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Accessing & Using Index Views 13 Steps

STEP 1

To access an Index view, select CRM > [Object Name]
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STEP 2

The index view is the table (or Kanban) report that appears when the object 
first loads. This view is specific to the records within this object.

STEP 3

You can navigate to different reports within the index views using the tabs at
 the top of the view.
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STEP 4

To add a report to your selection of tabs, select "+Add View (#/50)" on the 
right side of the screen.

STEP 5

Select the view you would like to see in the dropdown menu. We can add new
 views to the Admin Promoted section based on your feedback.
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STEP 6

To remove a tab from the list, you can hit the "X" button on the tab. The tab 
will be selectable again in the "Add View" dropdown once removed.

STEP 7

To get a list of all available views, select 'All Views' on the right side of the 
screen.
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STEP 8

When looking at a view, you can add additional filters to the report by using 
the Quick Filter options above the columns.

STEP 9

If the filter option you're looking for is not available as a Quick Filter, use the
 "Advanced Filters" option to add more complex additional logic.
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STEP 10

In Advanced filters, you can and "And" and "Or" conditions using any available
 property in the object.

STEP 11

You can filter the Pipeline of the record using the dropdown above the Search
 bar (i.e. Optimization Projects vs. On-Boarding Projects)
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STEP 12

In addition to the traditional "Table Report" style that is the default for most
 index views, you can switch any report to be seen in a "Kanban" or "Board"
 view.
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STEP 13

This view shows you filtered records in a card/column view. Records can 
be dragged between columns when necessary. This type of view is best for 
records that are undergoing a linear process and are filtered to a small subset 
(i.e. On-Boarding Projects or Change Request Tickets)

 Creating New Views 14 Steps
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STEP 14

To create a new view, select the "Add View" dropdown

STEP 15

Select "Create New View" in the bottom left of the dropdown
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STEP 16

You will be prompted to name your view and to determine the access level.
 You can make the view public to everyone, private to you, or only accessible
 to certain teams.

STEP 17

Click Confirm to create your view
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STEP 18

The next step is to setup the filters for your view. It is advised you do this 
through the "Advanced Filters" where you have access to more powerful 
filtering tools.

STEP 19

Click on 'Edit columns' in the top right to organize the data you see in the
 report.
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STEP 20

You can remove default columns using the "X" button

STEP 21

You can add new columns by selecting the property from the checklist on the
 left side of the menu.
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STEP 22

The column you just selected will slot into the bottom of the list. You can drag
 and drop this column anywhere in the list or select "Move to Top".

STEP 23

You can freeze columns in the report using the Frozen Columns dropdown
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STEP 24

The top columns will become frozen, allowing them to always be visible as you
 scroll horizontally across the report.

STEP 25

Click on Apply to finish your column customization
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STEP 26

IMPORTANT: When adding filters or columns, it is very important to always
 save your edits using the "Save" icon in the top right. Any unsaved changes
 will revert when you leave the page.
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STEP 27

To access other objects, you can go back to "CRM > [Object Name]" or you can
 select the Object Name just below the search bar. This dropdown will show
 you other object options you can navigate to.
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Never miss a step again. Visit Tango.ai
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