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Organize your projects and manage workflow using Project 
Tags and Archiving.

✓ Create and edit 
Project Tags by 
clicking this link.

✓ Add a personal tag (only you can 
see it) or a shared tag (everyone 
with access can see it) to create 
your personalized filing 
structure.

✓ Click here to 
Archive projects 
which are no longer 
active.

Manage your My Projects page 
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