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PEER Support Services 

How to Create “Files to be Signed Off by Me” as a Personal View  
 
Start by going into your File Info Center (designated as the clipboard on the top left side of the page of 
widgets).  Go to the settings icon on the top left side of the page to create a Personal View and click the 
down arrow: 
 

 
 
Click Create and a dialogue box will appear; all 3 tabs (Settings, Filters, Columns) must be completed. 
Start with tab 1, Settings and set up as indicated:  
 

 



 
 
 

2 
 

PEER Support Services 

 
Move to Filters tab and set up as indicated: 
 

 
 
 
 
Scroll all the way down to the Additional Filters and type in “signed off” and click on it: 

 
 
Go to Select Operator, and scroll almost all the way to the bottom to put in “is empty”: 
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The Value field will then disappear:  
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Move to the Columns tab before you Save; you can delete(by clicking on the little trash can) the File ID 
(it’s already there in the highlighted tab, meaning you can’t delete it) and the File Name because that is 
simply another manner to get to the file in one single click, just like the File ID so it’s not needed.  
 
To sort by Event Date move it over to the right side. Click the box and then the arrow to the left to move 
it over. Fields listed on the right will be displayed in your new view. The fields you move the to left will 
be used to sort.  
 
Click Save and the view is now complete. Files will come out of the View once you have signed off on 
them. 
 

 
 
 
 


