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List 
Step Action 
1.  Navigate to and select the List Tab. 

 
 
 

 
2.  Select the Site you want to work in (Core Lab for this example). 
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3.  The List Tab shows all the Lists that have been created for this 
License Site. 
 
The Search Fields allow you to search by List ID, List Name, Type, or 
Department. 
 
This feature makes a long list very manageable. 
 
 
 
 

 
4.  If you want to search by Type, type in Policy and select Search. 

 

 
5.  Now you will only see the Policies for the Core Lab License Site. 

 
You may Edit a Policy or View the Version History by selecting Edit.  
 
Follow the same procedure to search by List ID, List Name, or 
Department. 
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6.  You may also see the List by selecting the List Builder color bar 
from the License Site Tab. 

 
7.  The Filter allows you to filter the Lists in the table by a specific type 

or by Show All List Types.   

 
8.  To see all the Inspections, select Inspection by using the drop-down 

menu. 
 
 
 

 
 


