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There are 6 steps to complete this task:

1. Open My Preferences.
Select Skyline & Main St. View Settings.
Check/uncheck the section(s) to display/hide.

For the displayed section(s), adjust available display options.

Press Save.
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Press Close.
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Customize Skyline View

Standard Guide

Step 1. Open My Preferences.

To open My Preferences, select Tools on the Menu Bar, then select My Preferences.

The My Preferences window will appear.

File Optiogsmulools | Help

Find My Files

System Management

My Preferences

Records Management‘
Global Reports

Personal Calendar

Group Calendar
U
U Time Accounting Entry
AS Timesheet Batch Entry

Step 2. Select Skyline & Main St. View Settings.
Select the box beside Skyline & Main St. View Settings located on the left side under

Skyline Settings.

My Preferences
Skyline Settings
Initial View
‘ Skyline & Main St. View Settings
’ Attorney Preference
Team Preference

Skyline Open Matter Field
Setting

Create logFile in user documents
folder

Other Settings

Set My Logon Password
Configure Email Account

Default Personal Template Path

Display Time Zone in
Assignment-Make Entry

Set calendar settings

Show my open matter
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Step 3. Check/uncheck the section(s) to display/hide.

There are six displayable sections. Place a check next to those to be displayed.

Display My Matters in Skyline & Main Street Display My Documents in Skyline & Main Street
“i‘ Display My Matters ‘ |¥| Display My Documents

Display count:| 100 5 Display count:| 100 -5
Display My Pending Approvals in Skyline & Main St Display My Emails in Skyline & Main Street
‘J Display My Pending Approvals || Display My Emails
Display count: 10 5 Display count: 10 5
Display My Calendars in Skyline 8 Main Street Display Parties on My Open Matters in Skyline & Main Street
‘_/ Display My Calendars || Display My Clients
Display count: 05 Display count: =
# Days in past: 0 L_| Primary Parties
— L Contacts
£ Days in future: (= || Witnesses
Module: =

Save Cancel

Step 4. For the displayed section(s), adjust available display options.
Each section has one or more display options available to further customize the view.

Display count is the maximum amount of matters that will appear in the section. The files
are sorted by date created or last modified.

Step 5. Press Save.

Press Save located at the bottom.

Save Cancel
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Step 6. Press Close.

Press Close located at the bottom-right of the My Preferences window.
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