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1. 

 
Click to open the Control Panel. 

 

 
2. 

 
In the menu, select the Controller 
Review board. 
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3. 

 
To access the feature menu, on 
the right, click the ellipsis. 

 

 
4. 

 
In the menu, click Settings. 

 

 
5. 

 
As appropriate, choose to Disable 
or Enable Controller. 

Note: This determines whether 
there will be an additional approval 
or review step before records are 
posted from the Activity Log to the 
Significant Events. 
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6. 

 
Enter the number of  Hours (after 
which significant event records will 
automatically be filtered out). 

 

 
7. 

 
At the bottom, click SAVE. 

 

 
8 

 
To review, for each activity, click 
the ellipsis. 
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9 

 
In the feature menu, Click Edit. 

 

 
10 

 
Select the appropriate Controller 
Review Status. 

 

 
11 

 
At the bottom, click SAVE. 

 

 




