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The Navigation Pane
The navigation pane is the menu set located on the left side of the page.  The default menu set will be based on the role assigned to the user. Each user can modify the navigation pane to add, delete, or move groups, lists, and filters. 
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Deleting, Adding, and Moving Groups and Lists
To add a group:
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Select an icon for the new group and name it. One example of this would be if a user wanted to create their own group that consisted of only the list items they are responsible for. 




To delete a group:
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Note: The Home group cannot be removed. 
To move a group:
[image: ]
Note: The Home group is always the first group and Departments is always the last group. 



To add items to the list section: 
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Click on the department that contains the action to be added. Then click on the group that contains the actions. Finally, click on the action and then click on OK. 




To delete a list item:
[image: ]
To move a list item:
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Saving a Filter
[image: ]
[image: ]Name the filtered view
Select the Group to save the view to.
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