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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’. 

 

 
 

2. On the dropdown menu, select ‘Add Content’. 
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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.) 

 

 
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          button to close dropdown menu.  

 

 

 

 

 

 

 

 

 

 
 

 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.   

 

 
 

 

 

 

 


