
Helpful Hint #4: Customization and Setting a Default 
Customization (display) 

Saved customizations allow users to save and view later dashboard pages in their current state with their most 
frequently used items such as filters and column sorts.  By saving customizations, users need not make these 
choices manually each time that they access the dashboard page.  To use the Customization Feature, first set up 
the dashboard page the way you want to view it.  Put in your selections, click apply, edit display 
(include/exclude columns, move columns, add subtotals, etc.).  Next save the customization and apply the 
customization at any time.  You can also set the customization to be your default display each time you go into 
that dashboard page. 
 
How to use the customization feature: 
 

1. First choose the dashboard, we will use Account Summary>Account Summary for this example.  Below 
is the default display when the dashboard page is opened. 

 
 
 

2. Input your selections, click apply.  For this example we used account 096235, fiscal year 12-13, and 
campus Alfred State. 

 
 
 



3. Edit the display (include/exclude columns, move columns, add subtotals, etc.).  For this example we 
included the account number and account description and excluded the originating agency. 

 
 
 

4. To save the current display, click on the three lines in the upper right hand corner of your screen under 
your user id.  A menu appears, click on Save Current Customization.  A pop up box appears, type in a 
name for your customization.  For this example I will use the account number as the name of my 
customization. 

 
 
 
 
 
 
 

 



5. Next time you are on this dashboard page and you want to do the same query, in the upper right hand 
corner of your screen, click on the three lines below your user id. Hover over Apply Saved 
Customization, a menu of your customizations will appear, click on the one you want the dashboard to 
display. 

 
 
 

6. The preset display you customized will display. 

 
 
 
 
 
 
 



How to Set a Default Customization (default display): 
 

1. Click on the three lines in the upper right hand corner of your screen, under your user id.  A menu 
appears, click on Edit Saved Customizations.  A pop up box appears, click the button next to the Name 
of the Saved Customization you would like to set as your default.  Click OK.  Now, each time you go to 
that dashboard page the customization query will display. 

 
 


