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1. Once you are logged in your account, click on your Workbench tab. This will display the default
tiles. Click Customize to add, change, rename or remove tiles.
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New orders (0)

> Edit filter Last 31 days| [New

3. Select the type of document you will want to add to the tile by clicking on the + sign.
Orders and Invoices are the most commonly used. This will show documents of that type under all statuses.

2. To add a new tile, click on the + tile. This will pop up a window for you to select what type of
document you want to show on that specific tile.

Edit Workbench Cancel

You can add, delete, re-arrange tiles (using drag and drap) and set fiters on your workbench.
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w oede Changed orders Orders to invoice Rejected invoices Orders Invoices

Add tile

New orders @ + Items to confirm @ +
Changed orders @ + Items to ship +
Orders to invoice @ + Early payment offers @ +
Rejected invoices @ + Invoices pending payment @ +
Orders @ + Invoices pending approval & +
Invoices @ + Service sheets @ +
Remittances & + Orders with service line & +
Scheduled payments @ + Pinned documents @ +
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4. Your tile will populate under the Edit Workbench page, where you can rename it, as well as add,
delete, rename and re-arrange other tiles (using drag and drop =).
Click Apply to save your tiles and go back to your Workbench.
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5. Your Workbench will show the newly created tile. Click on Edit Filter to customize your tile filter options.

You can select a specific customer and date range for the documents you want to show on your tile.
Click Apply to save your changes.
A popup window will appear asking you to confirm you're the name of your tile.
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6. Once all changes have been completed, your Workbench and Tile will show your filer
customizations. You can edit your tiles and filters at any time.

Workbench
Orders (11)

> Editfiter | Save filt FIPST - Buyer - TEST| [Last 365 days
Order Number Customer
Example_Standard_POL1 FIPST - Buyer - TEST
Example_Standard_POLS FIPST - Buyer - TEST
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