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Your Starred Event Searches Widget
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Shows event searches you have starred. To save event searches, type in a search
term to the events field in the Quick Search Widget and click “Save As” in the
results page. Give that search a name. This widget will allow you to quickly access
a category of events that you often search for. Unstar any favorites you want to
remove from this section by clicking on the star.

Your Starred Events Widgets
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Shows events you have starred. To star events, open the desired event and click

on the star next to its name at the top of the page. Use the edit o icon to edit the
event. Unstar any favorites you want to remove from this section by clicking on the
star.
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Your Starred Location Searches Widget

Shows location searches
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Your Starred Resource Searches Widget

Shows resource searches you have starred. To star resource searches, type in a
search term to the resource field in the Quick Search Widget and click “Save As” in
the results page. Give that search a name. This widget will allow you to quickly
access a category of resources that you often search for. Unstar any favorites you
want to remove from this section by clicking on the star.

Your Starred Resources Widget

Shows resources you have starred. To star resources, open the desired resource

and click on the star next to its name at the top of the page. Use the create icon
to create an event using this resource. Unstar any favorites you want to remove
from this section by clicking on the star. Click on the resource to see its availability.

Your Starred Reports Widget

Shows
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Customizing Your Home Dashboard View
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Changing Placement of Widgets
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As you hover your mouse over the title of a widget, the mouse cursor will change to

a crosshair icon ‘%' . Click on the title of an element to move it. Drag the box to the

desired position, then release it. Available spaces will be highlighted when you
move a widget close to them.

If you are finished moving elements, use the Done button to close the
customization controls.
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Add or Remove Widgets

Drag an elemant from the dashboard to this area to hide it from view, To reposition or hide the A
Criate an Event box, first hover over the icon until the cursor changes. DOrag a hidden elemant
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You can drag ‘elements |nto or out of the customization control area.

You can remove a widget from your dashboard by clicking its title and dragging it
into the shaded customization control area that shows up at the top of the page
when you click on the Customize Dashboard button at the bottom-right of the page.
To add them back to your dashboard, simply drag any element to restore it.
Outlines will appear as you drag the element over available spaces.

If you are finished moving elements, use the Done button to close the
customization controls.
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