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Create and View Collections

Creating a collection offers a helpful tool to organize 
records.  Collections allow the account holder to 
organize multiple records into a group with each 
collection acting like a project folder.

Create a Collection 
1)	 Log in to the portal.

2)	 Select Search and select My Records from the left-
hand menu. 

 

3)	 Select the record(s) to be included in the collection 
by selecting the checkbox next to the record(s) and 
select Add to collection. 

 

4)	 Enter the collection Name and select Add.  The 
system will create the new collection with the 
selected records. 

 

Add to Existing Collection
1)	 Select Search and select My Records from the left-

hand menu. 

 

2)	 Select the record(s) to be included in the collection 
by selecting the checkbox next to the record(s) and 
select Add to collection. 

 

3)	 Select the existing collection name from the Add to 
Existing Collection drop-down list, and select Add. 

 

View a Collection
1)	 Select Collections from the top right-hand menu. 
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Delete a Collection
1)	 To delete a collection, select Collections from the 

top right-hand menu. 

 

2)	 Select Delete on the line of the collection to be 
deleted. 

 

3)	 Select OK to confirm the deletion. 

 

Rename Collection
1)	 To rename a collection, select Collections from the 

top right-hand menu. 

 

2)	 Select the Name column of the column of the 
collection to be renamed.

3)	 Select Rename Collection. 

 

4)	 Enter the new name and select Change. 

 




