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The following guide will demonstrate how to create a custom approval dashboard in TEAMS. 
 

1. On the Main TEAMS page, click the + to add a new Dashboard tab. 
 

 
2. (a) In the Configure box, enter a title (not required), select Workflow, then choose Summary. Click Ok. 

 

 
A “container” will appear that lists all pending approvals. Click the entry point to view all of the 
items pending approval 
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2. (b) Another option is to choose an Individual workflow type, rather than Summary. 
 

 
Select the desired workflow, then select OK. This action will need to be repeated for each 
workflow where approvals are needed. 

 

 
Container size can be adjusted by selecting the arrow in the lower left corner (red circle above). 
Additional modifications to the container can be made by selecting the three lines in the top right 
corner. 
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A Dashboard can be renamed by double-clicking the title. 
 

 

If it is preferable to have this custom dashboard become the default TEAMS page, this can be 
done by selecting the Configure Dashboard icon in the top left corner of the dashboard. 

 

 

 

Additional options are available to build various custom Dashboards. 


