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1. With the Team selected on the Manage Teams panel, select Actions.

Manage Teams

= oo
+ Add Team S = Details Members

Human Resources Tral... Authors and Reviewers with the HR Team.

Filters.

Members (2)

@ Barbara Ryan
(@ Bob Smith

All Teams
Teams Owned by Me
Teams I'm a Member of

Shared Teams
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2. Select Assignments.

Manage Teams

Tidu__ ¥ Description
Human Resources Tral... Authors and Reviewers with the HR Team.

+ Add Team

@ Barbara Ryan

Filte
aR (@ Bob Smith
All Teams

Details Members

Members (2)

Teams Owned by Me
Teams I'm a Member of

Shared Teams

Edit
Members
Email

Assignments

Delete

Actions | * | Close
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3.
Select For Review.

Team Assignments

Human Resources Training Team

What type of assignment would you like to work with? @

Pick one option

‘ For Review ‘ ‘ For Authoring ‘
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4.
You can choose individual Projects as well as Collections of Projects.

To assign the Team to a Project, select + Add Project.

Assign Reviewers

€ Back Detalls  Members

Collections Properties

i + Add Callection | Name: Human Resources Training Team

Description: Members of the HR content team.

Projects Ownership: Chris VW

H b Shared Team: No
i[ + Add a Project |
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5. You can use the search field and the filters to find a specific Project quickly. Choose the My
Creations filter.

Add Projects

‘ Search

All Projects.

My Favorites

Assigned to Me

Created by Users | Follow
Team Creations

Projects with Open Comments,

Custom
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6. Select Performance Management - Writing SMART Objectives.

Add Projects

‘ Search

< My Creations
]

| O B rerformance Management - Writing SMART Objectives
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7. Select Ok.

Add Projects

Search

< My Creations
O
B rerformance Management - Writing SWART Objectives (]

< Cancel
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8.
The assigned content is now displayed.

Selecting Ok will return you to the Manage Teams panel.

Assign Reviewers

£ Back Detalls  Members

Collections Properties

i+ Add Collection | Name: Human Resources Tralning Team

Description: Members of the HR content team,

Projects + Add Projects Ownership: Chris v

Shared Team: No
| w Directly Assigned Projects x ‘

(@ Find

Performance Management - Writing SMART Objectives
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