BRORMS

Changing View Settings
in Content Manager

There are many ways to adjust your view in Content Manager to make it easier to see additional details
and find what you are looking for. Here are four useful tips:

Tip #1: If you click on the BLUE ARROW ? next to a folder, it will expand the folder contents. If there is a
folder with no blue arrow, there are no records inside.
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Tip #2: Every time you double click on a folder, or when you run a new search, Content Manger opens the
search results as a new window. You can swap between all your windows by clicking on the tabs or
closing them individually by clicking on the xbutton.

Search for Search by
|9 Records | A [vla

9 Q Records - all - Filtered - & % E2 Records - containerDLRF/17/3 - 1 4 B8 Records - containerDLC/A17/T - 1 Q Records - all - Filtered - 500+ X

oy
T i L

CHAVES

. _CONSULTING\NC. .
Additional questions?

Contact ORMS Support:
1-888-354-2006
ormshelp@chavessupport.com



mailto:ormshelp@chavessupport.com

BRORMS

Changing View Settings
in Content Manager

Alternatively, if you want to view all your windows at once, you can click on the VIEW tab, then click on
the CASCADE option.
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From here, you can click on the RED E BUTTON to close each window.
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Tip #3: You can adjust column widths by hovering your cursor in between the column headings until your
cursor turns into 4 arrows. CLICK AND DRAG to resize as you see fit. You can also CLICK AND DRAG
column headings to rearrange them.
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Tip #4: You can choose to add the Classification Field to the VIEW PANE to see it at a quick glance.

Step 1. First, find a Classification Folder @l and CLICK ON IT ONCE. » sl [sl{s}F/i
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You will now see the Classification Details in the VIEW PANE when you click on a Classification Folder.
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