How to Edit Your Project View

DreamTeam users have the ability to dictate which projects are contained in their project view. The
project view is a list of projects that is accessible by clicking on the drop down menu located directly
under the More Apps menu.

By clicking on the Project drop down menu, the user is presented with three options to choose from
when creating their project view. These three options include:

1. Select Projects
2. Filter Projects
3. All Projects

The three sections below describe the three options listed above in detail.

1. Select Projects
The first option is Select Projects. This option enables users to select specific projects and add them to
their project view. To use this option simply:

Step 1: Click on the drop down menu and choose the Select Projects command.
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Step 2: Once selected, the Select Projects dialog box will appear. Here the user can search for a
specific project using the following search options from the Search for Projects drop down
menu.
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Once the user has selected the desired search option, then simply type the name of the project

in the search box and click the Search button. The results of the search will appear in the Found
Projects box.

Step 3: To add a project to your project view, simply select the project from the Found Projects
box and then click the green arrow to move it over to the Selected Projects box and click the
Select button. The selected project will then appear in the project view drop down menu.
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To remove a project from your project view, simply select the project from the Selected Projects

box and click the blue arrow to move it over to the Found Projects box and then click the Select
button.

2. Filter Projects

The second option is Filter Projects. This option enables users to filter for specific projects or project
related information using the Filter Project command. To access this option simply:

Step 1: Select the Filter Projects command from the drop down menu.
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Step 2: Once selected, the Filter Projects screen will appear where users can enter their filter
criteria and then click the Filter button.
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3. All Projects

The third and final option is All Projects. This option enables users to add all of their projects to their
Project View.
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Once selected, all of the Projects in your Org will be added to the Selected Projects box.
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