Adding a new window to your eMall Home screen for easy eForm Access

1. Click the down arrow in the top right corner adjacent to ‘Configure Tabs’.
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PR7015063  4/25/2016 Composing  Kemper Test on behalf of Regina Taylor-98 line items $47,999.16000 USD
=
el Manage PR7005784 4/19/2016 Composing  Copy of Council For Environmental E4-KNS 4/18/16-5. Gilley-40101-807 $13,464.75000 USD
Administrator PR6991270 4/11/2016 Composing  Contract # edit $12,000.00000 USD
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) PRE992005  4/11/2016 Composing  compare PR to DOC PR 7015063 $2,952.13000 USD
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PRE935535  3/7/2016 Composing  test test test -$340.00000 USD
£ 3/2/2016 Composing  Copy of Chesapeake Controls - CBH S127 Lab Mods $31,487.01000 USD
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2. On the dropdown menu, select ‘Add Content’
. p , .

Home | Help ™ T Togout
. [ My Orders/My UPs My Approvals My Quick Quote Reg's Welcome Kemper, Gail

Create Search Manage Recent Preferences

Return to Portal \__| Configure Tabs e Refresh Content

' —' -
‘Common Actions Do Add Content

jin) Date + From Status Title Edit Properti
i Create
. . Delete Tab
| | DPs-Exas3s 3/11/2016 Kemper, Gail Submitted EVALADMIN - Quick Quote =
Requisition Tab Set Options.
1)
Buysense Profile sl =TED
Compare Your Tabs to Default Settings.
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PR7015063  4/25/2016 Composing  Kemper Test on behalf of Regina Taylor-39 line items $47,553.16000 USD
Manage PR7005784  4/19/2016 Composing  Copy of Council For Environmental Ed-KNS 4/18/16-S. Gilley-40101-807 $13,464.75000 USD
Administrator PRE991270  4/11/2016 Composing  Contract # edit $12,000.00000 USD
Reports
. PRE992005  4/11/2016 Composing  compare PR to DOC PR 7015063 $2,952.15000 USD
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PRE93SS35  3/7/2016 Composing  test test test -$340.00000 USD
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¥| PR7005784 Copy of Council For Environmental Ed-KNS 4/18/16-5. Gilley-40101-807 4/19/2016 Compesing
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3. When the below dropdown menu appears, click ‘Access Eforms’ and DRAG the selection to
the desired location on your screen. (As you attempt to drag, you will notice visible dotted
lines for possible locations. This new window might prove most helpful on left side of
screen, where other quick selections reside.)
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PR7015063  4/25/2016 Composing  Kemper Test on behalf of Regina Taylor-33 line items , [ Add this portlet to access authorised Eform;
== 7
e/ Manage PR7005784 4/19/2016 Composing  Copy of Council For Environmental Ed-KNS 4/18/16-S. Gilley—ﬁwﬁsc) $13,464.75000 USD
Administrator PRG6391270  4/11/2016 Composing  Contract £ edit 7 $12,000.00000 USD
Reports . 7
PR6992905  4/11/2016 Composing  compare PR to DOC PR 7015063 $2,952.19000 USD
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PR6935535 3/7/2016 Composing  test test test 7 -§340.00000 USD
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. P 2/11/2016 o non collah nrod ACP test e 4840320000 LS.
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Note: Unlike other windows, eForms in progress or completed do not appear here; it’s
simply for providing quick access to your eForms for initial creation; similar to the
‘Common Actions’ window.
4. Click the k=¢lputton to close dropdown menu.
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If an attempt to drag directly from the drop-down menu was unsuccessful, but the item was selected,
it will appear at the BOTTOM of your screen. See next page.
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Move the window to the desired location.
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Place your cursor on the blue title
bar until you see the crosshair
cursor. Hold your mouse key and
drag the window to your desired
location.
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