	Vertex Systems 
Customization—Navigation Pane
	[image: ]



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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To customize the ribbon, right click on the blank area to the right of the last group and select CUSTOMIZE RIBBON or click on the back office icon in the upper left of the screen as shown below

                                                [image: ] Back Office


Then select CUSTOMIZE and then CUSTOMIZE NAVIGATION PANE as show below.
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A pop up box like the one shown below appears.
[image: ]
Adding, Deleting, and Moving Groups and Lists
To add a group:
In Customize Navigation Pane window, choose New as shown below
[image: ] 
Then a pop up window appears as shown below
[image: ]
Select an icon for the new group and name it. One example for this would be, if a user wanted to create their own group that consists only the list items they are responsible for.
To Delete a group:
In Customize Navigation Pane window, choose Remove as shown below
[image: ]
Note: The Home group cannot be removed. 
To Move a group:
In Customize Navigation Pane window, choose Move Up/Move Down as shown below
[image: ]
Note: The Home group is always the first group and Departments is always the last group. 










To Add items to the list section: 
In Customize Navigation Pane window, choose Add as shown below
[image: ]
A pop up window appears as shown below, select the required list to add to the navigation pane.
[image: ]
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:
In Customize Navigation Pane window, choose Remove as shown below
[image: ]
To Move a list item:
In Customize Navigation Pane window, choose Move as shown below
[image: ] 
Saving a Filter:
Click on the down arrow, and choose Save View As.. as shown below
[image: ]
Then a pop up window appears, enter the name of the filtered view and also select the group to save the view, as shown below.
[image: ]Name the filtered view
Select the Group to save the view to.

Click on Yes to save the name of the filtered view.
[image: ]



Removing a Saved Filter:
In Customize Navigation Pane window, choose Remove as shown below
[image: ]
[bookmark: _GoBack]Note: Once clicked on Remove, the system does not ask for the confirmation to delete the saved filter.
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