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Create, Edit, or Delete A View

Create a View

1. Inthe Select a View menu, below the Tools heading, select Create.
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2. Inthe Create View menu, select what type of information you would like in your view and

hit Create.
Create View Cancel
D Browse view displaying basic information about
the page such Page Name and Page URL
Content
Q Browse view displaying information about the
page ratings such as the average rating, number
Ratings of ratings or number of comments
|||I| Browse view displaying aggregated display
statistics such as views in the last week, month,
Display Statistics ~ or year.
@ Browse view displaying information about the
5 time to process the item on the server
Load Times
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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.

Create View Cancel Go Back
Name
n New View ‘
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Fields
Available Values Selected Values
Workstation Name URL Aliases
End Date
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Start Date l
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'tﬂbo

Properties -- Sorting

Display Order

Sort Date

Last Published ]

Properties -- Search Engine

Page Title

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. Inthe Select A View menu select Edit from the Tools section.
2. Select Global or Personal views from the left menu.
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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.
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