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Create, Edit, or Delete A View 

Create a View 
1. In the Select a View menu, below the Tools heading, select Create. 

 

2. In the Create View menu, select what type of information you would like in your view and 

hit Create. 
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3. Name your view (1), and (2) select if it is global – available for all users in the 

workstation – or personal – for only your user. 

 

4. Select what information you would like displayed from the Available Values column and 

move those values over to Selected Values using the arrow buttons (3). To remove a 

value, select it from the Selected Values column and move using the back arrow button. 

5. Hit Done to save. 
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Edit or Delete a View 
1. In the Select A View menu select Edit from the Tools section. 

2. Select Global or Personal views from the left menu. 

 

3. To delete a view, hit the trash icon to the right of the view name. 

4. To edit, hit the pencil icon. The Edit View screen will pop up and you can add or delete 

values, rename the view, or switch it between personal and global. Hit done to save. 

 


