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Log into the appropriate workgroup 
Go to the Administration link on the right of the screen, click on the link 
 

 
 
 
 
On the Administration screen click on the “Logon Management” link 
 

 
 
 
 
Enter your last name and click Go in order to locate your Logon Account 
Locate your logon account and click on the “Internal” link to the far right of your name. 
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On the “Internal Security” screen locate the specific workgroup entry in the “workgroup” 
column on the left of the screen, click on the “settings” link to the far of the workgroup 
entry. 

 
 
On the next “Internal Security” settings screen go to the “Label Set” drop down and you 
will see that yours is set to “Do not set (Let user default override)” 
 

 
 
Change the “Label Set” to the Custom Label set you wish to use.  Scroll to the very 
bottom of that screen and click the “Submit” button. 
 

 
 
Log out of the application.  Close your browser window.  Open a new browser window 
and log the workgroup you changed the label set for. 


