options available to add to your query (aka report).
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Once you have selected filter details then you will need to add your “Display Info”. This is where you
add the columns you would like to see in your report.
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Select and reorder the columns that will be seen on this view.
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The “Create” button will turn green and becomes clickable once you have at least one highlighted
filter option selected and have at least one column added.

Once views are created or shared, favorite or most used views can be pinned for quick access.
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