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View Pending Approvals

There are 5 steps to complete this task:
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Open My Preferences.

Select Skyline & Main St. View Settings.

Check Display My Pending Approvals.

Press Save.
Press Close.
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View Pending Approvals

Standard Guide

Step 1. Open My Preferences.

On the Menu Bar, select Tools and then select My Preferences.
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Step 2. Select Skyline & Main St. View Settings.

In the My Preferences window under Skyline Settings, select the box to the left of

Skyline & Main St. View Settings.

My Preferences
Skyline Settings

Initial View

Other Settings

‘ | Skyline & Main St. View Settings

Attorney Preference

Team Preference

Skyline Open Matter Field
Setting

Create logFile in user documents
folder

Set My Logon Password
Configure Email Account

Default Personal Template Path

Display Time Zone in
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Set calendar settings
Show my open matter

Outlook Calendar Sync Options

Show my time on calendar
Default Email Body Text

Pre-Defined Text

Close
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Step 3. Check Display My Pending Approvals.

Place a check in the box to the left of Display My Pending Approvals. Display count
limits the number of Pending Approvals that will be displayed in each view.

Display My Matters in Skyline & Main Street Display My Documents in Skyline & Main Street
|| Display My Matters [¥] Display My Documents
Display count: 50 = Display count:| 100 -5

Display My Emails in Skyline & Main Street
|¥] Display My Emails

Display My Pending Approvals in Skyline & Main Street
|Z| Display My Pending Approvals

-

Display count: 10 5

-

Display count: 10 <5

Display Parties on My Open Matters in Skyline & Main Street

|| Display My Calendars || Display My Clients
Display count: 25 15 Display count: =
# Days in past: 2 || Primary Parties
L_| Contacts
# Days in future: 45 : || Witnesses
Module: =

Save Cancel

Step 4. Press Save.

Press the Save button located at the bottom of the window.

Display My Matters in Skyline & Main Street Display My Documents in Skyline & Main Street
|| Display My Matters || Display My Documents
Display count: 50 o Display count:| 100 5

Display My Pending Approvals in Skyline & Main Street - - Display My Emails in Skyline & Main Street

|Z| Display My Pending Approvals \¥| Display My Emails

Display count: 10 5 Display count: 10 5
Display My Calendars in Skyline & Main Street Display Parties on My Open Matters in Skyline & Main Street
|| Display My Calendars || Display My Clients

Display count: 25 : Display count: 10 :

# Days in past: = | Primary Parties

< L_J Contacts
# Days in future: 45 5 || Witnesses
Module: =

‘ Save Cancel
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Step 5. Press Close.

Press the Close button located at the bottom-right corner of the My Preferences window.
The default view will display. If the default view is Skyline, My Pending Approvals will

appear in the grid.
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Fie Optiors Tools Help

N LT X PYE

™ €o0002 ABC Senvices 1252000 PW

PR PR13-0001 Doe, John 1/25/2019 SAB
As 1900001 John Doe vs City Dog Pound 1/16/2019  PD SAB
™ 00002 Test Contract with ABC Company for B 10/4/2018  PD sMa
AS 1800003 DCR1 8312018  PW SAB
u 18-0003 Complaint 1 8312018 PW SAB

]

Test Document 6/18/2018 25549 PM | PD
TEST Test Document 2 6/18/2018 25549 PM| PD doox
TesT Template Test 4/6/2017 93T:59PM | PD doox

Stratmare v. City of B From Cycom TESTBED: 18-0001 ¢ 7/30/2018 G:26:24 M PW

18-0001

18-0001

160057 Test2 From Cycom TESTBED: 16-0057 " 6/19/2018 520:10AM  PW. 16-0057  Jones Bob . City of F PreAuthorization Test 5/13/2019 1:58:27 PM
160057 Test From Cycom Suppart CR17-002) 5/17/2017 12:26:01 PM PW.

CRI6-0062  Testnew assignment From Cycom TESTBED: CRIG-00¢ 4/6/2017 934:11PM  PWPW OPS

0 [ [ 3

-

Stratmore v. City of 8 Prauthorization Tast

5/13/2019 1:55:42 PM

If the default view is Main St., My Pending Approvals will appear as a selectable tab at

the top.
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Fie Options Tools Help

B) oocumens

2J My Open Matters

Logout

5/13/2019 1:55:42 PM
5/13/2019 1:5927 PM

18-0001
16-0057

Stratmore v. City of B PreAuthorization Test

Jones, Bob v. City of | PreAuthorization Test

File = 18-0001
Matter Title Stratmore v. City of Berea
Title PreAuthorization Test

Added on 5/13/2019 1:55:42 PM
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