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This guiding instruction shows you

how to customize your results table

view in proCure. Please click on the

'proCure' tile to get started.
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Here you can switch your view

between your Inbox and all

documents you've already replied to.
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This table offers you an overview

over all documents, their current

status and all information depending

on your filter bar settings.
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Here you can extract the information

of your results table below as an

excel sheet.
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Click here to open the view settings.
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Here you can see how many and

which columns you have selected to

show in your view.
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You can also find the columns by

typing them into this searchbar.
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To arrange columns differently you

need to click on the column name

first. Then use the arrows to move

your columns to the right (arrows

down) or to the left (arrows up).
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Click on 'Show Selected' to only view

your selected columns.
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Click on 'Sort' to change the order of

your results.
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Add a sorting criteria by choosing a

column and then choosing between

'Ascending' and 'Descending'.

Hint: You can only make the selection for

'Ascending/Descending' if you choose a sort

criteria.
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Click on 'x' or '+' to remove or add a

sorting criteria.
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Click on 'Filter' to filter your results.
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Click on '>'.
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Now you can decide whether to

include (show) or exclude (hide) the

results matching to your filters.

You can choose your filters, your

filter conditions and values. 

Hint: By clicking on '+' you can add more

fiilter criteria or delete them by clicking on

the 'x'.
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Click on 'Group'.
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Click here to choose a criteria you

want to group your documents by.

For example: Choosing the 'Document Type'

here will group all documents with same title

together.
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Now you can choose whether you

want to reset all settings to default

(Restore), save (OK) or cancel

them.
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Any changes you have made will now

be visible here.
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That's it!
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