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How to add a Widget (Collablly 2.0)
This guide will take you through the step-by-step process of adding a widget to your
Collablly dashboard. Widgets allow you to create custom filters for PO lines and
provide a snapshot of the data that is relevant to you. Please note that widgets are
only viewable by the user who created them.

1 "Welcome to the 'How to Add a Widget' user guide. This guide will walk you
through the process of creating a widget and explain its related features.

To begin, open your web browser and navigate to mammoth.collablly.com to
access the Collablly portal. Once logged in, you will be taken to the Dashboard.
Please note that widgets are only viewable by the user who created them."

http://mammoth.collablly.com
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2 On the Dashboard, look to the bottom right of the screen where you'll find a blue
"+" icon. Click on it to proceed.
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3 Enter a title for the widget that you would like to assign.
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4 Next, select a supplier from the "Supplier" drop-down menu for whom you wish
to create the widget
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5 Enter the number of days in the Due Within (days) field. This tells the system how
many days ahead to check from today. For example, if you enter 10, the system
will show all PO-lines due within the next 10 days.
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6 After entering the "Due Within (days)" value, click on the "Purchase Order"
drop-down menu "select from list". This action may take a few seconds to
generate the list of all applicable PO-lines.
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7 By default, all generated PO-lines are selected. If you wish to exclude any
PO-line, simply click the checkbox next to the PO-line numbers to de-select them.
You also have a search field to easily look up specific PO-line numbers.
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8 You can uncheck the box next to "All" to de-select all PO-lines, and then manually
select the PO-lines you would like to include in the list.



Made with Scribe - https://scribehow.com 9

9 Here is an example where all generated PO-lines have been de-selected. You can
now manually select the PO-lines you wish to include.
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10 Here is how the manually selected PO-lines will appear once you have chosen
them.
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11 For this guide, we are selecting the "All" checkbox to select all PO-lines.
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12 Once you have made your desired PO-line(s) selection, the drop-down menu will
display the total number of PO-line(s) selected. Please click on the drop-down
menu again to close the list.
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13 Once the PO-line list is closed, you have the option to add a description, if desired.
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14 Please review the details, and then click "Add" to create the widget
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15 Once the widget is successfully created, you will see it on your dashboard with the
"Title," "Description," "Supplier," and "date due by."

16 If you notice an error and would like to correct it, simply click on the Edit icon to
reopen the widget dialog box. You can make the necessary changes and click
"Save" to update the widget.



Made with Scribe - https://scribehow.com 16

17 and for any reason you wish to delete the widget tile please click the "delete" icon.
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18 To view and communicate on the selected PO-lines, simply click on the Widget Tile.

19 At the top left, you’ll see the widget name. This helps you know which PO-lines
belong to that specific widget. Below, you’ll find a grid showing all PO-lines
included when the widget was created. From this view, you can start
communication for one or multiple PO-lines.

This concludes the Collablly 2.0 Widget Tutorial.


