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Change your User Settings 

1. From the application home page, click on the drop-down menu under your username and
select User Setting

2. The list of User Settings will appear.  Click on the blue arrow in front of any category to see
the options.
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Option Menu Category 
Thumbnails Document View 
PDF viewing options Document View 
Index Panel Indexing:  Show Index View 
Scanner Import:  Enable Scanning 

3. Many options simply have a check box to turn the option on or off.

4. Change the settings as you wish and click Save.


	BDMS User GuideHR-EC_ELR-Rev1 88
	BDMS User GuideHR-EC_ELR-Rev1 89



